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IN AN EMERGENCY DIAL 111 
Jade Promotions & Events Health & Safety Site Representative 

Josh Shanley, Jade Promotions and Events 
027 557 2953 
josh@jadepromotions.co.nz  
 
Director, Jade Promotions and Events  

Hamish McBeth 
027 626 1117 
hamish@jadepromotions.co.nz  
 

Fire & Evacuation: 

All staff, exhibitors, contractors and agents must comply with the Venue’s fire and evacuation procedures. 
These are on display at each venue and exhibitors should familiarise themselves with these prior to the show 
opening to the public. 

First Aid  

A fully equipped first aid kit is available in the Show Office. 

First Aid Officers: Josh Shanley, Jade Promotions and Events, 027 557 2953 
  Hamish McBeth, Jade Promotions and Events, 027 6261117 

Health and Safety Contacts – Venues 

Great Lake Centre (Taupo Home & Garden Show) 
Reception: 027 667 8236 
 
Energy Events Centre (Rotorua Home & Garden Show) 
Reception: (07) 351 7151 
 
McLean Park (Hawke’s Bay Home & Garden Show) 
Reception: (06) 834 4145 
 
Eventfinda Stadium (North Shore Home & Garden Show, Auckland Better Home & Living Show) 
Reception: (09) 443 8199 
 
Pettigrew Green Arena (Hawke’s Bay Better Home & Living Show) 
Reception: (06) 845 9330 
 
Saxton Stadium (Nelson Home & Garden Show) 
Reception: (03) 578 0072 
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Stadium 2000 (Marlborough Home & Garden Show) 
Reception: (03) 577 8300 
 
Eden Park (NZ Home & Lifestyle Show) 
Reception: (09) 815 5551 
 
Sky Stadium (Wellington Home & Garden Show, Wellington Better Home & Living Show) 
Reception: (04) 473 3881 

 

Our Commitment to Occupational Health and Safety 

Jade Promotions and Events is committed to ensuring that our shows are a safe environment for our staff, 
exhibitors, contractors and visitors. Jade Promotions and Events considers that accidents, injuries and 
incidents can be prevented through appropriate management and planning and accordingly we have 
developed policies and procedures that aim to protect the health and safety of all involved. 

Health and Safety is everyone’s responsibility. 
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Introduction 
The Health and Safety at Work Act 2015 (HSWA) is New Zealand’s workplace health and safety law. 

It introduces responsibilities for managing the work-related risks that could cause serious injury, illness or 
even death. HSWA recognises that to improve our poor health and safety performance we all need to work 
together. Government, businesses and workers must establish better leadership, participation in, and 
accountability for people’s health and safety. 

Everyone who goes to work should come home healthy and safe. To achieve this, HSWA provides a new way 
of thinking. 

The Health and Safety at Work Act: 

 ensures everyone has a role to play 
 makes everyone’s responsibilities clear 
 focuses on managing work risk 
 requires those who create the risk to manage the risk 
 requires businesses to engage with workers and enable them to actively participate in health 

and safety 
 allows flexibility in managing health and safety risks. 

Under the Health and Safety at Work Act 2015, the employer has legal responsibilities to you as an 
employee. At the same time you, as an employee, also have legal responsibilities to look after yourself, and 
ensure that the work you do does not affect anyone else.  

For definitions of the terms used in this manual refer to the Health and Safety at Work Act 2015:  

Website: https://worksafe.govt.nz/managing-health-and-safety 

Key Contacts: 

PCBU   Jade Promotions & Events Limited 
   Venue / Location of show 
   Exhibitors having a stand at the show 
   Sub-contracting companies engaged to help set up a show 
 
Workers  On site staff from Jade Promotions & Events 

H&S Officer  Director, Josh Shanley 
   Director, Hamish McBeth 

H&S Representative Jenny McMillan 
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Health and Safety Policy 
It is the policy of Jade Promotions & Events Ltd to minimize exposure to the risk of hazards at events 
organised by Jade Promotions & Events for all employees, contractors and show visitors. 

Jade Promotions & Events Ltd will provide sufficient resources, so far as is practicable, to make every event 
as safe and healthy as possible. Jade Promotions & Events staff, Exhibitors, venue staff and visiting public are 
encouraged to participate in development and maintenance of systems for eliminating, isolating or 
minimizing hazards, and promoting health and health awareness. 

1.0  Health and Safety Plan 

1.1 Employer  

Jade Promotions & Events Ltd (PCBU), as employers, is required to have Health and Safety procedures in 
place, and to monitor these procedures regularly so that they remain up to date. A PCBU is a ‘Person 
Conducting a Business or Undertaking’. 

A PCBU has the ‘primary duty of care’ – the primary responsibility for people’s health and safety at work. It 
must ensure, as far as is reasonably practicable, the health and safety of: 

 its workers 
 any other workers it influences or directs. 

The PCBU must also look after other people who could be put at risk by its work, for example, customers, 
visitors, children and young people, or the general public. 

At Jade Promotions & Events shows, exhibiting businesses and venue owners/staff are PCBU’s so it is 
important that these three stakeholders work together to ensure a safe environment for show pack in and 
pack out, and also keep a safe place for the public to visit during show days. 

1.2 Employees / Workers / Others 

Workers and others in a workplace must: 

 take reasonable care of their own health and safety and reasonable care that others are not 
harmed by something they do or don’t do 

 follow any reasonable health and safety instructions given to them by the business, as far as 
they are reasonably able to. 

And workers must: 

 cooperate with any reasonable business policy or procedure relating to the workplace’s health 
and safety that they have been told about. 

Note: Workers have the right to stop work if they believe it is unhealthy or unsafe. 

1.3 Health and Safety Officer 

Who is an officer? 
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 A person is an officer if they have a position that allows them to exercise significant influence 
over the management of a business. Typically, an officer is the director, chief executive, or a 
general partner in a limited partnership. A business can have more than one officer. 

 A person who merely advises or makes recommendations to a person in a senior position in a 
business is not considered an officer. 

 The role of an officer is to exercise due diligence to ensure that the business meets its health 
and safety obligations under HSWA. The difference between a business’s primary duty of care 
and an officer’s duty is that officers do not have to ensure the health and safety of workers. 

1.4 Fire Wardens  

Each show venue will have nominated fire wardens. This may include Jade Promotions & Events Staff or it 
may be solely managed by the venue. 

1.5 Training  

New staff will be briefed on the procedures in the Health and Safety Manual soon after starting work. Staff 
will also be informed about any changes to the Health and Safety procedures and the general content of the 
manual as soon as is practicable after each review. 

Exhibitors attending an event must also take responsibility to ensure staff constructing the stand and 
working on the stand during the weekend are appropriately trained and are familiar with the Health & Safety 
requirements, and the stands are safe and work with Jade Promotions & Events staff to rectify any hazards 
that may be identified during an event. 

1.6  Hazard Identification and Control 

Management of risk from hazards involves the following processes:  

 Identification of hazards  
 Controlling and monitoring of hazards  
 Reporting of accidents/incidents for a notifiable incident 
 Carrying out an investigation if required 
 All employees are responsible for hazard identification and control.  

Each venue used may have unique hazards specific to the day, so these hazards and controls will be noted on 
the day and discussed at the start of the day. 

Types of Hazards include 

 Noise  
 Chemical  
 Electrical  
 Lighting  
 Temperature  
 Biological  
 Ergonomic  
 Physical  
 Miscellaneous (including stress, fatigue, and assault)  



   

8 | P a g e  
 

 

The main hazards are present during the pack-in for an event during the construction period and show setup. 
Exhibitors are required to register on arrival at which point the particular hazards of the day that have been 
identified are communicated to those on site. 

The hazards present at every show (such as forklifts) are also noted on a piece of paper that is fastened to 
each stand for the exhibitor to refer to during pack-in. 

All Jade Promotions staff at a show are in radio communication with each other to quickly communicate on 
any issues. 

1.7 Accident / Incident Reporting  

All accidents and incidents are recorded in the Accident & Incident register. A copy of this is located in the 
appendix of this manual. 

The on-site Health and Safety Officer will decide whether any incident or accident is ‘Notifiable‘. 

All accidents and incidents, including near misses must be reported to the Health and Safety Representative 
who will record the accident/incident as well as any further information related to the accident investigation 
and outcomes. 

What is a notifiable injury or illness? 

 A notifiable injury or illness includes: 
 Any of the following injuries or illnesses that requires a person to have immediate treatment (other 

than first aid): 
 the amputation of any part of the body 
 a serious head injury 
 a serious eye injury 
 a serious burn 
 the separation of skin from underlying tissue (such as de-gloving or scalping) 
 a spinal injury 
 the loss of a bodily function 
 serious lacerations. 
 An injury or illness that requires (or would usually require) a person to be admitted to a hospital for 

immediate treatment. 
 An injury or illness that requires (or would usually require) a person to receive medical treatment within 

48 hours of exposure to a substance. 
 A person contracts a serious infection (including occupational zoonoses) to which the carrying out of 

work is a significant contributing factor, including any attributable to: 
o working with micro-organisms 
o providing treatment or care to a person 
o contact with human blood or bodily substances 
o handling or contact with animals, their hides, skins, wool or hair, animal carcasses or waste 

products 
o handling or contact with fish or marine mammals. 

 Any other injury or illness declared by regulations to be a notifiable injury. 
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What is a notifiable incident? 

A notifiable incident is an unplanned or uncontrolled incident in a workplace that exposes a worker, or any 
other person, to a serious health or safety risk arising from an immediate or imminent exposure to one of the 
following categories of events: 

 a substance escaping, spilling or leaking 
 an implosion, explosion or fire 
 escape of gas or steam 
 escape of a pressurised substance 
 electric shock (from anything that could cause a lethal shock) 
 the fall or release from height of any plant, substance, or thing 
 collapse, overturning, failing or malfunction of, or damage to, any plant that is required to be authorised 

for use under regulations 
 the collapse or partial collapse of a structure 
 the collapse or failure of an excavation or any shoring supporting an excavation 
 the inrush of water, mud, or gas in workings in an underground excavation or tunnel 
 the interruption of the main system of ventilation in an underground excavation  or tunnel 
 a collision between two vessels, a vessel capsize, or the inrush of water into a vessel* 
 any other incident declared in the regulations to be a notifiable incident. 

Notifiable incidents do not include controlled activities that form part of the business or undertaking (eg the 
controlled release of water from a dam). 

Do not disturb the scene of the accident, except to the extent needed to save life, prevent further harm, 
reduce a hazard or relieve suffering of any person, or maintain access to an essential service or utility.  
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2.0 Health and Safety at Events: 

2.1 Exhibitor Registration 

At every show, exhibitors are required to report to the registration desk which is managed by Jade 
Promotions & Events staff. The following information is covered off in this initial discussion: 

 Exhibitors are issued with their badges identifying them as show exhibitors. These must 2.1.1
be worn at all times 

 Exhibitors are shown a map of the show and where their stand is located plus the 2.1.2
emergency exits, muster stations are identified, first aid kit and defibrillator location and 
any other relevant points of interest are identified. 

 Exhibitors are shown where to park their cars 2.1.3
 Exhibitors are told of any new hazards in the area of their stand to be aware of 2.1.4

The exhibitor is then directed to their stand. Each stand has stapled to the exhibition panelling some 
particular show information such as Company Name, wi-fi codes, etc. as well as a A4 sized Health & 
Safety notice highlighting the key messaging from the Health & Safety manual as a reminder. An 
example of this is located in the appendix of this manual. 

2.2 Emergency Procedures 

All staff, exhibitors, contractors and agents must comply with the venue’s fire and evacuation procedures.  

In the event of a partial or complete evacuation of the venue, exhibitors, staff, contractors and agents are 
requested to muster in the areas as directed by the venue security staff.  

The venue public address system will be used to convey evacuation and ‘all-clear’ instructions. If part of the 
exhibition is unable to hear the public address system, Jade Promotions & Events staff who are in radio 
contact with each other will convey all necessary messaging in person. 

Exhibitors are asked to be constantly aware of unidentified packages, cases or bags left on stands. In any case 
of doubt the article should not be touched, but security informed, via the Show Office or telling event staff. 

2.3 First Aid 

A fully equipped first aid kit is available in the Show Office. 

First Aid Officer: Josh Shanley, Jade Promotions and Events, 027 557 2953. 

2.4 Exhibitor Responsibilities 

 Ensure that persons in your employment and any others affected by your actions and omissions are safe 
and are not at risk to their health and safety.  

 Ensure that relevant risk assessments have been carried out in relation to your own stand/area during 
setup and breakdown.  

 Co-operate/co-ordinate your actions with the organizers/contractors on-site.  
 Where potential risks are identified during the risk assessment process make all parties aware of any 

potential risks as might arise during setup and breakdown.  
 Ensure that your personnel/contractors are both competent and following safe systems of work.  
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 Seek advice where necessary from the on-site health and safety representative, this will enable you to 
comply with the relevant statutory provisions. 

 Report any accidents or injuries to the on-site health and safety representative 
 Be familiar with the Hazard Register contained in this manual 

2.5 Sub Contract Staff 

There will be sub contract staff employed by Jade Promotions & Events to help construct the shows and fit 
out the electrical system and could include marquees, temporary fencing, etc. Subcontractors require their 
own pre-approved Health & Safety Plan to work on site at the shows and preferred contractors will be used 
that have a proven track record. 

Current approved contractors includes: 

 Exhibition Hire Services – exhibition panelling and carpet installation 
 Empire Electrical Services – electrical fitout 
 Event Hire NZ – temporary fencing and equipment hire 
 Stretch Tents – marquee hire 
 Titan Marquee Hire – marquee hire 

 

Casual staff employed on a ‘show by show’ basis will sign in using the form contained in the Appendix of this 
manual during show pack-in. New hazards will be discussed and recorded. 

 

2.6 COVID-19 

Jade Promotions & Events are required to adhere to the Government regulations surrounding the 
management of mass gatherings. 

While COVID-19 continues to be a risk, the venue COVID-19 QR code will be displayed at each venue, a 
manual sign-in register will be available, as well as multiple hand sanitising stations will be stationed 
around the venue. 

The Event Sector Voluntary Code has some useful guidelines around managing COVID-19 risk at an 
event. The following key points are noted from this code and are followed at Jade Promotions & Events 
Limited organised events: 

 Contact Tracing: This includes displaying the venue QR code in prominent locations around the 
venue to encourage show visitors to track their visit plus having a manual sign in register 
available. The manual sign in register sheets will be kept for 1 month after the end of the show 
and will then be destroyed. 

 Health of Operators and Attendees: Messaging to both show exhibitors and visitors to remind 
them to practice good hygiene when attending the event, use hand sanitiser and anyone should 
stay home if they are feeling unwell in any way.
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3.0 Appendix - Forms 

3.1 Hazard Register 

The hazard register below highlights some of the hazards present during a Home Expo type event and how the risk is to be controlled. The list may not 
be exhaustive, but it highlights some things to be aware of. Every exhibiting business should also have considered Health and Safety risks introduced by 
the business during the show and have a plan for managing these risks. If in doubt, please contact the Jade Promotions & Events to discuss hazards 
before the show to avoid problems during the show. 

Pack-in and pack-out times are the most dangerous aspects of show operations. During these times: 

 NO CHILDREN under 16 years old are allowed in the venue 
 NO ALCOHOL to be consumed in the venue 
 Please clear the loading bay doors and aisles around your stand as soon as possible 
 Please respect your fellow exhibitors and those working around you 

Item # Hazard Description Potential Injury 
Eliminate, Isolate or 
Minimise? 

Action / Control 

1 Forklifts 
Forklifts being used to load and unload 
trucks and transport exhibitor stock around 
venue 

Hit by forklift Minimise 
 Only licensed operators are permitted to use the forklift 
 Watch out forklift movements 
 Wear high vis vest during pack in/out 

2 Electrical 

Shorting of electrical equipment causing 
fire 

Electric Shock Minimise 
 Only electrical equipment with valid test tags to be used. 

RCD protection to be used. 

Burning of people 
and plant 

Minimise 

 Only electrical equipment with valid test tags to be used. 
Random checking to be done by venue & Jade staff 
before and during event. 

 All electrical devise to be used in conjunction with an 
RCD. 

Tripping over electrical leads Falling Isolate  Use lead bridges if necessary. Keep cables out of public 
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Item # Hazard Description Potential Injury 
Eliminate, Isolate or 
Minimise? 

Action / Control 

access aisles. Go overhead between panels if necessary. 

3 Falling objects 

During set up there is a risk of unsecured 
panels or objects falling 

Crushing Minimise  Stay well clear of area where panels are being installed 

Stand construction failing during the show 
and falling on show visitors 

Crushing Minimise 

 Certification is required for stands of two storeys 
or more - where the second or subsequent storey 
will be occupied; and/or, where the stand has a 
roof area greater than 18sqm & more than 3m in 
width. 

 Large free standing objects to be fastened to 
exhibition panels 

 Area to be cordoned off during overhead 
construction work and a lookout person 
appointed. 

4 Trips & falls 

Left objects on the ground by exhibitors 
during pack in/out 

Tripping Eliminate  During the show, shift objects out of public walk areas 

Carpet tiles posing a trip hazard for public 
during the show 

Tripping  
 Look out for loose carpet edges and tape down securely. 

 

Raised floors on exhibition stands Tripping Minimise 
 Edge of raised floor to be highlighted and suitable signage 

to be installed 

5 Weather 
Sunscreen or raincoat required for 
different weather conditions 

Cold / slips / 
Sunburn 

Isolate  Wear appropriate clothing for the conditions 

6 Manual Handling 
Some heavy items will require lifting into 
place 

Strain Minimise  One person should not carry more than 20kg and back to 
be kept as straight as possible 
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Item # Hazard Description Potential Injury 
Eliminate, Isolate or 
Minimise? 

Action / Control 

 Use two people where possible for loads between 20-
40kg 

 Loads carried mechanically should be within device size 
and weight limits. These should be carried safely and 
evenly balanced to prevent load slipping. 

7 Stand Lighting 
Halogen lighting of exhibition stands 
blowing and starting fire or people 
touching them and being burnt 

Burning of people 
and plant 

Minimise 

 Communicate fire exit plan and call point locations to all 
exhibitors and Jade Staff. 
Emergency exits to be kept clear. 

 Lights to be at least 2.2m high or out of easy reach 

8 LPG Bottles LPG bottles used for cooking 
Fire 
Burning 

Minimise 

 Stands requiring LPG use to sign and return Jade LPG Use 
Policy for both indoors & outdoor stands. 

 Powder fire extinguisher and fire blanket to be on each 
stand that has LPG bottle in use. 

 Spare bottles to be stored in approved gas bottle cage. 
Flame to be out of reach of children visiting the show 
Gas bottle connections to be tested with soapy water 
prior to use. 

 LPG Bottles to be tested and stamped with current  test 
date. 

9 Naked Flames 
Used in demonstrations for heating 
appliances, etc. 

Burning & fire Isolate 

 Jade Promotions & Events must first authorise permission 
to use a naked flame on a display. 

 A safety barrier to be installed in front of the flame to 
prevent the public touching the flame 
A responsible person to be overseeing the display at all 
times 

 A fire extinguisher to be on the stand and visible at all 
times 

 No flammable material to be within one metre of the 
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Item # Hazard Description Potential Injury 
Eliminate, Isolate or 
Minimise? 

Action / Control 

flame 
Flames to be extinguished at the end of each day 

10 
Heaters and other heat 
generating displays 

Heaters are common products to see on 
display at Home Shows. 

Burning & fire Isolate 
 Heaters to be out of reach of children and be guarded at 

all times by a responsible person. 

11 
Motor vehicles & 
machinery 

Displayed motor vehicles may emit fumes 
from exhaust and have fuel in tank 
 

Choking 
Fire 

Minimise 
 Fuel in the tank to be either less than 5% capacity 
 Battery to be disconnected 
 Vehicles to remain off for the show duration 

Will be driven to and from stand Getting run over Minimise 
 Vehicles to travel at walking pace only at venue 
 Hazard lights must be used 

Machinery may be demonstrated during 
show. 

Multiple injuries Isolate 

 Machinery to be fitted with appropriate guarding 
 PPE of machine operator to be used 
 Visible and accessible emergency stop controls must be 

available 
 Extraction system required for dust, chips or fumes 

generated during a disply. 
 A physical barrier may be required between the machine 

and the public. 

12 Working at Heights 
During stand construction it is sometimes 
needed to work above ground level. 

Falling Minimise 
 A suitable work platform should be used 
 A ladder should only be used as a means of access. 
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Item # Hazard Description Potential Injury 
Eliminate, Isolate or 
Minimise? 

Action / Control 

13 
Food & Hygiene 
Standards 

Risk of food poisoning from food 
incorrectly stored or prepared 

Sick Minimise 
 Any food exhibitor to have a valid food license and to 

operate within the requirements of the license 
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3.2 Casual Staff Sign In Sheet During Pack-In 
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3.3 Accident Investigation Form - Worksafe 
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3.5 Example - Health & Safety Notice At Exhibitor Stand 

Jade Promotions is committed to ensuring that our shows are always a safe environment for our staff, 
exhibitors, contractors and visitors. As an exhibitor, the Health and Safety at Work Act (2015) requires 
that you take all practicable steps to ensure the safety of your staff and the public. Please take the time 
to consider the following H&S points which apply at all Jade Shows:  

Setup 

 Be aware – forklifts are in operation. Only licensed drivers to operate forklifts. 
 No children under 16 or animals to be brought on site. 
 High vis vests must be worn during set up and breakdown 
 No smoking inside venues. 
 No alcohol to be consumed on site. 
 Electrical work must only be carried out by a Registered Electrician. 
 Drivers must observe speed restrictions, directional/ flow requests and clearance limitations.  
 In preparation for the unlikely event of an emergency, take note of where the emergency exits 

and assembly points are relative to your stand position. 
 Do not lift heavy items by yourself. 
 Be considerate of others. 
 Advise Event Staff of any hazards if and when they arise. 

During the Show 

 Regularly dispose of your waste materials. 
 Assess your stand and its environs regularly to identify potential hazards – particularly trip 

hazards for the visiting public. 
 No helium balloons inside venues. 

Breakdown 

 Adhere to the points above for Setup. 
 Watch out for sharp objects – Nails, screws, staples etc. 
 Dispose of your waste materials sensibly.  

 

Occupational Health and Safety is everyone’s responsibility. 

If your display includes heat-generating items, LPG bottle/s, and/or vehicle/s you must familiarise 
yourself with our Health and Safety Manual to ensure your display meets our requirements. A copy of 
our extensive Health and Safety Manual is available on our website (using your exhibitor login). A 
physical copy is held at the Show Office.  

If you have any questions pertaining to this please don’t hesitate to contact our Health and Safety 
Representative, Josh Shanley, on 027 557 2953. 

We wish you a safe, enjoyable and successful Show.  

Jade Promotions Ltd. 


