
RETURN 
TO RICOH
  
 GUIDANCE FOR EVENT ORGANISERS
 
This document provides detailed guidance on the measures that we are 
putting in place at Ricoh Arena  

Working in conjunction with Government guidance and the All Secure  
Standard document produced by leading industry groups AEV, AEO  
and ESSA to provide guidance into your risk assessments
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Working with you to ensure your audience is known

Register and Buy in Advance 
 
1. Helps with monitoring numbers, and speed of visitors entering the building, providing a better  
 experience and giving exhibitors more time to spend with visitors 
 
2. Communicate in advance with your visitors, advising them of your social distancing plans, event content  
 and any additional measures they need to account for 
 
3. Assists with the Government Track & Trace guidance 
 
4. Touch Free customer journey with fewer one-to-one transactions 
 
Exhibitor and Contractor Details 
 
1. Organisers should encourage all exhibitors and contractors to keep their own register and H&S  
 declarations, to monitor their teams and ensure they are fit to work 
 
2. To ensure compliance with Government Track & Trace guidance, content details must be obtained   
 and stored for all exhibitors, contractors, sub-contractors and agency staff 
 
Temperature Screening  

It is not currently a requirement. However as a venue we are carrying out temperature screening on every-
one entering Ricoh Arena 
 
Pre-book parking 
 
Pre-booking visitor parking will improve overall experience as customers will not have to won’t have to 
queue at pay machines and eliminates the use of touch screens. It’s quick and easy, just visit  
www.ricoharena.com/visiting-us/parking 
 
For those who do not pre book we have introduced cashless payment at our exit barriers in Car Parks A 
and B  
 
Face coverings 
 
1. In England face coverings must be worn in some indoor settings which include Exhibition Halls and  
 Conference Centre
 
2. Our staff will be asked to wear PPE within all public areas 
 
 
 

PROTECT AND DETECT
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 SOCIAL DISTANCING

The venue has introduced social distancing measures to keep everyone safe   

 
Arriving at the Ricoh Arena  

1. Social distancing measures will be visible when you arrive at the venue 
 
2. Car park attendants will advise you and your guests where to park 
 
3. At each entry point to Ricoh Arena there will be welcome signs and instructions 
 
4. Please use the doors as signposted: Entry Only, Exit Only etc.
 
One-way systems / Footfall Management  

1. Routes will be mapped out on the floor in all public areas  

2. We are taking a ‘keep left’ approach wherever possible with arrows on the floor  

3. It is important to note that the route to your final destination may not be the most direct, but is the safest  
 and helps to keep social distancing measures 
 
4. During peak periods we will create plans to meet the requirements of each event
 
Signage  

1. Our signage is here to help with reminders on hand washing, hand sanitising stations and keeping  
 your distance 
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 CLEANING AND HYGIENE 
 

Increased levels of cleaning are in place around the venue   

We are offering a visible and enhanced cleaning regime with an increased focus on key touch points 
including restrooms, food and beverage areas and help points 

Our teams have been given extensive and enhanced cleaning training

Hand Sanitiser Stations 
 
UK Government advice is to wash your hands regularly via the hand washing facilities, we are  
supplementing this by adding hand sanitiser stations in our public areas.  Additional stations can be 
placed into your event space and we will refill these at your convenience, for which there will be a  
small charge.  Please speak to your Event Manager if you wish to arrange for these to be in place 
 
Washroom Attendants  

We have increased the number of washroom attendants across the venue, they will be a regular  
presence ensuring touch points such as door handles, flush buttons, dispensers and taps are  
frequently cleaned   

Waste Management  

We have increased the collection and removal of waste in order to minimise risk. We have also  
introduced introducing specific waste bins for mask disposal at exit points
 
Conference and Seminar Rooms  

1. We will not be placing shared equipment into our conference rooms and are encouraging visitors   
 to come prepared with note pads and pens   

2. All equipment including audio and visual provided by the venue will be cleaned between use 
 
3. Conference rooms will receive an increased level of cleaning throughout the day 
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 COMMUNICATION

Working to ensure we provide consistent messages, making it clear to 
everyone what is required and expected

Event Layout Recommendations
 
1. All stands should be at least 2m deep 

2. Gangway widths should be 3m 

3. One-way gangways in operation 

Contractors 

It is important that contractors are involved in the planning stages so they can take into account  
elements such as floor layouts, build and breakdown schedules, gangways, registration process, entrance 
and exit layouts, visitor numbers and journey – Where possible, we will work with you to provide more 
time and space, if this is required. Please speak to your Event Manager if this is needed 

Orders 

We are asking exhibitors to pre-order catering for their staff. This will be paid for in advance and  
delivered to stands. This will reduce the number of people using catering outlets on the day 

Contactless Payment 

No cash will be taken at our catering outlets, cloakrooms or car park machines. All customers will need 
to have contactless methods of payment 

Touch-Free Journey 

We have tried to make your visit as touch-free as possible, highlighting entry and exit doors and reduc-
ing the number of manual push doors 

Food and Beverage 

1. We have worked closely with our catering team at Delaware North to devise a Covid secure plan for 
catering options and delivery systems. We will offer a range of hot and cold food 

2. Customers will be asked to follow directional signage and floor markings, with queuing and  
 one-way systems in place 

3. Food and beverage transactions will be contactless 

4. Hygiene screens have been installed at retail outlets 
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