
Building Trades – Build-up & Breakdown 
Information 
 
BUILD – UP   HI VIS MUST BE WORN AT ALL TIMES 
 
 
Monday 27th January 
Space Only Exhibitors 2.00pm – 7.00pm 
Gangways must be cleared by 7.00pm 

 
On arrival please go directly to the loading slip road.  Unloading on Monday will only be from 
the North Service Yard. The traffic team will direct you to the unloading area.  

 
 

 
Tuesday 28th January 
All Exhibitors  8.30am – 7.00pm 
Gangways must be cleared by 7.00pm 

 
On arrival all exhibitors must go to the Paddock car park where the traffic team will check 
passes are filled in correctly then direct you to the correct unloading area.   
 
Unloading for Stands starting with the letter E 
 

 
 
All exhibitors with a stand number starting with the letter E require a PURPLE pass to allow 
access from the North Service Yard for unloading.  The North Service Yard can be found at the 
rear of the East car park (Ice Rink side of venue).  Please display your vehicle pass for the 
duration of the exhibition.  Exhibitors are given 30-40 minutes to load in, if you feel you need 
longer please let the traffic staff know as soon as possible. 
 
Unloading for Stands starting with the letter P or PB 
 

 
 
 
 
 
 

 
All exhibitors with a stand number starting with the letter P or PB require a BLUE pass to allow 
access to the West Yard and the West Hall for unloading. Please display your vehicle pass for 
the duration of the exhibition. .  Exhibitors are given 30-40 minutes to load in, if you feel you 
need longer please let the traffic staff as soon as possible. 
 
 



Unloading for Stands starting with the letter T 
 

 
 
 
 
 
 

All exhibitors with a stand number starting with the letter T require a Red pass to allow access 
to the Rose Window for unloading.  Please display your vehicle pass for the duration of the 
exhibition. .  Exhibitors are given 30-40 minutes to load in, if you feel you need longer please let 
the traffic staff know as soon as possible. 
 
 
SHOW OPEN TIMES 
 
Wednesday 29th January  10.00am – 4.00pm  
Thursday 30th January   10.00am – 4.00pm  
 
 
BREAKDOWN – HI VIS MUST BE WORN AT ALL TIMES 
 
Thursday 30th January  4.00pm – 7.00pm 

 
BREAKDOWN MUST BE COMPLETED AND HALL CLEARED BY 7.00PM  

 
Please ensure that any contractors working on your stand are also aware of all regulations and 
restrictions. 
 
Breakdown for Stands starting with the letter E 
 
The North Service Yard is ideal for Exhibitors who wish to use the goods lift on breakdown.  If 
you don’t want to breakdown using the goods lift you must at the end of the event drive to the 
Paddock car park holding area and await your turn to enter either the Rose Window or the West 
Yard. You are advised to park in the Paddock car park on the morning of breakdown in 
readiness for load out.  Pre-allocated parking bays have been set aside for you in the Paddock 
car park.  It is strongly advised you use the North Service yard to load out from. 
 
Once in the Paddock car park please wait for the Traffic team to release you into one of the 
loading areas. As spaces become available you will be asked to drive to the load out area. 
Remember you need to have your load out pass stamped by the traffic team once you are called 
out of your holding area.  If you attempt to gain entry without the pass stamped you will be 
refused entry by the traffic marshal. 
 
Load out will only start once all halls are clear of public and when the venue have agreed it is 
safe.  Exhibitors are given 30-40 minutes to load out, if you feel you need longer please let the 
traffic staff as possible. 
 
There is no storage available within the hall.  Vehicles with boxes required for breakdown 
and/or product required for re-stocking during the show open days can be left in the North Yard 
Car Park.  This is the closest and easiest access place to the exhibition hall for restocking or 
collecting boxes before breakdown.  Please let the organisers know if you wish to park in the 
North Yard Car Park. 
 



 
Breakdown for Stands starting with the letter P or PB 
 
Priority is given to smaller vehicles once the breakdown process starts from the West Yard. 
 
You will have your own parking bay reserved in the Paddock car park and you are advised to 
park here on each event day.  This will ensure you are in the correct location for breakdown. 
 
Once the show has finished you should return to your vehicle and wait until a space is ready for 
you in the load out area.  Once you have been called out of the bay the traffic team will stamp 
your pass and send you to the entry point for load out.  If you attempt to gain entry without the 
pass stamped you will be refused entry by the traffic marshal. 
 
Load out will only start once all halls are clear of public and when the venue have agreed it is 
safe.  Exhibitors are given 30-40 minutes to load out, if you feel you need longer please let the 
traffic staff as soon as possible. 
 
There is no storage available within the hall.  Vehicles with boxes required for breakdown 
and/or product required for re-stocking during the show open days can be left in the North Yard 
Car Park.  This is the closest and easiest access place to the exhibition hall for restocking or 
collecting boxes before breakdown.  Please let the organisers know if you wish to park in the 
North Yard Car Park. 
 
Breakdown for Stands starting with the letter T 
 
Exhibitors wishing to use the Rose Window for breakdown will need to park their vehicle in the 
Paddock car park.  You will have your own parking bay reserved in this car park and you are 
advised to park here on each event day.  This will ensure you are in the correct location for 
breakdown. 
 
Once the show has finished you should return to your vehicle and wait until a space is ready for 
you outside the Rose Window area.  Once you have been called out of the bay the traffic team 
will stamp your pass and send you to the entry point for load out.  If you attempt to gain entry 
without the pass stamped you will be refused entry by the traffic marshal. 
 
Load out will only start once all halls are clear of public and when the venue have agreed it is 
safe.  Exhibitors are given 30-40 minutes to load out, if you feel you need longer please let the 
traffic staff as soon as possible. 
 
There is no storage available within the hall.  Vehicles with boxes required for breakdown 
and/or product required for re-stocking during the show open days can be left in the North Yard 
Car Park.  This is the closest and easiest access place to the exhibition hall for restocking or 
collecting boxes before breakdown.  Please let the organisers know if you wish to park in the 
North Yard Car Park. 
 
Larger vehicles on site 
 
The venue can usually accommodate larger vehicle on-site.  If you have a vehicle arriving at 
breakdown, direct the driver to the Paddock car park and the traffic team will park them up and 
hold them until space is available. 
 
 
 



Large items as part of the exhibition stand 
 
Due to the width of the show’s gangways, any exhibitor displaying a large item on their 
exhibition stand ie an item that should be in your allocated stand area before the exhibition shell 
scheme is erected (eg a vehicle) must notify me immediately.  I will need to allocate a specific 
time for your build-up.  If I am not notified of your special requirements before Friday 17th 
January, I cannot guarantee we will be able to accommodate you on the day. 
 
Exhibitor Badges 
 
Stand personnel must wear Exhibitor badges at all times.  These can be pre-ordered from the 
show website. 
 
Onsite help 
 
There will be members of staff from Hamerville on site during build up, who can assist your 
staff during the day and there will also be staff from our contractors on hand to help with your 
shell scheme or electrical requirements.  A service desk will be set up in the exhibition hall. 
 
Please provide the staff who will be building up your stand with the necessary copies of forms 
that needed to be completed for the shows contractors, for  reference on the day, as these should 
have been returned directly to the contractors. Hamerville do not have copies of these forms so 
resolving any problems on the day would be made much easier if these were available. 
 
Service desks will set up in the hall during build-up. 
 
Please complete and return this form to 

keldridge@hamerville.co.uk 
before Friday 17th January. 

 
 

Building Trades Expo 
 
Company:      Stand Number: 

 
Email address: 
 

 

   
  
 
Do you require access on Monday 27th January for build-up?  

 
YES        NO 

 
Please indicate expected arrival time on Monday (access from 2pm – 7pm) 

 

	
Do you need access to your vehicle for re-stocking once the show is open?	 

 
YES        NO 

 
Do you need access to boxes in your vehicle to help you breakdown your stand? 

 
YES        NO 

 
Are you displaying a vehicle as part of your exhibition stand? 

 
YES        NO 
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