
 

 

 

Important information for organisers and exhibitors 
Fire, Security, Traffic 

 
Your responsibilities 
It is of utmost importance that you and your staff are aware of the ICC’s security and fire procedures. You should nominate a 
sufficient number of staff to ensure that these procedures are observed at all times. 

 
Checking your area 
It is important to make constant checks of your stand to ensure that no unidentifiable packages, cases, or bags have been 
deposited. Please nominate a person to check at regular intervals, and if suspicions arise, do not touch the article but call the 
Security Control Room (Internal 3333, external 0121 200 2000 option 1) or contact the nearest Host. 

 
In the event of evacuation, and when leaving your area each night, please ensure that: 
1) Appliances are switched off 
2) The area is checked for other potentially dangerous items. 

 
Emergency  announcement 
If it becomes necessary to evacuate the building, the following message will be broadcast: 

 
“Ladies and Gentlemen, may I have your attention please. We must ask you to leave the building by the nearest exit as quickly 
as possible. Do not use the lifts and do not stop to collect personal belongings” 

 
If partial or complete evacuation is necessary, it is strongly recommended that exhibitors’ staff leave the building for their own 
safety. 

 
First Aid emergencies 
In cases of medical emergency call Security Control (Internal 2222, external 0121 200 2000 option 1) giving the exact location of 
the casualty and details of injuries sustained. Security Control will then arrange for all necessary assistance. Alternatively please 
contact the nearest Host. 

 
Fire procedures 
An intelligent fire alarm system and audible sounders protect the ICC and Symphony Hall. There are portable fire extinguishers, 
fire hoses and a sprinkler system throughout. 

 
In the event of discovering a fire in your vicinity: 
1) Raise the alarm by breaking the glass in the fire alarm call point. 
2) Inform the Security Control Room on an internal telephone by dialing 3333 or inform the nearest Host giving location 
and nature of the fire. 
3) Turn off all electrical equipment in your area, where safe and practicable to do so. 
4) Follow Hosts’ instructions. 
5) Make your way to the nearest fire exit; do NOT use lifts or escalators. 
6) Do NOT go back to collect personal belongings. 
7) Report to the assembly point on Civic Centre Estate and await instructions. 
8) Please notify a Security Officer if you believe a member of your team is missing. 
9) Only return to the building when instructed by a fire officer. 



 

 

 
Official passes 
In order to help with security during build-up and the open period of the event, admittance may be refused to anyone who 
cannot produce the designated event pass. Please ensure that you and your colleagues carry your passes at all times. 

 
Traffic notice 
For the benefit of all, accessibility and traffic flow must be maintained at all times. 

 
Vehicles parked in ‘No Parking’ areas will be ticketed for illegal parking. These include double yellow lines and disabled parking 
areas. No parking is allowed in the hash markings or on planted areas within service bays. 

 
Attention is also drawn to the Standard Conditions of Parking, whereby all vehicle passes must contain details of your company, 
the hall you are exhibiting in/delivering to and the stand number. This pass must be displayed at all times. 

 
Deliveries 
We request that all exhibitor items that are due to be collected by courier are transferred to the Goods Inwards Area of ICC Bay 
B, which is next door to Bay A. Please do not leave any items on your stand once you have left the venue. For directions out of 
the exhibition hall to Bay B, please see an ICC Host for information. 

 
Security 
Please remember to be vigilant throughout your event to ensure the safety of your property. If items cannot be watched then it 
is important that they are properly secured. 

 
EVACUATION  ASSEMBLY AREA: 
Located at Civic Centre Estate 
(the assembly area may be subject to change on the event day. Please follow Hosts’ instructions) 
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