Method Statement Template – Exhibitor at Sandown Park Racecourse
Company Name: ___________________________
Lead Contact Name: _______________________
Mobile Number (on the day): _______________
Stand Number / Location: __________________

1. Description of Work
[Example: Delivery and setup of exhibition stand materials (pop-up displays, boxes of brochures, AV equipment) transported from the car park/loading area to the exhibition hall at Sandown Park Racecourse.]

2. Sequence of Work
· Arrive at venue and report to the event registration desk. 
· Offload items from vehicle in the designated car park/loading area. 
· Transfer items onto trolley (if required). 
· Transport items safely to the exhibition hall. 
· Offload items and move to stand location. 
· Assemble stand and position materials. 
· Ensure all access routes and walkways are kept clear at all times. 

3. Equipment Required
· Sack trolley / flatbed trolley 
· Protective gloves / appropriate footwear (e.g. closed-toe shoes) 
· High-visibility vests (if unloading in designated loading areas) 
· Packaging materials for safe transport 

4. Personnel Involved
[List staff names or roles, e.g.: 2 x team members responsible for manual handling and stand setup.]

5. Risk Controls
· All items to be handled in line with safe manual handling procedures. 
· Items to be securely loaded to avoid movement during transport. 
· Only trained personnel to use any equipment (e.g. trolleys). 
· Clear communication maintained between team members. 
· Walkways, fire exits, and access routes to be kept clear at all times. 
· Any venue-specific requirements to be followed as instructed by event organisers. 

6. Emergency Procedures
· In case of an incident or injury: contact the onsite first aid team via event organisers. 
· Follow all venue emergency procedures and instructions from staff. 
· Emergency exits must be kept clear at all times. 

Signed: _________________________
Date: __________________________

