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Welcome to NZICC 
We are pleased to welcome you to the New Zealand International Convention Centre (NZICC). This 

Exhibitor Guide is designed to support a smooth, safe, and efficient experience throughout your event 

participation, from planning and freight handling through to pack-in, event days, and pack-out. 

This guide outlines essential information exhibitors need to operate safely within our venue, including 

loading dock access, delivery procedures, storage availability, equipment restrictions, guidance to 

assist with freight movements, vehicle scheduling, and coordination with contractors and suppliers. 

Our goal is to ensure every exhibitor has clear instructions, knows what to expect upon arrival, and is 

able to work confidently and efficiently within the venue. We encourage all exhibitors to familiarise 

themselves with the procedures in this guide before coming onsite. 

This guide is intended to be read alongside relevant additional information including: 

• Venue Guide 

• Event Safety Guide 

• Loading Dock Guide 

• AV & Technology Guide 

If you have any questions, contact your Event Organiser or PCO – your main point of coordination. 

We look forward to working with you and wish you every success with your event at NZICC. 

 

Ngā mihi 

The NZICC Team 

 

 

 

 

 

NZICC reserves the right to amend the content of this guide at any time. This guide is for information purposes only and is 

not intended to be legally binding on any party. Please refer to Hire Agreement for event for specific terms and conditions.  
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Deliveries & Storage 

Loading Dock Access 
The NZICC logistics team supervises all entry to the loading dock and access is only allowed to 

vehicles arriving at their scheduled time as per the event loading/traffic management plan. Exhibitors 

may access the Loading Dock during their scheduled event pack in and out times only and high 

visibility clothing and covered footwear must be worn in all loading dock areas. 

Access to the Loading Dock for contractors and exhibitors is scheduled to ensure congestion on entry 

to the loading dock is minimised. If the Loading Dock is busy on your arrival, do not block public 

roads. We recommend exhibitors plan their arrival so that they do not all come at once. 

The venue requests strict adherence to this schedule to ensure an effective loading plan can be 

delivered. Please be aware that it may not be possible to accept any unscheduled arrivals and that 

they may be turned away at the control gate. Please advise NZICC of any third-party supplier you 

may have contracted needing access to the loading dock so they can be managed accordingly. 

Loading Dock Traffic 
Access to the Loading Dock is from 46 Nelson Street only. Movement of vehicles on the loading dock 

is strictly one way. The Loading Dock is strictly a no parking zone and vehicles may remain on the 

loading dock for a limited time. Once exhibitors have offloaded, vehicles must vacate the area. 

Should there be a need to extend the time allowed in the loading dock, prior arrangements must be 

discussed with your Event Planner for approval by the Loading Dock Manager. Abandoned vehicles 

or those exceeding the allotted time may be towed from site and removal costs may apply. 

Loading Dock Restrictions 
To ensure safe and efficient movement during event build and pack-in and pack-out, all exhibitors 

must comply with the following loading limits and access conditions: 

• Vehicle Time Limit 

o Exhibitor vehicles may remain on the loading dock for a maximum of 15 minutes 

o Vehicles must be loaded/unloaded immediately upon arrival 

o Unattended or overstaying vehicles may be directed to leave the dock 

• Delivery Booking Requirement 

o All exhibitor deliveries must be booked via the Loading Dock Management System 

o Unscheduled arrivals may be denied access and asked to rebook 

• Freight and Trolley Restrictions 

o Freight, trolleys, pallet jacks, and large items cannot be taken through guest elevators 

o Only small, hand-carried items may be brought in via the NZICC car park 
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• Size & Quantity Limits 

o Exhibitors delivering more than 2 pallets loads must use a freight forwarder 

o Deliveries exceeding standard dimensions or weight (500kg/pallet) require approval 

• Vehicle Access Restrictions 

o Only cars, vans, and small commercial vehicles may self- deliver 

o Larger trucks must be coordinated through the organiser 

o Tail-lift trucks must use allocated bays during their scheduled time 

• Marshalling & Direction 

o Exhbitors must follow instructions from the marshal and gate controller 

o Failure to follow direction may result in access being delayed or denied 

Pre-Event Deliveries 
Due to a busy event schedule and limited storage at the venue, we recommend you use a freight 

forwarder for delivery, collection and storage requirements. Early deliveries will be accepted via the 

venue’s Loading Dock one day before the pack-in or on the day of pack in of the event. 

For any deliveries to NZICC, please ensure your items are clearly identifiable (including event name, 

stand name and stand number, contact name and contact number) so that they can be accepted. We 

recommend you use the NZICC Delivery Label for incoming goods as this captures all the information 

we need. NZICC will not take responsibility for any incorrectly labelled goods. NZICC will accept and 

sign for deliveries; however, upon receipt, NZICC will not be responsible for checking the status or 

condition of goods delivered and will not be responsible for any payment to delivery companies. 

Post-Event Collections 
Exhibitors are expected to have all their items cleared from the event space within the pack out time 

allocated and collected no later than one day after the pack out. We recommend using the NZICC 

Dispatch Label to help with post-event collections. Any items left behind without instruction, not 

labelled or mis-labelled will be deemed abandoned and disposed of accordingly and costs may be on 

charged. It is the exhibitor’s/organiser’s responsibility to arrange for collection of their own goods. 

If exhibitors have items to be collected post-event by couriers it is very important to ensure: 

• Items must be fully packed and boxed, ready for transport before being placed in the dock 

• Items must not be left unpackaged as these will not be accepted for dispatch 

• Completed courier or outgoing dispatch labels are attached to all packed items 

• Items are at the correct collection point in the dock before exhibitors leave the venue 

 

 

 

 

 



 

NZICC Exhibitor Guide 

Freight & Storage 
NZICC has limited storage available and is only able to accept up to 2 pallets of freight on behalf of 

event organisers, up to 5 days before scheduled pack in, so please communicate this to exhibitors. 

Any freight consignment and off-site storage needs before, during, and after your event are the 

responsibilities of the organiser. It is also the responsibility of the organizer to ensure any contracted 

freight forwarder removes unnecessary freight such as crates and empty boxes from the venue. 

Equipment/plant storage will be handled on an event-by-event basis and will be subject to activity in 

the facility. NZICC accepts no responsibility for items stored or left on site. 

Delivery Forklifts 
The venue has 2 forklifts available for hire to exhibitors and contractors. These can be hired with or 

without a driver charged separately on an hourly rate and can be hired on a half day or full day basis. 

Alternatively, there is a cost per lift that can be applied for smaller loads. Use of the forklift for 

extended periods is subject to availability and should be prebooked to ensure it is available on your 

date. 

Pre-payment is required for any forklift use and access to the forklifts will only be guaranteed upon 

payment. For ad hoc lifts, these can be paid on site. Only licensed and approved operators may drive 

forklifts or other lifters onsite. Unauthorised operation is not permitted under any circumstances. 

Should any contractor hire an external forklift under their own arrangements, the details must be 

shared with the Event Planner to ensure our Security Department is aware of the delivery. 

It is advisable that for stand-alone exhibitions or tradeshows with multiple exhibitors requiring use of 

the forklift, the client arrange for a full day's hire to ensure the forklift is dedicated to their event. 

Loading Dock Lifts 
There are 2 main good lifts, suitable for large loads and vehicles, with the following dimensions: 

• Height – 3m 

• Depth – 6m 

• Width – 2.9m, between bump rails 

• Maximum Load – 9 ton 

There are also 2 smaller back of house lifts suitable for smaller freight, equipment and trolleys. All lifts 

must only be operated by NZICC staff or approved contractors to safeguard loads and lifts. 
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Exhibitor Services 

Exhibitor Services Centre 
Exhibitors can order a range of services in advance via the Exhibitor Services Centre including: 

• Audio-visual equipment 

• Banners, rigging and staging 

• Cleaning and waste 

• Internet services 

• Security services 

• Stand catering 

• Venue furniture for use in stands 

All exhibitor services orders must be received no later than 14 days prior to the event and NZICC 

requires pre-payment of all services ordered before the hiring period commences to ensure delivery. 

Audio Visual (AV) 
NW Group is the in-house provider of AV services at NZICC. They provide operational assistance 

with in-room AV and a full catalogue of additional items available for your event. All AV, staging and 

rigging requirements must be provided to NW Group 20 business days of the start of your event. 

Venue technicians will be assigned for all events, including specialist assistance with all theatre 

events and rigging. Charges will apply for any equipment or labour ordered over and above what is 

included with the room rental Estimated costs for AV will be provided by NW Group before the event. 

If specialised equipment is required, and NW Group cannot provide the same or similar, please talk to 

NW Group to find a solution. If you want to use an external AV provider, please ask them to contact 

NW Group to discuss the requirements at least 20 business days prior to your event pack in. 

Banners, Rigging & Staging 
The venue has a number of opportunities for banners and other hanging items. Our AV & Technology 

Services partner, NW Group, will install primary points with wire droppers for banners as part of any 

banner hanging costs. All poles, attachments and subsequent accessories must be supplied with the 

banner. Banners will not be allowed in the main foyer due to the smoke detector beams. 

All primary (top point) rigging must be coordinated and installed by NZICC’s contractor, NW Group. 

Secondary rigging (attached to primary) in the exhibition halls and theatres (for live entertainment 

only) can be provided by NW Group or contracted directly by the organiser or client 

Detailed rigging plans are required 20 business days before the event pack in and must go through 

an approval process from NZICC before they can go ahead. If you are planning on using secondary 

rigging (for example, for hanging items from our trusses), you will need to provide the following: 
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• A detailed rigging plan with drop/exclusion zones 

• A load list with exact weights and distribution 

• Evidence of competency for external personnel 

All rigging must be approved by NZICC in writing, must be performed safely, and a spotter must be 

present during hoisting or lowering of overhead items. You will also need to follow any conditions that 

we impose as part of any approval that we give for any rigging or overhead installation. NZICC 

reserves the right at any time to refuse or require the removal of any rigging or overhead installation 

that in our opinion does not meet safety standards. No items can be hung on any level in the main 

spine (foyer) of the building, due to potential interference of the smoke detector beams. 

Cleaning & Waste 
NZICC will provide a clean space at the start of the hire period. During the operational hours of an 

event, venue staff will then clean and maintain the contracted spaces and common areas as part of 

the daily room hire. A range of additional cleaning services are available at cost in the following 

instances: 

• Pre-clean – During or after pack in and prior to opening 

• Post-clean – During and after pack out 

• Waste Removal – Charged on a per skip basis including the use of bulk bins and the 

subsequent disposal, and recycling of waste (noting waste removal requires pre-booking) 

• Detail Stand Cleaning – Detailed cleaning can also be provided to exhibitors upon request and 

those requiring this service can be charged directly 

Additional cleaning charges may apply for items such as glitter, paint, sand, straw, confetti, and 

popcorn. 

NZICC is committed to best practice in waste, resource recovery and recycling. Waste stations are 

provided during pack-in, operations, and pack-out for suitable materials such as mixed recyclables, 

cardboard, food organics, glass, plastic wrap and untreated timber. If you have any materials that are 

unable to be disposed of safely you need to let us know in advance so we are aware. 

IT & Internet 
NZICC is the exclusive provider of information technology services to the venue. Our technology 

services team will facilitate everything required to install, connect, repair, alter, or distribute 

information technology services, whether originating or terminating in the venue. 

7E Wi-Fi connectivity is available throughout the venue for use. Visitors have access to free public 

Wi-Fi, for basic browsing, email and social media. Event specific network services and custom 

solutions for event organisers can be requested to be arranged through your Event Planner. 

Exhibitors can pre-order wired internet connectivity via the Exhibitor Services Centre. 

The venue does not allow the use of wireless access points other than the venue fixed wireless 

infrastructure and reserves the right to disable wireless transmitting devices 
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Security 
NZICC’s Security team specialises in the provision of quality security personnel who are trained 

specifically for the venue and its operations. The NZICC Security team are trained in line with the 

Venue’s Emergency Management Plan, Security Plan and Liquor Management Plan. 

NZICC has 24-hour security. CCTV cameras scan interior and exterior public areas and our team 

respond quickly to any issues. We are committed to complying with New Zealand laws in all aspects 

of its operation and CCTV coverage must adhere to the Privacy Act 2020. If an event requires a 

customized service, please submit your requirements 30 business days before your event for review. 

NZICC endeavours to maintain the venue as a safe and secure place, however, clients and exhibitors 

are responsible for safeguarding their belongings, materials and equipment at all times. The venue is 

not responsible for any loss or damage to these items. Please ensure all suppliers and contractors 

complete our induction and are familiar with the venue’s safety, security, and emergency procedures. 

Catering 
NZICC provides a wide variety of food and beverage services, from refreshment breaks to on-stand 

catering. All catering must be organised through NZICC and can be ordered and pre-paid for through 

the Exhibitor Services Centre. 

Furniture & Coverings 
Exhibitors should order any furniture requirements for their stands such as trestle tables, chairs, and 

bar leaners through the event organizer or exhibition services provider. 

Additional Goods or Services 
Additional goods or services required whilst an event is operational may require prior approval and 

any applicable payment before delivery. For assistance, you can contact the Event Planner. 

If sourcing equipment from external suppliers is required, please refer to NZICC’s Recommended 

Supplier list. This list includes contacts of suppliers that are familiar with the venue and have already 

been inducted to NZICC’s various procedures. If you would like to engage contractors providing 

services that are not on our preferred supplier list, prior approval must be obtained before installation. 

Insurance 
Exhibitors are encouraged to hold Public Liability Insurance for their activities or to determine if the 

event organiser will cover them. Neither NZICC or staff, employees, agents or other representatives 

shall be held accountable or liable for any damage, loss, harm or injury to the exhibitor, employees, 

agents or other representatives of the exhibitor, or for goods sent to the venue before or remaining 

after the exhibition, or whilst in transit to, from or during the exhibition. 

Exhibitors should consult their own insurance companies and/or broker for proper coverage of their 

exhibits, products, and display areas. Any such insurance should cover the total duration of the event, 

including pack in and pack out. 
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Exhibitor Guidelines 

Aisle Spacing 
For the safety of all, exhibition aisles are to be maintained at a minimum width of 3m. Exhibitors are 

asked to keep within their allocated square-meterage area and to not obstruct aisle space or hinder 

access to fire extinguishers, manual fire pull stations, fire hose connections and automated external 

defibrillators (AED’s), stairs, escape paths and emergency exits. These must remain clear at all 

times. Encroachment into public aisles from a stand or booth is not permitted. 

Objects restricting access to aisles or that block emergency egress routes or equipment will be 

removed at the exhibition organisers expense, without liability for loss or damage to NZICC. 

Alcohol 
NZICC is a fully licensed venue and reserves the right to supply alcoholic beverages for any event. 

NZICC also retains the exclusive right for the sale, supply and service of all alcoholic beverages with 

off premise purchased alcohol not permitted. We support and practice the responsible sale and 

service of alcohol and maintain strict compliance with the Sale and Supply of Alcohol Act 2012. 

Alcohol consumption is restricted to the contracted event area and to persons over the age of 18 

years of age and during those times designated jointly by our team and the client. NZICC may 

request additional security when alcohol is served, dependent upon event and number of attendees. 

Balloons 
Helium balloons can be used as fixed features of an exhibit, event display or as table decoration. Due 

to the complexity and cost of retrieving balloons trapped in overhead spaces, removal and cleaning 

charges may apply. No balloons can be used in the foyer, due to the use of smoke detector beams. 

Canvassing, Solicitation & Distribution 
The solicitation and canvassing of business in NZICC can only with done with prior approval from 

NZICC. All approved solicitation and canvasing can only take place in the contracted space. Any 

distribution of pamphlets, brochures, catalogues and leaflets in any public areas, or on vehicles 

parked in the NZICC car park is not allowed. 

You must inform your Event Planner of any temporary signage, its contents, location and duration of 

use. The venue allocates digital signage space in consideration of other events and reserves the right 

to remove any unapproved temporary signage at the client’s cost. Exhibition banners or signage must 

be within 1m of stand boundaries and cannot back onto another exhibitor’s stand without the express 

written permission of that exhibitor prior to the event. 
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Children 
During pack in and pack out, children under the age of 16 years are not permitted in the venue or the 

loading dock. At all other times children under the age of 16 years must be supervised by an adult. 

Contractors 
All organisers, contractors, sub-contractors, exhibitors and associated staff are required to complete 

our online induction prior to event pack in. This includes familiarisation with our emergency 

procedures. 

Contractors should wear tidy, well-fitting clothing with your company name or logo. Hair must be neat 

and tied back if needed; hairnets are required in food prep zones. Enclosed footwear is compulsory. 

High-visibility vests are required during event pack in and pack out and are to comply with New 

Zealand Safety Standards for day and night high visibility safety garments. Vests must be worn over 

other clothing and offensive slogans or images are not allowed. All staff working on the event must: 

• Adhere to all directions from NZICC staff 

• Behave in a courteous and respectful manner 

• Avoid offensive language harassment and intimidating behavior 

• Comply with Safe Work Method Statements (SWMS) 

• Comply with all applicable legal requirements 

• Have current and applicable visas and insurances, 

• Understand and comply with all relevant health and safety obligations 

• Understand the safe use of tools and equipment relevant for the task 

Cooking 
Permission is required from NZICC for cooking food on a stand or booth. Please ensure that all 

requirements are discussed with your Event Organiser before finalising stand location as smoke 

isolation and connection to certain outlets may be required. 

Drugs & Alcohol 
Possession, distribution and use of any illegal drug or alcohol by anyone on site is strictly prohibited 

and will be reported to New Zealand Police. Some medications may also affect the ability to work 

safely. Advice on any side effects should be sought from the prescribing doctor or chemist. Those 

considered to be under the influence of alcohol, drugs, medication or other substances that, in the 

opinion of NZICC, constitute a danger to themselves or others will be required to leave the venue. 
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Electrical Connections 
In accordance with New Zealand legislation, an electrical license is required before any wiring or 

fitting work can be undertaken in NZICC. Electrical wiring means the physical work of installing, 

repairing, altering, removing or adding to an electrical installation, or the supervision of that work. For 

licensing purposes, it is defined in the Home Building Act 1989, with the same meaning as in the 

Electricity (Consumer Safety) Act 2004. 

Cables used for electrical equipment must be managed carefully to avoid trip hazards and access to 

floor boxes is limited to NZICC staff or the client’s authorised exhibition contractor. NZICC requires a 

Certificate of Compliance for Electrical Work to be completed by the licensed electrician assigned to 

the event on the last day of pack in and before the event is open. 

Electrical Equipment 
All electrical items used at NZICC must be Portable Appliance Testing tested and tagged under 

AS/NZS 3760:2022 before coming on site. Testing and tagging services are not available on site. 

All groups are responsible for ensuring any equipment brought in from external providers is tested 

and tagged accordingly. The usage of any equipment with expired tags will not be permitted. Should 

NZICC find equipment in use with expired tags, the incident will be recorded in our Health & Safety 

management platform in keeping with our internal policy and the equipment will be removed. 

Environmental Obligations 
NZICC is committed to minimising any adverse environmental impact. Please pay careful attention to 

activities that may cause harm to the environment, or cause pollution. This includes excessive or 

harmful light, noise, waste and water usage. NZICC has no provision for the disposal of toxic 

hazardous liquid substances such as paints, solvents or oils. 

Lost Property 
NZICC customer service staff handle enquiries for lost and found items. All items, except for those 

deemed perishable, are stored for 30 days by our security team. Perishable items, or items stored for 

30 days, are then disposed of at our discretion with no further claim available for those items. 

Noise 
NZICC has an obligation to control noise generated at the venue.  The maximum permissible sound 

levels in the venue in accordance with guidelines set out in NZS 6802:2008, are as follows: 

• Theatre: 95 dBA 

• Exhibition Halls: 85 dBA 

• Meeting Rooms: 70 dBA 

• Public Circulation Areas: 65 dBA 
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Sales & Sampling 
The preparation and sampling of food or beverages is permitted at NZICC if they are directly related 

to the exhibitor’s core business and within size restrictions which will be advised by your Event 

Planner. 

The sale of food and non-alcoholic beverages is also permitted at the venue if they are directly 

related to the exhibitor’s core business and are not for immediate consumption. 

Some events have a visitor expectation they will be able to buy exhibitor products for consumption 

on-site. These are classified as a Food or Lifestyle show. Only events which fall into this category are 

eligible for selling onsite for immediate consumption and external supply charges will apply. 

Those serving alcohol are required to meet any licensing requirements and must be approved to your 

Event Organiser prior to the event. Details of the ingredients in any samples are to be available 

including the presence of any allergens. Sample portions are limited to: 

• Food – 50 gm portions 

• Non-alcoholic beverage – 100ml or less 

• Liquor and spirits – 20ml or less 

• Wine and beer – 50 ml or less 

If your event involves preparing, serving or sampling food, you must follow all applicable food safety 

regulations. Organisers must register their event with MPI and follow all reasonable instructions of 

NZICC. 

Smoking 
NZICC is a smoke free venue, with the use of electronic cigarettes and vapes also prohibited. 

Smoking is only permitted at clearly signed designated smoking areas outside the venue. 

Spillages 
Anyone who is bringing chemicals onsite must ensure they have adequate spill containment 

measures in place. Spill response kits must be suitable for the type and quantities of chemicals 

brought onsite and must be clearly identified and outlined in your event risk assessment and shared 

with NZICC. 
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Construction & Equipment 

Boom Lift & Elevated Work Platforms 
NZICC and NW Group are the sole providers of heavy mechanical lifting equipment within the 

Centre. Use of this equipment by the event organiser’s contractors and sub-contractors must be 

arranged with NW Group but contractors and sub-contractors are not permitted to use lifters or EWPs 

within the main foyer or spine of the building. 

The EWP is for use between 5-12m and can be used in all areas. The Boom lift is for use for heights 

up to 20m and is primary for levels 3 and 5. When using either, each operate must perform: 

• Perform a pre-operational inspection and log the results 

• Use a spotter whenever the platform is raised 

• Follow safe work practices at all times 

• Ensure permit conditions are met 

The maximum speed limit in the Centre is 5km/h. Each lift must have a licensed driver and a 

trained/competent spotter wearing high visibility clothing to prevent anyone walking within 5m of the 

equipment without Personal Protective Equipment. 

Carpet 
Care must be taken in permanently carpeted areas to avoid causing damage. NZICC does not permit 

construction, painting, or activities that generate dust within these areas unless pre-approved by 

NIZCC and the appropriate measures are in place to mitigate any potential damage. The carpet tile 

flooring in all exhibition halls is permanently fixed. Any use of forklifts or aerial work platforms and lifts 

can be conducted over the top of this without the use of temporary protective flooring. 

Custom Built Stands 
NZICC requires temporary structures to comply with relevant legislation and they are to be 

constructed with the utmost concern for the safety of the public, employees and contractors. Due to 

fire engineering restrictions, the maximum permissible stand height should meet the requirements of 

the New Zealand Building Code. 

It is recommended booths considering a covered ceiling, use materials that are fire retardant, and 

water permeable. If design or stored stands require a non-water permeable ceiling, these must be 

pre-approved by NZICC. 

Any non-water permeable ceiling requests will be considered on a case-by-case basis. As a 

minimum, stands with non-water permeable ceilings must be fitted with an automatic battery backup 

smoke detector and CO2 or dry powder fire extinguisher. NZICC reserves the right to also request 

automatic dry powder extinguishers. Note all 2-storey stands are deemed to have a ceiling and these 

requirements apply. 
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For all enclosed areas, with or without a non-water permeable ceiling, which are intended for the 

storage of goods or for the installation of electrical services, a portable dry powder or CO2 type fire 

extinguisher is required within the enclosed area. All fire extinguishers must have an indicator sign 

and remain accessible at all times. 

To meet fire safety and New Zealand Building Code requirements, please pay careful attention to the 

following: 

• A stand with a roof or ceiling is required to provide fire protection equipment, such as a smoke 

detector and portable CO2 or dry chemical extinguisher 

• All temporary spotlights or the like are to be a minimum of 300mm from the partitions or any 

combustible goods 

• Doors built into a stand need to comply with the requirements of an exit door; open outwards 

with a push bar or lever handle and show an exit sign 

• Double story stands require an engineer’s certificate prior to construction and an engineer’s 

signoff once constructed to ensure compliance with certification 

• Where halogen tube lights are used, ensure the globe unit is protected with safety glass to 

minimise the risk of explosion and fire 

• Any custom-built stand with a floor area of more than 50 square metres is to be provided with 

at least one alternative means of egress to the walkway areas 

• Barriers incorporated into a custom-built stand are to be designed so that they yield to 

pressure without toppling 

Exhibit Forklifts 
Only NZICC approved, licensed and experienced drivers may operate forklifts at the venue. Drivers 

must wear seatbelts at all times and drive safely. To comply with noise restrictions, forklifts operating 

between 2300 to 0700 are to be fitted with a Broadband pulse acoustic signal (ie. a quacker or 

woosher) with a range of frequencies. Each forklift must have a trained/competent spotter wearing a 

safety vest to guide and escort the forklift at all times. 

Floor Boxes 
Floor Boxes are conveniently located throughout the facility, and contain a variety of power, data, and 

production connections. Water and drainage connections are also available and can be arranged via 

your Event Planner. 

It is important to replace floor box covers immediately after connections are done to ensure safety. 

Whilst covers are removed and work is being carried out on an open box, hazard identification must 

be used. Substituting metal covers with other material is not permissible. 
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Flooring & Plans 
Floor plans and production rigging plans must be reviewed and approved by NZICC. These are to be 

submitted 20 business days before your event and before releasing exhibition or event space for 

sale. 

Floor bolts or other methods of fixing to the fabric of the venue are strictly prohibited. When moving 

and positioning heavy items within the venue, it is important to consider the floor loading of the area 

and the path available to that area. The floor loading capacities are as follows: 

• Exhibition Halls and Theatre have a floor loading capacity of 15kPa 

• Loading dock’s floor loading capacity is 20kPa 

To protect floor surfaces, please ensure any adhesive tape is removed without causing damage. 

Costs will be incurred in the event of damage or if cleaning is required to remove floor markings. 

Ensure standard flooring complies with the requirements of the Building Code under the Building Act 

2004 and Fire Safety regulations. All raised flooring, ramps and steps need to be within the allocated 

stand space and you must ensure access is provided for any persons with a disability. 

To ensure access, mobility, and reduce slip and trip incidents, raised floor sections or ramped edges 

must include gentle ramps and be clearly marked with no sharp or dangerous edges. Handrails must 

be securely attached for raised areas. Edges of decorative flooring such as carpet, vinyl, matting, 

wood or the like, are to be taped down or firmly secured. 

Materials 
Materials used for lining, drapes, backdrops, blinds or overhead structures, signs, banners, theming 

or similar for displays must be fire retardant as per the methods defined in AS/NZS 1530.3:1999. 

NZICC may require documentation confirming their fire-retardant capabilities. 

The use of combustible materials such as plastics, paper, foam and thin strips of timber should be 

limited and generally confined for decorative purposes only. Their use should be kept to a minimum 

and not used for general wall covering. 

The use of timber for fencing, construction and other purposes in areas accessible to the public 

should not pose a danger through splinters or nails. Timber should not be treated with any product 

that could stain clothing or cause skin irritations. Please refrain from using timber chemically treated 

with any product that may emit an odour or toxic vapour during construction or in displays. Ensure 

there is no timber treated with creosote or any product containing creosote onsite, at any time. 

To minimise risk, prior permission from NZICC is required for all and any attachments, fittings, or 

detachments to the interior or exterior walls, floors, ceiling, or columns of the building. This includes 

any equipment or device that could be affixed to, or suspended from any structure of the building, 

and attachments that could damage any surface or structure in the building. 

 

 

 



 

NZICC Exhibitor Guide 

 

Raised Floor, Steps and Ramps 
Stand construction and access must be constructed as per the requirements outlined in the Building 

Act 2004. The following is a summary of additional requirements, which must be met by designers 

and builders to ensure adequate access, mobility, and to reduce likelihood of slip and trip incidents: 

• All raised floor sections or ramped edges are to be free of sharp or dangerous edges and 

anything that poses a trip hazard 

• Edges of thin decorative flooring such as carpet, vinyl, matting, wood or the like, are to be 

taped down or firmly secured 

• Flooring that is between 32mm and 130mm high requires a bevelled edge which does not 

exceed an angle of 30 degrees; this bevelled edge is to be incorporated within the stand space 

and not encroach into the aisle 

• All flooring exceeding 130mm in height is deemed to be a step; for stands with a floor height 

exceeding 130mm that is occupied by the general public or exhibition attendees, a ramp must 

be provided within the allocated stand space 

• All steps and stairways must comply with the requirements of NZS/AS 1657:1992. 

• Ladders are to comply with AS/NZS 1892.5:2000 Portable ladders 

• Any loose materials are to be steady under foot and not present a hazard 

• The base layer floor must be protected, and regulations apply to the installation and removal of 

these materials from the venue floor 

On the opening day of your event, a final safety inspection will be carried out by the NZICC team 

ensuring all safety regulations have been observed. NZICC reserves the right to remove anything 

identified as unsafe. It will be the responsibility of the exhibitor to source appropriate replacements. 

Painting 
Major painting of displays and exhibition materials is not permitted. However, touch-up painting of the 

displays and exhibition materials is permitted, provided work is done during the build and all safety 

precautions and protective surface coverings are used. These precautions include: 

• Painting in an area which is properly ventilated 

• Use of non-toxic paints 

• Covering the floor with plastic overlay or drop sheets 

• No painting near NZICC’s walls and columns 

Spray paint is prohibited. Painting is not permitted on the carpeted area unless proper protection has 

been provided and permission granted by NZICC. Disposing of paint, thinners or other hazardous 

substances in the drainage system is not permitted and water-based paint is to be used if possible. 

Plant & Equipment 
All plant and equipment brought onto site must be appropriately maintained and compliant. NZICC 

requires current certificates of inspection for certain types of equipment prior to the event. All 

machinery should be fitted with guarding, fencing or other controls to ensure safe operation and a 

safe environment for all. Signage above the machine is not considered as a protective method. All 

machinery must comply with weight loading restrictions in the venue. 
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All plant brought into the venue must have a risk assessment and required inspections completed. 

Safety measures should be implemented and documented with any plant undergoing repair, 

construction, maintenance or cleaning. Before work starts and when not in use, the item must be shut 

down, isolated/locked, tagged and stored energy dissipated. 

Please observe the following: 

• Everyone working on isolated equipment is to fit their own lock and/or danger tag 

• Tags are to be completely filled out, dated and signed 

• Locks must have a corresponding tag to identify who has locked out the plant item 

• Tags and locks can only be removed by the person who applied them 

Power Tools 
Power tools include drop saws, circular saws, routers, planes, jigsaws, angle grinders, brick and tile 

cutting saws all require NZICC’s prior approval. All power tools must be tested and tagged in 

accordance with AS/NZS 3760:2022. All contractors, sub-contractors and their staff must provide 

their own tools and equipment and exercise safety in their use. All power tools used are to be 

maintained in sound working condition. Please ensure effective dust extraction measures are in place 

for activities, such as sawing or sanding otherwise charges may apply for any additional cleaning. 

The following conditions apply when using power tools: 

• Power tools may not be used on NZICC carpeted areas 

• When cutting or sanding wood ensure dust extraction equipment and measures are in place 

• Protect building surfaces and carpet from dust generated by use of power tools 

• When angle grinders are used, have measures in place to control sparks or risk of fire 

• Brick and tile cutting saws are to be used in an appropriate location in the loading dock 

• Ensure brick and tile slurry is contained and removed from the site 

• Contractors must eliminate any risk of slurry flowing into stormwater drains 

Sand, Soil & Similar 
If a display or exhibit has sand, soil, peat, moss, bark chips or similar, floors must be safeguarded 

against staining or other damage including damage from handling equipment used in placement or 

removal. Measures must be put in place to prevent water leakage. Charges will apply for additional 

cleaning, repairs or replacement of carpet. 

Water & Drainage 
All plumbing requirements in addition to the NZICC plumbing must be arranged well in advance of the 

pack in date. NZICC provides water and drainage connection points in the exhibition halls in the 

nearest floor box; it is the responsibility of the exhibitor to arrange connection from these floor boxes. 

Drains for the exclusive use of grey water only and the disposal of grease, solids, solvents, 

hazardous materials or organic materials is not permitted. Plumbing services are not available 

elsewhere in the venue such as the theatre, meeting rooms or pre-function space. 
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Health & Safety 

Risk Management 
The management of risk, whilst a statutory requirement is an integral component of continuous 

improvement and effective workplace management practices. To ensure all hazards are identified and 

the risks are removed or reduced to an acceptable level, risk assessment needs to be a priority. 

NZICC operates within the requirements of the New Zealand’s Health and Safety Act & Regulations. 

Health & Safety at Work Act 2015 
A duty imposed on a person by or under this Act requires the person to eliminate risk to health and 

safety, so far as is reasonably practicable; and if it is not reasonably practicable to eliminate risks to 

health and safety, to minimise and mitigate those risks so far as is reasonably practicable. 

Health & Safety at Work Regulations 2016 
A PCBU must, to minimise risks to health and safety, implement control measures in accordance with 

this regulation. The PCBU must minimise risks to health and safety, so far as is reasonably 

practicable, by taking one or more of the following actions: 

• Substituting (wholly or partly) the hazard giving rise to the risk with a lesser risk 

• Isolating the hazard giving rise to the risk 

• Implementing engineering controls 

• Minimise the remaining risk 

• Implementing administrative controls. 

Emergency & Evacuation Procedures 
NZICC has an Emergency Response Plan for medical, weather, fire, smoke and other scenarios. It is 

kept up to date and drills conducted regularly. A trained Emergency Response Team will lead the 

implementation of all procedures and event organisers will be briefed on emergency procedures. 

In the event of an emergency, an alarm will sound through the centre. When it sounds, wardens will 

direct everyone to leave via the nearest exits quickly but calmly and assemble at the nearest 

evacuation point where they are to remain until NZICC staff advise that it is safe to return. 

Fire extinguishers, manual fire pull stations, fire hose connections and automated external 

defibrillators (AEDs) may not be obstructed at any time.  Similarly, stairs, escape paths and 

emergency exits must remain clear at all times. 

First Aid 
NZICC security personnel are trained as first responders in fire/safety and first aid, including the use 

of defibrillators. In the event of a medical emergency, the venue’s first aid attendants will be on hand 

to implement procedures and contact external emergency agencies. Event-dedicated paramedics 

can be arranged and the team will work with the client to determine any event needs. 
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Incidents 
Everyone on site must pay attention to all hired spaces and potential risks and incidents in them. It is 

mandatory to report all incidents and near misses immediately to your dedicated Duty Manager. 

Personal Protective Equipment (PPE) 
PPE must comply with the relevant New Zealand Standard and must be worn when required. PPE 

must also be appropriate to the task and be well maintained. High visibility vests and enclosed shoes 

– preferably safety boots, especially when operating machinery – are to be worn during the pack in, 

exhibition build and pack out of events. No high heels or open toed shoes are allowed. 

High visibility items must comply with New Zealand Standards AS/NZS 1906:2010 and AS/NZS 

4602:2011 for day and night high visibility safety garments. 

Hazardous Substances 
A hazardous substance is any substance, mixture or product that has the properties that are 

explosive, flammable, oxidising, corrosive or toxic, and has the potential to cause harm or damage to 

health or the environment (this includes LPG). Hazardous substances are to be clearly labelled and 

safeguarded. Safety Data Sheets (SDS) which meet the requirements of NZ Health and Safety at 

Work (Hazardous Substances) Regulations 2017 are required for all hazardous materials. 

The relevant emergency service organisations are notified of hazardous substances, including LPG, 

coming on site for an event and where they will be stored. Substances are to be stored, handled, and 

transported in accordance with this protocol and local policies and procedures. When any hazardous 

substance is brought onto site for a specific event, the following information is required: 

• The hazardous substance required to be on site 

• The quantity of each hazardous substance 

• When the substances will arrive and when the residual substance will leave site 

• If there are any specialist storage requirements for the substance 

• The appropriate SDS for each hazardous substance 

• LPG will not be stored on-site overnight, and a list of quantities required is to be submitted 

NZICC does not have a facility for the overnight storage of LPG cylinders. Overnight storage within 

the exhibition space is not permitted. 

Hot Works 
If your event includes the use of hot or cold spark effects, these must be declared in advance and 

approved by the venue’s technical and safety teams. All spark effects, whether pyrotechnic-based 

(hot sparks) or machine-generated (cold sparks), must be installed and operated by a qualified 

technician with appropriate certification and experience. 

For hot spark effects, smoke isolation will be required, and this must be arranged in consultation with 

the venue in advance to prevent triggering fire alarms or affecting other areas of the building. The 

venue will need to approve the exact placement and operation of any spark equipment, and 

additional may be necessary. It is the client’s responsibility to ensure all spark effects comply with 

relevant health and safety legislation, insurance requirements, and venue-specific policies. 
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Working at Heights 
NZICC is committed to managing the risk of falls at the venue, and permission is required when 

working at height. Any person working at height must comply with safety guidelines. 

NZICC requires temporary structures built for exhibitions or events to comply with relevant legislation 

and are constructed with utmost concern for the safety of the public, employees and contractors. The 

maximum permissible stand height in the exhibition halls is 5 metres. 

All scaffolding is to comply with the Health and Safety at Work Act 2015 and the Health and Safety in 

Employment Regulations 1995, and only erected and dismantled by qualified scaffolders. Scaffolding 

use will require a permit for working at height obtained from NZICC. 

Health and Safety regulation requires any person erecting scaffolding with a work platform over 5 

metres in height, to be certified. Once the scaffold is erect, the scaffolder must provide certification to 

the company commissioning the work. WorkSafe notification of particularly hazardous work is 

required for erection or dismantling of scaffold over 5 metres. 

Each working platform is to have full edge protection comprising handrail, mid-rail and toe board, or a 

handrail and infill panel. Ensure mobile scaffold wheel locks are engaged before any person works 

from the scaffold. Prior to removing persons working on the structure are to exit until it is secured. 
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High Risk & Special Activity 

Dangerous Activities 
To ensure a safe environment for all, NZICC’s permission is required to carry out any potentially 

dangerous activities at NZICC. Please provide full details of any potentially dangerous activities, 

including a risk assessment of these activities to your Event Planner. These activities must comply 

with all safety and emergency regulations. 

Amusement Rides & Devices 
Use of amusement rides and devices as part of a stand or booth display requires permission from 

NZICC. Amusement rides and devices include, but are not limited to mechanical rides, carnival rides, 

slides and inflatables. For amusement rides and devices to be used indoors, please check the height 

of the device will not reach the ceiling, obstruct the fire systems and that it is fixed to the ground. 

Animals 
Please seek NZICC’s permission if animals are part of a scheduled event, to ensure their welfare and 

the safety of all. Permits and risk assessments must be submitted to your Event Planner in advance 

as part of the approval process. If this permission is obtained, please ensure the care, control and 

restraint of the animals at all times while at the venue. A minimum 3 metre distance from animals is 

required at all times in food and beverage areas, along with the provision of hand sanitation facilities. 

NZICC welcomes assistance animals such as guide dogs. Please ensure the animals have been 

certified by one of the organisations listed in the Dog Control Act 1996, as a dog that has been 

trained or is in training to be an assistance animal to a person with a disability. Please also ensure 

guide dogs are wearing a working vest, disability assist identification tag and current local council 

registration tags so they can be identified. 

Uncertified therapy/emotional support/companion animals do not meet the legal definition of an 

assistance animal and do not have the same access rights. These animals may be refused entry. 

Drones 
Drones are unmanned aircraft under New Zealand legislation (Parts 101 and 102 of the Civil Aviation 

Act 1990) and their operation and safety are regulated by the Civil Aviation Safety Authority (CAA). 

The use of drones requires prior written permission from NZICC. Please refer to your Event Planner 

to arrange any necessary permits and ensure the activity is safe and aligned with any regulations. 

Firearms & Weapons 
The carrying of firearms or weapons of any kind within the venue is limited to police officers on duty, 

unless prior written approval is obtained from NZICC. This also includes prop or imitation weapons. 

If a live performance event involves the use of weapons such as swords, knives, firearms (replica or 

otherwise), or other combat-related props, you will need to coordinate with an appropriately qualified 

armourer and ensure all items are stored and managed in a secure and compliant manner. 
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All weapons must be checked in with the venue's technical team upon arrival and stored in a 

designated armoury area, where they will be safely maintained when not in use. It is the client’s 

responsibility to provide a certified armourer to oversee handling, maintenance, and use of these. 

All weapons must also comply with current health and safety regulations, and risk assessments may 

be required. Please liaise with the event planner well in advance to confirm arrangements and ensure 

full compliance with legal and venue-specific safety standards. 

Lasers 
Laser light equipment or medical lasers for display purposes may only be used in compliance with the 

Laser Safety Standards AS/NZS IEC 60825.1 and AS/NZS IEC 60825.14. Events and activities 

involving lasers must have a risk assessment to document how the risks to workers and guests will 

be minimized, and special precautions and conditions may be required. Please consult with your 

Event Planner to discuss any specific requirements and obtain necessary permissions. 

Medical Activities 
Medical activities including tattooing, piercing, cosmetic procedures and demonstrations using human 

cadavers, animals or specimens need to be pre-approved by NZICC. Please submit plans to your 

Event Planner who will advise what appropriate measures you may need to take. 

Please pay careful attention to the transport, storage and disposal of sharps implements, for example 

needles and scalpels and any biological matter associated with their use. NZICC provides secure, 

approved receptacles for their disposal and the removal of clinical waste for which cost may apply. 

Naked Flames & Candles 
Any use of naked flames or candles must be approved through your Event Planner. 

Pools, Ponds & Water Features 
NZICC requires details of any receptacles containing 200 litres or more of water or other liquids no 

later than 20 working days before the event. Approval from NZICC must be given before any water 

feature can be installed within NZICC. 

Pyrotechnics & Special Effects 
The use of pyrotechnics requires permission from NZICC and must be approved under the 

Hazardous Substances (Fireworks) Regulations 2001. A detailed Risk Assessment is required in 

order to obtain this permission. Compliance with NZICC’s Fire Engineer Report is to be strictly 

adhered to when using pyrotechnics and your Event Planner must be consulted before any 

pyrotechnic display is factored into your event. 

Please ensure relevant authorities have been informed about the transportation and use of 

pyrotechnics. Only pyrotechnics supplied specifically for stage use shall be considered as part of a 

stage production. Mixing loose powders at the venue is not permitted at any time. 
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Swimming Pools & Spas 
There are minimum requirements to ensure the safety of any structure containing water to a depth 

greater than 300mm. These should be discussed with your Event Planner and include: 

• A competent person needs to be present at all times 

• The designated person will be deemed trained and competent in first aid and resuscitation 

• The relevant certificates need to be provided to your Event Planner prior to pack in 

• There are no climbing devices such as ladders and footholds attached to the water feature 

• The installation should limit the number of access directions to the pool/spa/water feature 

• Pool signage complies with New Zealand Standards. 

Overnight power to pools and spas will not be provided. Power to pools will be shut down outside of 

event opening hours. Please contact your Event Planner if certain equipment on the stand needs 

constant power supply, overnight included. Additional power charges will apply to power any features. 

Vehicle Displays 
Exhibitors planning to include a vehicle on their stand must comply with the following. 

For land-based vehicles (for example cars, trucks, etc.): 

• Place a drip tray underneath vehicle 

• Ensure vehicles carry no more than 5 litres of fuel (not including fuel in the line and engine) 

• Lock/Seal fuel tanks to prevent removal by third parties 

• If fueled by ethanol, methanol or nitro methane, the tanks must be completely empty 

• Provide contact details for the person/s delivering and collecting the vehicles 

• Do not leave keys in the vehicle and/or the vehicle unattended 

• A second set of keys is to be provided to venue security in case of emergency 

• The location of the vehicle shall not obstruct or block exits 

For water-based vehicles (for example boats, jet-skis, etc.): 

• Install covers or protectors for trailer tow bar couplings 

• Install head strike protection on bow rollers and anchors 

• Carefully position propellers, with protective barriers where appropriate 

• Ensure trailers are fully supported and stable with brakes on or wheels chocked 

• Where applicable, all removeable fuel tanks must be removed 

• Fitted tanks should be empty and all LPG bottles must be removed 

Vehicles driving boats directly onto the floor must abide by the hours set out in the venue’s Traffic 

Management Plan and must always follow the direction of venue staff and security. 

Vehicles – Use and Operation 
The use and operation of vehicles or mobile equipment (including bikes, scooters, buggies etc.) 

within any area of the venue requires permission from NZICC. Operators of vehicles are to comply 

with applicable safety and licensing requirements. NZICC may require a Safety Management Plan 

relevant to the use of these vehicles to ensure the correct safety measures are in place. 
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Permissions & Permits 
To align to our focus on Operational Risk Management and to adhere to our Health & Safety 

obligations, many activities will require permission from NZICC, or the relevant permit to be 

undertaken. Generally speaking permissions are required for NZICC to approve an activity to ensure 

we are happy with the mitigations of operational risk; eg. The use of animals. Permits are required for 

high risk activities and those relating to our health and safety obligations; eg. Working at Heights. 

Permissions 
The NZICC permission request forms are as follows: 

• Amusement Rides & Devices 

• Animals 

• Canvassing, Solicitation & Distribution 

• Confetti Canons 

• Cooking 

• Custom Build Stands 

• Drones 

• Firearms, Weapons & Sharps 

• Food & Beverage Sampling 

• Helium Balloons 

• Lasers 

• Machinery Displays 

• Medical Activities 

• Naked Flames 

• Paining Onsite 

• Power Tools 

• Pyrotechnics & Special Effects 

• Remote Controlled Plant 

• Vehicle Displays 

 

Permits 
If you need a permit for high-risk activities, please discuss with your Event Planner. These include, 

but may not be limited to, electrical work, the use of hazardous substances, hot works and working at 

heights. 


