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A. GENERAL EVENT INFORMATION

1. Introduction

EAWOP 2017 taking place in the University College Dublin, Ireland from 17" — 20t May 2017, this
will be the 18" Congress.

This is the first time this prestigious Congress has been held in Ireland and is expected to attract
in excess of 1,700 delegates.

The purpose of this document is to provide detailed information for Sponsors and Exhibitors on
logistical and operational issues relating to their participation at EAWOP2017.

Sponsors and Exhibitors are requested to read this manual carefully and become fully familiar with
the rules and regulations of the exhibition. For any queries about the set-up of the exhibition or
the content of this manual, please contact the Exhibition & Sponsorship Team.

2. Key Contacts
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3. Exhibition Timetable - Exhibition will be held in O’Brien Centre for Science

Day Date Description From To
Wednesday | 17" May 2017 | Exhibitor Build-up 11.00 13.00
Wednesday | 17" May 2017 | Exhibition Open 14.00 17.00
Wednesday | 17" May 2017 | Opening Ceremony /Welcome | 17.00 19.00

Reception*
Thursday 18™ May 2017 | Exhibition Open 09.00 18.00
Friday 19" May 2017 | Exhibition Open 09.00 18.00
Saturday 20" May 2017 | Exhibition Open 09.00 14.00
Exhibitor Knock-down 14.00 16.00

*The Opening Ceremony/Welcome Reception will be held in O’Reilly Hall (adjacent to O’Brien
Centre for Science).

All equipment/packing materials belonging to exhibitors must be dismantled, packed and shipped
out of the O'Brien Centre for Science by 16:00 hours on Saturday 20" May 2017. No
responsibility will be taken for any equipment or belongings left here after this date.

As the Science Building will continue to operate as normal throughout the exhibition exhibitors
are reminded to be extra vigilant with all of their belongings and to secure them at the close of
exhibition each evening. The building will close and be locked at 22:00 hours each night but
there will be no personnel on the floor after the close of exhibition specifically to secure the
stands.

o
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4. Conference Venue and Floor Plan

University College Dublin is
the largest of the Irish
universities with over 150
years of proud tradition in
education. It is a research-
intensive university playing a
central role in the
development of Ireland’s
knowledge-based economy.
Co-hosting this meeting with
our partners marks yet
another milestone on this
path. Today UCD is Ireland’s
most diverse university with
over 30,000 students, drawn
from approximately 124
countries. The exhibition will take place in the UCD O’Brien Centre for Science.

Exhibition Area

*Final layout is subject to change.

5. Registration

A registration email will be sent to you for completion in advance of the congress. This form will
ask for the details of 1 person who will be nominated as a group leader. We will set up your
group in our registration system and then send the web link for this group portal to your group
leader. They will be able to log onto the system and input the details of those people who will
avail of the complimentary registrations included in your sponsorship package.

Badges will NOT be sent in advance and must be collected at the registration desk. Badges
should be visible at all times to assist security and access procedures. Each ‘Exhibitor’ company

o
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will receive 1 complimentary exhibitor registration. ‘Bronze Sponsors’ will receive 2 exhibitor and
1 delegate registration. ‘Silver Sponsors’ will receive 3 exhibitor and 3 delegate registrations.
‘Gold Sponsors’ will receive 4 exhibitor and 4 delegate registrations. If you require additional staff
at your exhibition space, they must register as an additional exhibitor. The price for advance
registration will be €300 and for onsite registration €325 per person. Please note that there is a
maximum of 2 additional exhibitor registrations permitted per Sponsoring/Exhibiting
organisation. Please contact the Conference Organiser’s to arrange this.

Exhibitor registrations include the welcome reception, access to the exhibition area and tea &
coffee breaks/lunches. They DO NOT grant the bearer access to any of the scientific sessions,
symposiums or plenaries. A delegate registration must be purchased for anyone who wishes to
attend these.

6. Destination - Dublin

Dublin is one of the most popular short break destinations in Europe, consistently featuring in all
top ten most visited cities rankings and renowned for being one of the friendliest capital cities,
maintaining a relaxed and intimate
atmosphere.

Dublin has a 2,000-year-old history.
From medieval cathedrals and
ancient city walls to Georgian
squares and Victorian grandeur, the
streets are alive with history, heritage
and tales of bygone years. Dublin is
also a modern and thriving city with
many large multinational companies
headquartered here.

7. Getting to Dublin

Ireland’s main airport, Dublin international airport, is conveniently located approximately 10 km
north of Dublin city centre, near the M50 and M1 motorways. Direct flights land in Dublin every
day from most major European cities. Cheap flights are offered by the country’s two major
airlines, Ryanair and Aer Lingus. More information is available on their websites:

http://www.ryanair.com/ http://www.aerlingus.com/en-US/home/index.jsp

Ferries to and from Holyhead in the UK operate out of the main Dublin port which is located in
the heart of the city centre. For more information about ferry times visit the websites:

www.irishferries.com www.stenaline.ie

o
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8. Getting to UCD

The UCD Belfield campus is located 4 kilometres south of the city centre. UCD is directly
accessible by bus, private car and taxi. The most convenient vehicular and pedestrian access is
through the main gate in UCD via the N11. Enter through the main gate and turn right. Follow
the road until you see a large car park to your left, O’Reilly Hall is overlooking this car park and
O’Brien Centre for Science is a 1 minute walk from O’Reilly Hall. Please see UCD Map for exact
locations.

For more detailed maps and information on travelling to UCD please visit their website;
http://www.ucd.ie/gettingtoucd.htm

UCD Campus Map

Click on map to enlarge.

O’Brien Centre for Science = Building No. 67

O’Reilly Hall = Building No. 45

o
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9. Aircoach Route Map

http://www.aircoach.ie/

http://www.aircoach.ie/timetables/route-700-dublin-airport-leopardstownsandyford

10. Map of Dublin City

https://www.google.de/maps/search/dublin+city+center/@53.346351 .-
6.2744114,14z/data=!13m1!4b1?hil=de

11. Parking for Exhibitors

Vehicles must comply with the traffic arrangements in UCD. Car parking facilities are available at
owner’s risk in UCD car parks. Any delivery trucks which need to park in UCD car parks
overnight must notify the Conference Administration in advance. Vehicle Registration numbers
will be required.

e Parking is limited on campus and available on a first come first served basis. UCD strongly
encourages the use of public transport where possible

e Parking enforcement measures where cars are parked in breach of UCD Parking
Regulations include fines, clamping and towing

e All car parks are designated either permit parking or hourly paid parking

e Visitors should use visitor car parks where hourly rates apply during the chargeable periods

12. Delivery of Inserts

Sponsors and exhibitors should advise the Conference organisers of any packages that they are
sending to UCD for the Conference. All inserts should be sent to:

Address: These packages must be clearly labelled
with:

Eawop2017 c/o UCD

UCD Science Centre East,

University College Dublin, Date of the event

Belfield, Venue of event within UCD (O’Brien

Dublin 4, Centre for Science) and

Ireland A contact name and number.

The company name
Name of the event

PobdE

o

PACKAGES CAN ONLY BE DELIVERED ON TUESDAY 16™ MAY THEY CANNOT BE ACCEPTED
BEFORE THIS AND THE VENUE TAKES NO RESPONSIBILITY FOR PACKAGES WHICH DO
ARRIVE EARLY.

o
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13. Accommodation

A variety of hotels are located close to the venue on the south side of the city with more located
in the easily accessible city centre. These range in price and star-rating so there’s sure to be
something to suit your requirements. For the most up-to-date availability of hotels please visit the
accommodation page on our website:

http://www.eawop2017.org/accommodation/

14. Exhibition Space Details

The exhibition area will all be on the ground floor. Catering and poster boards will be located
beside the exhibition. All delegates will be actively encouraged to visit the exhibition during
breaks. This will ensure a healthy footfall throughout the entirety of the Congress.

Gold Sponsors will be provided with an exhibition stand of 16 sq metres (4m x 4m). This will
include divider walls, fascia, company name card, carpet, 2 spotlights, 2 x double 13 amp socket,
2 counters and 4 stools.

Silver Sponsors will receive an exhibition stand measuring 8 sq metres (4m x 2m). This will
include divider walls, fascia, carpet, company name card, 1 x double 13 amp socket, 2 spotlights,
a counter and 2 stools.

Bronze Sponsors are entitled to an exhibition space of 6 sq metres (3m x 2m). This includes
divider walls, fascia, company name card, carpet, 1 x double 13 amp socket, 2 spotlights, a
counter and 2 stools.

Standard ‘Exhibition Only’ exhibitors will receive an exhibition pod measuring 1 sq metre which
includes a pod stand with a name panel, 1 long arm spotlight, 1 double socket and 2 stools.

You are permitted to bring pop up booths and promotional material for use in your exhibition
space but please ensure you remove your items at the end of the exhibition as items left behind
will be disposed of.

B. VENUE RULES AND REGULATIONS

1. Important to Note

EACH EXHIBITING COMPANY IS RESPONSIBLE FOR MANNING THE EXHIBITION SPACE
PURCHASED FROM WENDNESDAY 171" MAY UNTIL SATURDAY 20" MAY. IF AN

o
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EXHIBITION SPACE IS NOT MANNED FROM THE VERY FIRST DAY UNTIL THE LAST DAY
OF Eawop2017 THE ORGANISERS RESERVE THE RIGHT TO REALLOCATE THE SPACE.

Please also note that the science centre will continue to function as normal throughout the
exhibition and this must be taken into account during set-up and dismantling. While the
Conference takes place outside of the University’s main term time, students and staff members
will still be passing through. Circulation routes must be kept clear at all times, no equipment,
packaging material etc. may be placed anywhere other than the construction area indicated for
each stand.

Exhibitors are advised to ensure that all cartons, boxes and wrapping are removed from their
stand prior to the opening of the exhibition. Exhibitors are also responsible for their own
equipment and for clearing the stand area of all their belongings after the Congress.

2. General Rules

Do not nail, screw or staple anything into the walls or floors. Any costs incurred due to
damage caused to the venue will be passed back to the exhibitor

Maximum height allowed of stand and/or contents is 2.4m

All other dimensions should be within the layout approved by the Congress organisers
Any adhesive used for temporary floor coverings must be removed at the time of
dismantling

Physical extensions beyond the space designated to the exhibitor are not permitted
Signs and advertising material are not allowed outside the designated space
Electrical signage with lighting systems and /or flashing logos are not permitted
Signage may not be hung from the ceiling

All stands must be entirely self-supporting; under no circumstances should anything be
attached to the fabric of the venue.

VVVVYVY VVYVY VY

3. Electricity Supply

» The power supply included in exhibition space rental is for standard use e.g. charging
phones, laptops, TV screens. If you require a higher amount of
electricity please contact us directly. Voltage in Ireland is 220V AC at
50Hz and the sockets in use are 3 pin sockets.

» Please make sure you have an adaptor with you as neither the venue
nor the organiser can provide these.

> For safety reasons the electrical team approved by MCI Dublin are the

only electrical contractors allowed to carry out work on stands or features in the &
hall. v %
4. Electrical Health and Safety Exhibitor Responsibilities }:

> Where an exhibitor employs or contracts out work on their booth they make each booth
(space or shell) into its own separate ‘workplace’ and the exhibitor is therefore ‘the
employer’ and as such is subject to all relevant laws and regulations. Exhibitors are
directly repsonsible for the safe use and maintenance of every element on their booth
and surrounding environs.

o
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» We reserve the right to disconnect the electrical supply to any installation which in our
opinion is dangerous or likely to cause interference to visitors or other exhibitors. Failure
to advise MCI Dublin of all electrical requirements for your booth is a breach of the above
safety requirements and arising from this claims or damage caused shall be the
exhibitor’s responsibility.

5. Violations

The rules and regulations of the exhibition outlined in this manual are to be considered part of the
contract to exhibit at Eawop2017. It is agreed that the exhibitor will abide by the requirements
cited above before, during and after the exhibition and by other reasonable rules considered
necessary by the Congress organisers. Violations of any of these regulations on the part of the
exhibitor or its employees/agents shall annul the right to occupy space and such exhibitor or
contractor will forfeit to the Congress organiser all monies paid. The Congress organiser
reserves the right to re-enter, take possession of the space and remove all persons and goods at
the exhibitor’s expense.

6. Internet

The wireless local area network at UCD allows you to connect to the web over ultra-fast
connections without the need to plug in. The wireless service is available throughout the campus
for everyone to use.

7. Trolleys

Exhibitors are reminded that trolleys, forklifts etc. are not available for use at the O’Brien Centre
for Science and, where possible, you should bring your own trolleys for transporting goods to
exhibition stands.

8. Cleaning

General cleaning of the exhibition area will take place during the exhibition build and prior to the
exhibition opening each day. It is the responsibility of the exhibitor to ensure that their stand is
clean and tidy during the event.

9. Fire Precautions

Should any exhibitors discover a fire, please notify a member of the staff immediately or raise the
fire alarm in the usual manner, by breaking/activating one of the red fire panels. Fire
extinguishers will be located at convenient points around the exhibition hall.

Materials used in stands must be non combustible and flameproof complying with the requisite
standards of the 1989 Code of Practice for Fire and Safety Furnishings and fittings in places of
assembly, as issued by the Department of Environment, Ireland or appropriate EU standards.
Exhibitors should carry the appropriate certification, in the event of requests by the Fire Authority
for proof of compliance with Irish/EU Standards.

o
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10. Gangways and Aisles

According to the “Fire safety in Places of Assembly (Ease of Escape), regulations 1985, (S.I. No.
249) of 1985”, under no circumstances should exhibition stands, materials, furniture or the like
encroach into the aisles and gangways of the exhibition”. These aisles are pre-determined and
act as a mean of escape in the event of an emergency.

Exhibitors will take all reasonable safety and security precautions to ensure the efficient
functioning of the exhibition. Equipment must not, in any way, endanger or otherwise
inconvenience the exhibition, other exhibitors, visitors, public or UCD personnel.

Any exhibition material, which in the opinion of the organiser represents a potential danger, may
not be brought into the exhibition area.

No installation will be permitted which, will hinder access by UCD personnel to other areas of the
Science Building.

11. Emergencies

The numbers 999 or 112 can be dialled to reach the emergency services — medical, fire and
police. This emergency number can be called from any telephone, landline or mobile cellular
phone for free.

12. Evacuation Procedures

If it becomes necessary to evacuate the building you will be asked by staff to vacate the venue
as soon as possible. In the event of an evacuation, please follow the directions of the organisers
and/or UCD personnel.

13. Insurance

Exhibitors are obliged to arrange insurance to cover exhibit material against damage and loss
and public liability insurance against injury to person and property of others. Neither the
Conference Organisers nor the venue will be held responsible for damages, loss or theft incurred
by the exhibitor, visitors or by any other person. It should be noted that this extends to the use of
all college car parking facilities.

The exhibitor is responsible for damages to UCD property by individuals, whether they are
caused by him/herself or his/her staff. Neither the Conference Organisers nor UCD will assume
responsibility for objects exhibited or for any damage caused by third persons to said objects.

The exhibitor is required to indemnify UCD, its officers, employees and agents against all claims,

demands or liabilities and costs arising out of any acts or omissions in the part of the exhibitor, its
officers, directors, employees, agents and visitors or business guests. Exhibitors are required to

have appropriate levels of insurance in place to cover this liability and to produce proof of such to
the Conference Organisers prior to commencement of the congress.

o
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14. Liability

Each exhibitor and independent contractor assumes entire responsibility and liability for losses,
damages, and claims arising out of injury or damage to a person or exhibitor’s property brought
upon the premises of UCD and shall indemnify and hold harmless the Conference Organisers.
The Exhibition Contractor, the Conference, UCD, their respective members, officers, directors,
agents, servants, employees, contractors, insurers, patrons, guests, licensees or invitees from
and against all losses, damages, claims, costs and expense (including legal fees), demands,
actions and liability not due to their negligence, gross negligence, or their wilful acts or
omissions.

The Conference Organisers request that exhibitors remain vigilant at all times during exhibition
stand move in and move out, to supervise the safe removal and collection of all exhibits and
collateral materials. The Organisers will not be held responsible for any loss of or damage to
exhibitor goods.

15. Literature & Giveaways

Distribution of literature and giveaways is not permitted outside the exhibition area. It is however
allowed to display exhibitors’ literature, in reasonable quantities, in the exhibition area. Please
help to keep the area neat and tidy otherwise the material will be removed.

16. Prohibitions

Unless expressly agreed otherwise in writing, sponsors and exhibitors are not permitted, among
other things, to:

e Hire out or part with possession of all or part of the stand space occupied by him to third
parties, or exchange it with another sponsor or exhibitor.

o Keep the stand closed or unstaffed or to cover and/or remove the exhibited goods or part
thereof during the time the Conference is open;

¢ Engage in activities which, in the opinion of the Organisers, cause damage to or detract
from the Conference as such, or one or more participants, visitors, groups of visitors or
third parties;

e Engage in activities that cause damage or nuisance to the Organisers, participants
and/or visitors, namely noise nuisance, obstruction of light or view or nuisance in any
other form;

e Engage in activities that prejudice or are likely to prejudice fair competition;

o Amplify speech by means of loudspeakers, and play music (live or otherwise) and/or
make sounds that reach the limit of 75 decibels (measured at the perimeter of the stand),
without the express, written approval of the Organisers in advance;

o
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e Make changes in or to the exhibition building, for instance by gluing, painting, hacking in,
breaking, drilling, nailing or otherwise damaging floors, walls, ceilings, columns and so
forth;

e Have any flammable or explosive substances, gases and hazardous goods (including
chemical pesticides and insecticides), foul-smelling substances or radioactive sources in
the exhibition building and/or have any open fires;

e Conduct or arrange for surveys among delegates/sponsors/exhibitors other than within
their own exhibition space.

17. Removal of Display Materials

Please note that it is the responsibility of the exhibitor to remove all of their materials and
products after the event. There will be no skip or removal service available to exhibitors. The cost
of removing materials left after the congress will be passed directly on to the exhibitor.

18. Security

MCI will provide stewarding throughout the exhibition hall on event open days; however each
exhibitor is responsible for their stand and its materials. All stand valuables should be secured
overnight or when your stand is unmanned. As the Science Building will continue to operate as
normal throughout the exhibition, please be extra vigilant during build and breakdown times.
Please wear your exhibitor badge at all times. In the unlikely event of a theft occurring, please
report this to the Conference Organisers immediately. At night the Science Centre will be locked
and monitored but there will be no personnel on the floor.

19. Smoking

In accordance with the Public Health (Tobacco) Act, 2002, Section 47, Regulations 2003 and the
Tobacco Smoking (Prohibition) Regulations Act 2003 (ISI 481/03), it is an offence to smoke in
any enclosed workplace in Ireland. If exhibitors or contractors wish to smoke they may do so
outside of the venue in the designated venue smoking areas. UCD is a cigarette free campus —
meaning that no cigarettes can be purchased on campus.

C. ADDITIONAL ORDERS

Exhibitors can place a range of additional orders including furniture, audio-visual, graphics and
flowers by contacting the companies directly.

Please note that all orders must be paid for in full prior to the event starting, any orders not paid
for will not be provided.

o
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Here follows a list of suppliers and contractors who MCI have worked with and are happy to
recommend.

l. Event main contractor, furniture, electrical services & lighting—http://www.obexpo.ie/
Il. Freight forward & bulk deliveries - http://www.interflow.ie/

lll.  Audio-visel equipment - http://www.avcom.ie/

V. Flowers / plants — https://www.theflowerfactory.ie/

V. IT & Office Equipment — http://hire-it.ie/

l. Furniture, Electrical Services and Lighting

OB Expo are the official contractors for Eawop2017. They have been in business for over ten
years and are a specialist supplier to the Conference and exhibition industry in Ireland. Tony and
his team are renowned for their high standards of service and superb quality of finish on site.
Orders should be placed no later than Friday 28™ April 2017

Tony O’Brien Email: tony@obexpo.ie
O’Brien Expo Services Phone: +353 87 2492489
Website: www.obexpo.ie

Freight Forwarding & Bulk Deliveries

Please advise your courier that deliveries can only be made during business hours on Tuesday
16™ May (08:00-17:00).

All goods must be arranged for collection and removed from the Congress venue no later than
16:00 hours on Saturday 20"May 2017

Arrangements must be made for the collection of goods before the final close of the exhibition. It
is the responsibility of the exhibitor to make all arrangements and contact with your courier
company and that all paperwork is completed by the exhibitor.

Unaccompanied goods must not be left for collection in the O’Brien Centre for Science. Neither
UCD nor MCI Dublin will be responsible for lost, mislaid or damaged items and materials left
behind following the Conference and reserve the right to dispose of said materials after 5 days at
the exhibitor’s expense.

Our preferred partner company for these matters is:

Interflow Logistics Ltd. Email: niall@interflow.ie
Contact: Niall Thompson, Phone: +353 (1) 685 3845
Website: www.interflow.ie

Deliveries & Collections

Bulk deliveries for exhibition stands will be accepted from 08:00 Tuesday 16" May 2017.

o

14| Page mci © Copyright


http://www.obexpo.ie/
http://www.interflow.ie/
http://www.avcom.ie/
https://www.theflowerfactory.ie/
http://hire-it.ie/
mailto:tony@obexpo.ie
http://www.obexpo.ie/
mailto:niall@interflow.ie
http://www.interflow.ie/

0

2 g U C

All materials can be sent to

Address: Description for Labels:
UCD Science Centre (East), Company Name

University College Dublin, Contact Tel No

Belfield, Eawop2017 - 171 — 20" May
Dublin 4, Attention: Deirdre Quinn
Ireland ‘Number of boxes’

Exhibitors are reminded to provide sufficient staff to move goods from their vehicles to their
stands and where possible to bring trolleys to facilitate this.

Il. Audio-visual Equipment

Avcom is a multi-award winning company, specialising in the rental of screens and audio visual
equipment.

Please contact:

Stuart Anderson Email: avcom@avcom.ie
AVcom Ltd. Phone: +353 (1) 295 7213
Website: http://www.avcom.ie/

. Flowers & Plants

The Flower Factory is a florist company specialising in designing beautiful floral displays and
plants for congresses.

Please contact:

Philip Wynne Email: sales@theflowerfactory.ie
The Flower Factory Phone: +353 (1) 890 4669
Website: https://www.theflowerfactory.ie/

V. IT & Office Equipment

Hire-IT have 12 years’ experience in the IT, Office Equipment and AV rental markets.

Please contact:

Garret French Email: info@hire-it
Hire-IT Phone: +353 1 6854207

Website: http://www.hire-it.ie/lindex.php?option=com_content&view=article&id=27&Itemid=18

o
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