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The following are your contacts for the 2011 show: 
 
 

 EVENT CO-ORDINATOR 
 

Shannon Gallagher  09 976 8307 or 021 619 902 
 

 

EXHIBITION SALES MANAGER 
 

Sharon Spyve  03 341 0166 or 021 384 279 
 
 

ACCOUNTS 
 

09 976 8370 
 

EXHIBITION DIRECTOR 
 

Amanda Magnus 09 976 8351 or 021 284 1550 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

14 – 16 October 2011 

www.canterburyhomeshow/exhibitormanual 
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GENERAL INFORMATION 
 
Catering and Bar Facilities 
 

 Complimentary tea and coffee will be available during build up and show days in the 
exhibitor lounge, which is located upstairs in the main hall.  Please note that hours may be 
limited during build-up and will be determined on the day by the venue operators. 

 Food and Café outlets will be available during show hours only. 
 
Contract Enquiries 
 

 Please read your contract conditions.  If you have any queries with regard to this please 
contact Sharon Spyve on 03 341 0166 or 021 384 279. 

 
Exhibition Contacts 
 
The following staff will be at Canterbury Home Show 2010 and are your contacts for the show. 
 
Shannon Gallagher Event Co-Ordinator   09 976 8307 or 021 619 902 
Sharon Spyve  Exhibition Sales Manager  03 341 0166 or 021 384 279 
Amanda Magnus Exhibition Director   09 976 8351 or 021 284 1550 
 
First Aid 
 

 A St John’s team will be onsite during show hours only.  If any first aid is required during 
build-up and break-down please come to the Show Information Desk.  Please be aware 
that due to Health and Safety regulations, EENZ are not able to hand out painkillers of any 
kind. 

 
Internet Access 
 

 If you require internet access on your stand you can organise dial-up or a Jetstream line 
from Telecom, just phone 126.  Alternatively if you want internet access for your own use, 
there are wireless connection cards that can be purchased from Vodafone and other 
providers. 

 
Insurance 
 

 Neither EENZ, the venue or any staff, employees, agents or other representatives of  or 
the venue 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 or from, or during 
the exhibition.   

 It is a requirement that exhibitors have appropriate insurance cover for their stand area, 
including public liability. Exhibitors should consult their own insurance companies and / 
or broker for proper coverage of their exhibits and display area.   

 The responsibility of insuring goods is the exhibitors own.  It should cover the total duration 
of the show, including build-up and breakdown. 
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Noise Control 
 

 Please be mindful of other exhibitors when demonstrating products.  Some loud noise is 
inevitable at this type of event but we rely on the co-operation of exhibitors to ensure 
reasonable sound levels are maintained.   

 Prolonged or excessive noise is not acceptable and the organisers will exercise control 
where they consider noise excessive. 

 
 
Public Address System 
 

 To minimise nuisance, the P.A. System is reserved for official announcements only.  In 
case of an emergency, please follow the instructions given. 

 
Show Information Centre 
 

 Located in the foyer of the CBS Canterbury Arena, our show information team can help 
you with enquiries.   

 
Stand Cleaning 
 

 EENZ’s contracted cleaners will vacuum your stand each night.  If you do not require this 
service, please notify Show Information prior to show opening. 

 
Storage 
 

 Please note that there is no storage available onsite.  Please organise storage offsite. 
 
Venue 
 

 The venue is the CBS Canterbury Arena, Jack Hinton Drive, Addington, Christchurch.   
The Show Information Centre will direct couriers to your stand. 

 
Visiting the Show 
 
Adults     $8.00 
Children18 and Under  Free (only when accompanied by an adult) 
Senior Citizens   $5.00  
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ACCESS HOURS AND REQUIREMENTS 
 
Build-Up 
 

Tuesday 11th October: Contractor Build Only:  8am – til finish* 
 

Wednesday 12th October: Exhibitor Build: 8am – 6pm* 
 

Thursday 13th October: Exhibitor Build: 8am – 8pm* 
 
* Earlier entry times can be arranged if necessary as we have 24 hour security.  Please 
contact Shannon Gallagher on 09 976 8307 or 021 619 902 to discuss. 

 
 Exhibitors who are using stand designers/contractors/builders must forward this 

information to them. 
 

Show Days 
 
 Friday, 14th October  10am – 6pm 
 Saturday, 15th October 10am – 6pm 
 Sunday, 16th October 10am – 6pm 
 

 Access with security passes is permitted 1 hour before opening times on Show days.  
Exhibitors will be required to vacate the pavilions 10 minutes after the close of show each 
day. 

 
Breakdown 
 

Sunday, 16th October Exhibitor Breakdown:  6.15pm – 8pm 
Monday, 17th October Exhibitor Breakdown:  7am – midday 
 

 
 The pulling down or removal of equipment from stands is not permitted before this time. 
 The show breakdown poses the highest security risk and for this reason we ask that 

you remove any portable or valuable items on Sunday, 16th October.  Everything 
else must be removed by 12pm midday on Monday, 17th October. 

 
Courier Delivery 
 
The delivery / pick up address for your goods is: 
   
Contact 
Company Name, Stand Number 
CBS Canterbury Arena 
Jack Hinton Drive, Addington, Christchurch 
Contact Phone Number  
 
  If you are leaving any boxes / equipment for your freight company to pick 
up after when you have left the venue, please make sure you have the 
following clearly labelled on the boxes: 
 

 Company Name, Contact Name, Phone Number & Stand Number. 
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 Please make sure that you have contacted your courier company for the pick up of 
your boxes before you leave the venue.  Please also make sure that all boxes are 
out of the venue by 12pm midday, Monday 17th October.   

 Remember: The show breakdown poses the highest security risk, so the earlier the 
pick up of your belongings, the safer it is. 

 
Parking Instructions 
  

 Please identify the closest access to your stand and remember to also inform shippers and 
carriers etc where applicable. 

 To avoid delays and ensure easy access please DO NOT park in front of loading doors. It 
is imperative that all interior and exterior alleyways are cleared as soon as practicable 
during build up and breakdown periods. 

 
Parking 

 Parking is available to all exhibitors around the CBS Canterbury Arena 
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Security 
 

 While all security and safety precautions are taken by the organisers, no responsibility can 
be assumed for the loss or damage to goods.  Safety and security of the equipment and 
products on individual stands is the responsibility of the exhibitor.   

 The organiser shall be under no liability for any loss or damage to any property of 
the exhibitor or any other person, whether or not caused in whole or in part by any 
act or omission of the organiser, its servants, agents or contractors.  The exhibitor 
is advised to take out all necessary insurance cover.  We therefore ask for your co-
operation in adhering to the few rules we set down to make the exhibition a safe and 
enjoyable experience for all concerned. 

 Security guards will be on duty from 8.00am Wednesday, 13th October to 8.30am Monday, 
18th October inclusive.  During opening hours we will have supervisors patrolling the site, 
but we stress the importance of having your stand staffed at all times.  The staff on your 
stand must wear their security badges to identify themselves to visitors and out of opening 
times to our security staff. 

 
Build-up 
 

 During build-up security guards will patrol the halls checking exhibitor badges and 
questioning those without.  It is imperative that your stand is staffed until the close of 
build for each day. 

 
Show Opening 
 

 Exhibitors must have their security badges with them to gain access to their stands every 
morning at 9.00am before show opening. Security Guards will check these and access will  
be denied without them.  Please note: Exhibitors without their passes on show days  
will be charged for entry. 

 
Show Closing 
 

 On the close of show each evening all exhibitors will be required to vacate the halls within 
10 minutes.  Goods may not be removed without permission from the organisers who will 
notify security.  WE ARE TRYING TO PROTECT YOUR PRODUCTS AND EQUIPMENT! 

 
Breakdown Procedure 
 

 On the final show day Sunday, 16th October, the exhibition closes at 6.00pm, all halls will 
be immediately cleared of visitors. 

 Breakdown commences at 6.15pm until 8.00pm on Sunday, 16th October and from 7.00am 
to 12pm midday, Monday 17th October.   

 Please make sure you have someone on your stand at this time.  Exhibitors have 
full responsibility for their stand! 

 
Security Company 
 

 Red Badge are the exclusive supplier of security to dmg world media nationwide. If it is 
impossible to have a staff member on your stand at the start of breakdown, you can 
arrange for a security guard to be at your stand to look after your equipment until someone 
arrives.  Please contact Red Badge Security on 021 761 400 for a price. 
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SHOW GUIDE & EXHIBITOR BADGES 
 
Enter your details online at www.canterburyhomeshow.co.nz/showguide  
 
 

DEADLINE DATE:Monday, 27th SEPTEMBER 2011 
The collection of information for the Show Guide & Exhibitor ID Badges will again be through the above 
weblink. 
     
By asking exhibitors to load their own show guide information via the above link, we alleviate some of 
the paper work whilst increasing the accuracy of our information.  Historically the main cause of 
errors in the show guide or on exhibitor security ID badges has been due to illegible handwriting or poor 
fax quality.  Utilising the online option will minimise these issues. 
 
Enter the above link into your web browser and it will take you to the screen within the NZ 
Home Show website to enter your show guide details.  You will then be given the 
opportunity to enter your Exhibitor security ID badge names.  These names will be turned 
into your team’s security badges allowing your staff access for the duration of the show. 

 

Important Notes 
 You only get one opportunity to enter information. 
 You will get a chance to proof what you have entered while still online but once you press SAVE, 

you will not be able to go back to make changes.  This is to maintain security by ensuring others 
cannot tamper with your entry and to avoid passwords. 

 If your entry was successful & you entered your email address, you will receive an email 
confirmation. 

 Please print and retain a copy for your file. 
 Deadline dates:  Show Guide: Monday 27th September 2011 
 Exhibitor ID Badges: Monday 27th September 2011 

 All entries must be in by the deadline date to ensure a listing in the show guide.   
 
Once loaded you will be able to make urgent changes only by contacting Shannon Gallagher on 09 
976 8307. 
  

If you do not have Internet access, please contact Shannon Gallagher on 09 976 8307 for a 
faxable form to be sent to you. 
 
Security Exhibitor ID Badges – If you have entered your show guide details but do not have your staff 
names for the show, you could go straight to the site when you have all the information ready.  
http://www.canterburyhomeshow.co.nz/securitypasses  

 
If you have any queries regarding the above or experience any difficulties loading the information, please don’t 
hesitate to contact Shannon Gallagher on 09 976 8307. 
 
 
 
 

Please note: Any Security Passes printed at the Information Desk at the 
show will incur a $5 charge per badge.  So enter your staff names online 

before the deadline:  Monday 27th September 2011 
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CONCESSION TICKETS ORDER FORM 
 
 
CONCESSION TICKET RATE OF $5.00 
 
 

 
 
 
 
TICKETS WILL BE FORWARDED ON RECEIPT OF PAYMENT-PLEASE ATTACH CHEQUE 
TO THIS FORM OR COMPLETE CREDIT CARD DETAILS –  
NOTE: TICKETS WILL ALSO BE AVAILABLE BEFORE & DURING THE SHOW FROM THE INFORMATION DESK 
 
Number of tickets required:____________________________________ 
 
Name of Exhibitor:___________________________________________ 
 
Person in Charge:___________________ Stand #:_________________ 
 
Ph: _______________________________ Date: ___________________ 
 
Courier address: _____________________________________________ 
 
___________________________________________________________ 
 
Signed: ____________________________________________________ 
 
Billing address for credit card:_________________________________ 
 
____________________________________________________________ 
 
I wish to pay $________ for concession tickets at $5.00 each. 
Please include a $5.00 courier fee. 
 
Please tick one:   

     Mastercard 

     Visa 
     
My credit card # is:  

                       
 
Cardholder’s name: ___________________________________________ 
 
Expiry date: ________________________Signed:__________________ 

 
FOR YOUR REFERENCE WE SUGGEST YOU RETAIN A COPY OF THIS FORM 
 
 

Return to: 
Exhibitions & Events NZ Ltd 
P O Box 9682, Newmarket 
Auckland 
 
Attn: Shannon Gallagher 
Fax: +64 9 358 1997 
Phone: + 64 9 976 8307 

Deadline date: 
Monday 4 October 2011 

Note:  Every stand will 
automatically receive 6 
complimentary tickets.  
These will be sent out 

closer to the show. 
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ADDITIONAL STAND REQUIREMENTS & SERVICES 
 
Panels & Carpet 
 
For a change in panel or carpet colour, additional panels, equipment hire etc please contact: 
 
Displayworks Ltd / EHS 
PO Box 40 255 
Glenfield, Auckland  
Ph: 09 579 9884 
Mobile: 021 783 966 
email: Sharon@exhibitionhire.co.nz 
 
 
Electrical & Banner Hanging 
 
For additional power or lighting please contact: 
 
Reuben Mansfield        
Show Light & Power       
PO Box 83 148        
Edmonton, Auckland 
Ph: 09 828 8844 ext 4 
Fax: 09 828 8841 
Mobile: 021 810 210 
email: r.mansfield@showlight.co.nz 
 

 Exhibitors are free to make arrangements with their own electrical contractors, however all 
electrical connections to mains supply must be supervised by our on-site Electrical 
contractors to avoid overloading. 

 3 Phase Power – Anyone requiring 3 Phase Power or heavier than normal domestic 
power, i.e. 10 amp supply, must contact Show Light & Power.  Please note that any 
charges will be charged directly to the exhibitor. 

 Show Light & Power are also able to hang banners.  The cost is $100 for the 1st and $50 
for every additional banner.  (Note:  cost is for standard, light banners only).  The cost for 
large and heavy banners to be determined onsite.   Please also be aware that there can 
be issues with rigging at this venue so it can only be determined onsite if there is suitable 
rigging to hang banners in the positions you request. 

 
 
Forklifts 
 

 There will be a forklift onsite during build-up and breakdown for exhibitor’s use.  This 
service includes loading and unloading of equipment.  There is no charge for this service 
provided that it is a straight lift on and off to and from your stand.  If the forklift is required 
for longer, there will be a cost charged by the ½ hour.  Rate to be advised. 

 The forklift service is on a first come, first served basis.  Please come to the Show 
Information Booth, during build up and breakdown to book the forklift service. 
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Insert Panel & carpet change order forms, plus Show Light and Power Form
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THE DO’S AND DON’TS OF EXHIBITING 
 

There are some rules from Christchurch City Council perspective that need to be followed.  
Legally EENZ Ltd is required to enforce these.  Below is an outline of these rules and a few 
others designed to ensure fairness to all involved.  If you need ANY further explanation don’t 
hesitate to call Shannon Gallagher on 096 976 8307 or 021 619 902.  
 
Alcohol 
 

 Alcohol is NOT PERMITTED during build-up and breakdown. 
 If you intend to supply any alcohol whatsoever (ie. for sale, sample or hospitality) during 

the show, you require a Special Liquor Licence which needs to be applied for to the 
council If you have any queries about the liquor licences and the requirements in obtaining 
one please contact:  Martin Ferguson 03 941 8827 or martin.ferguson@ccc.govt.nz  

  
Aisles 

 The aisles are legally required to be a certain width; this can vary in some exhibitions 
depending on the number of visitor’s etc.  It is imperative, that exhibitors keep within their 
contracted square metreage and do not encroach into the aisle space, for us to be able to 
maintain these legal requirements.   

 Exits and emergency equipment must not be obstructed.  During build-up please ensure 
that aisles are cleared of all debris ASAP. 

 
Animals 
 

 Animals are not permitted within the grounds of the exhibition venue. 
 

Banners / Hanging signs / Double Height Panels 
 

 It is not permitted to hang banners or signage which backs onto another stand without the 
permission of that exhibitor prior to the exhibition.  All rope, chain, nylon etc used in 
hanging signs from walls and trusses must be removed at breakdown.   

 If you are planning to have double–height panels and are not on a perimeter wall, 
you will need to check with the stands behind and around you to make sure they have no 
objections. 

 Please make sure you obtain written permission / approval from your neighbouring 
stands and forward copies to Shannon Gallagher by fax on 09 358 1997 or email: 
shannongallagher@eenz.net.nz.  If permission from your neighbours is not 
obtained, EENZ reserve the right to have the panels removed. 
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Children 

 Please note that children are not permitted at the venue at all times during build-up 
and breakdown.  This is an OSH requirement as during build-up and break-down the 
area becomes a construction zone and unsafe for children. 

 
Cooking 

 If using heating or cooking appliances, approval must be obtained from the Council.  
When food is cooked for demonstration purposes and provided for visitors to taste, 
exhibitors must have a supply of clean hot water, soap and a clean hand towel 
available on their stand.  Bowls for hand washing and utensils are to be provided. 
You must also have a current / valid fire extinguisher and fire blanket clearly visible 
on the stand.   

 

Council Enquiries 

 It is the exhibitor’s responsibility to apply for consent so if you are in any doubt please 
contact:  Julie Hand – Christchurch City Council – Phone 03 941 6212 or email 
julie.hand@ccc.govt.nz   

 
Fire / Evacuation Process 
 

 At the sound of the fire alarm, please leave immediately at the nearest exit and proceed to 
an area well clear of buildings.   Remain there until the all clear sign is given.  Please 
follow the instructions of EENZ personnel and Hall Supervisors. 

 
Fire Places  
 

 If you are having or installing a free standing fireplace (gas or solid fuel) on your stand you 
must have this done by a registered installer and apply for consent from the council.  See 
“dmg fireplace standards” details on page 29 If you have any queries about the actual 
consent please contact Julie Hand – Christchurch City Council – Phone 03 941 6212 or 
email julie.hand@ccc.govt.nz   

 
Fixing of Stands 

 Display stands must be of a free standing nature. You are not permitted to drill into the 
floor or walls for any reason, any damage of this kind will be charged to the exhibitor. 

 If you are using double-sided tape to fix carpet or floor covering to the floor please use a 
clear double-sided tape (sellotape brand) - it is very easy to remove afterwards.  DO 
NOT use DANCO tape - it is impossible to remove. 

 
Foodstall Health Certificates 
 

 Exhibitors who are selling food at exhibitions are required to obtain a health certificate.   

 Please visit http://www.ccc.govt.nz/health/forms/GeneralLicenceApplication.pdf  to obtain a form.  
If you require any further information, please contact Stephen Stout, Environmental Health Officer 
on 03 941 8486 or email: stephen.stout@ccc.govt.nz  The cost is $45 per stand for the show. 

 Any person giving away or selling food should have basic facilities available at their stand for good 
hand hygience, suitable for safe food storage, and if cooking, suitable safety measures in place.  

 Note:  If you are giving away food at no charge, you do not need a certificate. 
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Gas Cylinders 
 

 Council restricts the total amount of gas inside an area at a show.  The current limit is 
100kg of gas inside the permanent hall and 100kg in the temporary pavilion.  If you are 
using LPG gas on your stand you MUST let us know. 

 Council has the right to close down the show if our gas cylinder limit is over the 100kg. 
 If you intend on using LPG Gas cylinders at the show you MUST contact Shannon 

Gallagher PRIOR to exhibitor build-up and show open.  Please email in the following 
format to:  shannongallagher@eenz.net.nz 
YES we intend to use LPG at the Canterbury Home Show 2011.  We intend to have 
(number of cylinders)__________(size of bottles eg 45kg) LPG cylinders at the show. 

 
 All LPG fuelled appliances must be installed and tested for leaks by a licensed gas fitter 

before they are used.  Prior to show open, Gas cylinders, exposed gas pipes and all 
connections to the cylinder must be protected from damage at all times.  All personnel on 
the stand must be informed of the requirements for the use and storage of gas bottles. 

 
Height 

 If you are planning on building a structure over 2.3 metres in height you will require a 
building consent from the council.  See Council Enquiries in this section. 

 You will also need to make sure you obtain written permission/approval from your 
neighbouring stands and please forward copies to Shannon Gallagher by fax on 09 
358 1997 or email: shannongallagher@eenz.net.nz 

 

Hotwater Cylinders  
 

 Exhibitors who are installing hot water cylinders must first obtain permission from the 
council.  Please contact Julie Hand – Christchurch City Council – Phone 03 941 6212 or 
email julie.hand@ccc.govt.nz   

 
Materials / Fabrics 
 

 Flammable materials are not permitted on stands without first being fireproofed.  Below is 
a list of approved fabrics and of those that need to be proofed. 

 
Approved Fabrics 

o Wool Cloth 
o Sail Cloth – dacron or small areas of mylar with dacron backing 
o Nylon Tafetta 
o Polycarbonates 
o Thick panel plastic 

 
Fabrics that need to be Fireproofed 

o Cottons 
o Straw / Hay 
o Polystyrene 
o Crepe Paper 

 

 Bitmus building paper is not permitted but Flamestop building paper is okay. 
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 Polystyrene for letterwork is restricted to 40% of wall area in display. Sheets of polystyrene 
are restricted to 30% of wall area.   

 
Scaffolding and Platforms 

 All scaffolding must conform to the Department of Labour heavy scaffolding standards.  
Handrails are required on all stairs over 5 risers high.  1 riser approx 180 mm. 

 An extra 1-2 rails are required under the handrail on platforms, stepping in planking 
must be tapered to prevent tripping. 
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HEALTH AND SAFETY FOR EXHIBITORS 
 
EENZ is concerned that everyone enjoys the show and that no exhibitor, visitor or contractor is 
injured.  It is a requirement of the Health and Safety in Employment Act (1992) that all practicable 
steps be taken to ensure the safety of your staff & the public.   We recommend that you consider 
the following issues during the different stages of the show. 
 
Build-Up Phase  
 
During build-up there will be a number of highly skilled contractors undertaking construction on 
site on behalf of EENZ.  To ensure a risk free environment for both yourself and these 
contractors you are required to comply with the following conditions: 
 
 Do not enter any area where a barrier has been erected  
 Erect appropriate warning signs when undertaking a high risk activity in your own area                           
 Do not bring unauthorised/unnecessary persons onto the site  
 Do not bring children or animals onto the site 
 Wear the appropriate Personal Protective gear  
 Smoking is to be restricted to outside areas only 
 No welding, burning or grinding is to take place within any building without the issue of a Hot         
Work Permit by the EENZ Event Coordinator Shannon Gallagher 
 Ensure your tools or equipment are in good condition   
 Note the Emergency evacuation procedures for fire or other potential danger  
 Drivers must observe all speed, traffic flow and clearance instructions  
 Electrical work is to be undertaken by Registered Electricians only  
 
During Show 
 
 Assess stand and its environs regularly to identify any potential hazards 
 Ensure all power cabling is secured out of the way of visitors or others 
 Remove waste materials regularly   
 
Breakdown Phase  
 
 Follow the same principles as for Set Up phase  
 Take particular care with waste materials  
 Watch for sharp objects - nails, staples etc 
 Don’t lift heavy items on your own 
 
If you have ANY questions with regards to the above, please to not hesitate to contact Shannon 
Gallagher on 09 976 8307 or 021 619 902 
 
Hot Surface Safety Standards (For both Gas & Wood Fires) 
 

 Fixed protective screening/railing must be placed no less than 500mm from the face of the 
fireplace. 

 If the railing used is NOT fixed down then it must be no less than 750mm from the face of 
the fire. 

 Should Marine rails be used – no less than two wires may be used. 
 Topmost railing must be no less than 900mm from the flow with a second wire no less 

than 450mm. 
 No open flame is to be faced onto the fire egress – it must be a minimum of one metre 

back. 
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 Only the area heat needs to be guarded. 
 The stands must be manned at all times that any appliance is operating. 
 No barrier or screen/guard should become hotter than 65 °C.  Should this occur the barrier 

must be moved further back than 750mm. 
 You must also have a fire extinguisher on stand. 

 
These standards apply across all shows in NZ.   
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EXHIBITING ETIQUETTE 
 
 

Build up 
 
Plan your stand build up time during the quieter times. These tend to be on the first build up day and early 
in the morning. It works to your benefit i.e  

- Reduces stress as your stand is built and ready to go. 
- Forklifts and staff are more readily available. 

 
Please be aware from the time that you are onsite at the show that all exhibitors, 
contractors and show staff are busy just like you and most people will have been stuck in 
traffic and their day hasn’t gone to plan. We are all in the same boat. 
 
At times the access both inside and outside of the venue can become blocked so please consider your 
fellow exhibitors, contractors and on site staff when you are at the venue. Keep in mind the following 
suggestions: 

- Don’t park in the no parking zones (there is a reason that they are no parking zones) 
- Try to avoid blocking aisles for long periods of time. Slowly placing one thing on your stand at a 

time can be very irritating for other exhibitors that are trying to get to their stand. 
- When booking the forklift, expect delays, our supervisors work as hard as they can to move stock 

as quickly as possible. 
 

Show days 
 
All exhibitors are there to gain maximum exposure to the show visitors. As your stand space is valuable to 
you, and so is your next door neighbour’s, observing the following points may assist in developing a good 
workable relationship during the show. 

- If you need to take a mobile call and don’t want to do this on your stand, please go outside and 
continue your conversation. 

- Stay inside your stand space when talking to visitors or invite them onto your stand. Please 
do not conduct your business in the aisles or give out pamphlets. Blocked aisles are not 
only disadvantaging the stands around you they are also a safety risk. 

- If you use a microphone as part of your selling tool, please keep the volume down. The people 4 
stands away don’t need to hear about your product until they get to your stand. 

 

Breakdown 
 
Our biggest complaint is from those visitors that visit the show towards to the end of the 
last day thinking that it will be a quieter time and find there are exhibitors that have 
packed up already and gone home. While it may seem to you that the end of the show is 
the time that you are not likely to sell as much, please consider that there are still a lot of 
people looking to purchase and wanting to find out about products. It is unfair for a visitor 
to come along to see a whole show and only experience a portion of it. So please, don’t 
breakdown until 10 minutes after the show close announcement has been made. 
 
Lets all work together to make the show as enjoyable an experience as we can. Please feel 
free to contact the relevant Manager/ Event Co-ordinator if you experience any issues. 
 
 

Have a Great Show! 
New Zealand Home Shows Team 
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Essential Planning Guide 
 
Have you Organised? 
 

Accommodation  ____________________________________________ 

Air Travel   ____________________________________________ 

Advertising   ____________________________________________ 

Arrange Key Client Visits ____________________________________________ 

Audio Visual Equipment ____________________________________________ 

Designer (stand design) ____________________________________________ 

Editorial   ____________________________________________ 

Entertainment  ____________________________________________ 

Extra Electrical Requirements_________________________________________ 

Events, Competitions & Special Features_________________________________ 

Fork Lift Hire   ____________________________________________ 

Hire Equipment  ____________________________________________ 

(Tables, chairs, etc) 

Insurance   ____________________________________________ 

Photographer  ____________________________________________ 

Plant Hire   ____________________________________________ 

Plumbing   ____________________________________________ 

Print Brochures for Stand Distribution____________________________________ 

Security Passes completed____________________________________________ 

Show Guide Listing   ____________________________________________ 

Signwriter / Signage  ____________________________________________ 

Stand Personnel  ____________________________________________ 

Telephone Connection ____________________________________________ 

Tent / Marquee Hire  ____________________________________________ 

Transportation – Freight ____________________________________________ 

Uniforms   ____________________________________________ 

Vehicle Hire   ____________________________________________ 

Other    ____________________________________________ 
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FREQUENTLY ASKED QUESTIONS 
 
 
Build-up Times 
When can I set up my stand? 
You can set up your stand from Wednesday 12th – Thursday 13th October 8am-6pm. 
 
 
What if I need to get in early? 
If you have large items to move in or have a complicated stand build, please contact Shannon 
Gallagher on 021 619 902 
 
What if I need more time to set up? 
We will have 24 hour security so if you need to stay later than 6pm on Wednesday or Thursday, 
please come to the Information Desk and sign the security log book.   
 
 
Breakdown Times 
When Can I start breaking down? 
Break-down will commence at 6.15pm on Sunday once the show has been officially closed and 
all the visitors have been removed.    
 
When can trucks get in to collect our goods? 
Access will be given to trucks from 6.30pm on Sunday once the visitors have been cleared from 
the show.  If you have special requirements please contact Shannon Gallagher on 021 619 902 
 
What if I need to leave early? 
There must be someone on your stand until the show closes on Sunday at 6pm – No Exceptions.  
The visitors have paid to come and see you so please ensure that your stand is staffed until the 
show officially closes. 
 
What if I need more time than the breakdown schedule allows. 
If you need to stay longer than 8pm on Sunday to move out items please come to the Information 
Desk prior to 8pm to sign the Security Log Book.  The venue must be completely cleared by 1pm 
Monday. 
 
 
Eftpos / Internet or Phone Lines? 
How can I get eftpos on my stand? 
Eftpos is available from Eftpos Easy on 03 366 4848 Lines must be ordered prior to the event.   
 
How can I get a phone or internet line on my stand? 
Phone Lines need to be arranged by Telecom.  Just dial 126 and ask for a temporary phone line.  
Give them the venue address, your stand number and a contact number.  Phone & Internet lines 
must be organized at least one week prior to the show.    
 
Is there free internet access available at the show? 
Unfortunately there is no free internet access available at the venue.  You will need to either 
organize a dial-up or jetstream line from Telecom or you can purchase wireless connection cards 
from Vodafone and other providers. 
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Exhibitor Badges 
How do I organize name badges for the staff working on my stand? 
You will need to enter the names of all of your staff working at the show online at 
www.canterburyhomeshow.co.nz/securitypasses by Monday 27th September 2011 
 
Will they be sent out prior to the show?   
No -  the badges will be available for collection from the Information Desk during build-up. 
 
Why do I have to wear one? 
Your exhibitor badge provides you with access to your stand one hour before the show opens.  If 
you are not wearing your badge you can not gain entry to the halls before the show opens and if 
you arrive during show hours you would be required to pay the entry price to get in. 
 
What do I do if I have lost my badge, need a name change or a new badge. 
Go to the information desk and we will print the required badges.  Please be aware however that 
there is a $5 charge per badge for all badges made at the show. 
 
 
Panels, Carpet, Power & Lighting 
Where can I order extra Lighting Power? 
This can be ordered through Show Light & Power.  It is best to order items prior to the show as 
the equipment is freighted from Auckland and may not be available last minute if not previously 
ordered.  Please note that you will be charged directly from Show Light and Power for any 
additional items.   
 
Can I get an extra light or powerpoint at the show? 
Show Light and Power will be available throughout the show, but as their equipment is freighted 
from elsewhere, extra items cannot be guaranteed.  It is a first come first served basis and it is 
recommended that you pre order these items. 
 
Where can I get extra panels or carpet? 
Extra panels and carpet are available from Carpet and Walling Systems but as they are not 
locally based, items may not be available unless pre ordered.   
 
Can I change the colour or my panels or carpet? 
Yes you can but there is a small fee for this service.  You will need to complete either the Panel 
or Carpet change out form and send to Carpet & Walling Systems.  Please note that changes 
may not be available at the show unless previously ordered.   
 
What is the thickness of the panels? 
The panels are 44mm thick. 
 
Can I nail or screw items to the panels? 
Definitely not.  Please do not screw or nail any items to the panels.  This would be considered 
damage and you would be charged for any damage to the panels.  Hooks can be purchased from 
Carpet and Walling Systems that will allow you to hang things from them.  If in doubt please talk 
to a CWS/ Displayworks representative. 
 
Can I cut the carpet? 
No – absolutely not.  You would be charged the cost of a new carpet tile if the carpet is damaged.  
If you would like your carpet tiles removed please contact Shannon Gallagher on 021 619 902. 
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Show Hours 
What are the show hours? 
Friday, 14th October 10am – 8pm, Saturday, 15th October 10am – 6pm, Sunday, 16th October 
10am – 6pm.. 
 
What time can I get in to prepare my stand each day? 
Access is allowed to exhibitors at 9am during show days.  You must wear your exhibitor badge to 
be granted entry. 
 
 
Venue Details 
What is the venue Address? 
CBS Canterbury Arena, Jack Hinton Drive, Addington, Christcurch. 
 
Where can I Park? 
Parking is available at the venue. 
 
Where can I store empty boxes or other items? 
Unfortunately at this venue there is no storage available and we ask that exhibitors please make 
their own storage arrangements. 
 
 
Where can I hire furniture, water coolers, plants etc. 
Furniture? 
We have a list of show suppliers on the additional services page of the manual.  Please refer to 
our additional services page to see our list of contacts.   
 
 
 
 
 
 
 
 
 
 
 
 
 





 

 

Carpet Colour Change   

Fax To: Sharon Reedy       Fax: (09) 579 9885 
 

Canterbury Home Show 2011 

CBS Arena, Christchurch  
 

 

PLEASE CHANGE THE COLOUR OF MY CARPET: 

 

Colour changes are supplied subject to availability – cost $12.50 per square metre plus GST 
   

 
              Jet Black                      Blue                 Red  

 

 
Other colours are available, please ring to discuss if you require a different colour other than red, black or blue       

 

 
Please return form via fax +64 9 579 9885 by due date 23rd September 2011 

 
 
 
 
 
 
 
 
 
 
 
 
 
          

   
















