Guidelines for
organising trade fairs
Attention: trade fairs may only be organised as from 1 september 2020.
These guidelines apply to the organisation of trade fairs, including exhibitions, whether they are
organised for individuals or professionals. A trade fair is considered to be an exhibition of goods or
services.
These guidelines only apply to the organisation of trade fairs in permanent exhibition buildings.
They do not affect the powers of the local authorities to require an operating licence to operate an
exhibition building or to lay down the licensing requirements for this purpose.
For a trade fair that is organised at a location without a fixed operating licence, as described in the
Ministerial Decree of 30 June 2020, the CERM assessment is mandatory. The organiser must add
the assessment report to the application for a licence from the local authority.
For the food and drink outlets in an exhibition building, the recommendations in the “Guide for a
safe restart of hospitality” apply.

Guidelines for visitors
• Reserve or buy your ticket in advance via the fair’s registration/ticket
platform.
• Respect the time slot as determined by the organiser.
• Do not go to the fair if you are showing symptoms of disease.
• Arrive at the fair’s venue no earlier than 30 minutes before
the start of the fair or the start of your time slot.
• Follow the instructions of the staff and the guidelines on
display in the exhibition hall.
• Ensure good hand hygiene and only touch the products
you need.
• Cough or sneeze into your elbow or into a paper tissue
that you immediately discard in a dustbin with a lid (e.g.
in the toilets).
• Visitors from the age of 12 must wear a face mask or
other cloth alternative. If this is not possible for medical
reasons, a face shield may be used.
• Pay as much as possible electronically or contactless.
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Guidelines for the organiser
• Before opening the fair and after every day of the fair, ensure complete cleaning and
disinfection of the materials and areas used by staff and visitors.
• Display instructions visibly outside and inside the fair’s venue, including the maximum number
of customers who can enter at the same time, the wearing of a face mask or the use of toilets.
Display the rules at the entrance to the exhibition building and in every exhibition hall and
repeat them inside as much as possible.
• Duly contact your employees, including temporary workers and trainees, as well as external
parties such as customers, clients, suppliers, subcontractors, freelancers, visitors and others
who come into contact with the company, to inform them about the rules at the fair. Many
people may well have practical questions: it is important to tell them whom they can turn to
via information panels, your intranet or your website.
• A contact person will be appointed and communicated so that visitors to the trade fair can
report a possible infection with the coronavirus Covid-19 in order to facilitate contact tracing.
• Everyone from the age of 12 (including the staff of the trade fair) is obliged to cover their
mouth and nose with a face mask or a cloth alternative. If this is not possible for medical
reasons, a face shield may be used.
• Visitors must easily be able to keep a distance of 1.5 metres (unless they belong
to the same group) inside and outside the exhibition hall. Where possible,
apply floor markings, ribbon barriers, physical barriers or a walking route
to be followed.
• Pay attention to the layout of your car park, e.g. by spreading out
the number of parking spaces and spaces for bikes to guarantee
a safe distance.
• Provide for the digital sale of tickets and the reservation of
a time slot.
• Allow a maximum of 1 visitor per 10m2 in the exhibition
hall. This restriction applies per exhibition hall and not
to the venue as a whole.
• The inflow and outflow of visitors must be controlled
and the visits spread out as far as possible.
• Provide separate entrances and exits so that there
is as little interaction as possible between arriving
and departing visitors. If possible, provide multiple
entrances so that the arriving visitor flow is spread out.
• For non-automatic doors, leave the doors open as far
as possible. In other cases: use as many elbow handles as
possible.
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• Provide sufficient staff
(awareness hosts,
security guards, etc.)
to guide visitors and
give instructions
on respecting the
1.5-metres distance.
• Organise a counting
system that makes it
possible to check how many
visitors are present at any
time during the exhibition (per
exhibition hall) and to check the
time slots allocated to the visitors.
• Ideally, a managed cloakroom should be
provided, with staff wearing gloves and a
face mask.
• Ensure good ventilation in all rooms.
• Avoid using elevators or limit the number of people using the elevator at the same time.
• If possible, give the necessary instructions to the fair’s visitors via screens and/or sound
installations.
• Provide internal guidelines for the first-aid posts. Wearing a face mask or other fabric
alternative is mandatory for personnel in the first-aid posts.
• Ensure the necessary hand hygiene for the staff and visitors by providing means of
disinfecting the hands with suitable hand gel or disinfectants. Make these resources available
at the entrance and exit and, where necessary, in the building (e.g. exhibition stand, toilets,
cloakroom, conference room entrance or payment terminal).
• Provide only paper towels or paper and lockable bins in the toilets. The sanitary facilities must
be cleaned and disinfected frequently.
• Set up exhibition stands at a sufficient distance from each other and ensure a sufficiently wide
walkway.
• Exhibitors and stand staff should wear a face mask or a cloth alternative at all times. If this is
not possible for medical reasons, a face shield may be used.
• Try to keep the exchange of documents, information leaflets or business cards to a minimum.
Use the organiser’s available digital alternatives (such as scanning visitor badges).
• Thoroughly clean tables, chairs and other furniture after every visitor or use.
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• Ensure a system is set up in such a way that only the customer touches the product he or she
wants to buy. If this is not possible, then limit as much as possible the number of times the
product is handled by both seller and buyer.
• Seminar or conference rooms may only be used if the distance of 1.5 metres can be respected.
Provide sufficient time between sessions with different audiences. After each session and use,
these rooms should be decontaminated, including the furniture and the materials used by the
speakers (on-stage furniture, podium, etc.).
• For any indoor performances that take place in the exhibition building as part of the
organisation of a trade fair, the rules on the maximum number of spectators apply to the
presentations as laid down in the relevant Ministerial Decree.
• Set up the till area so that a distance of 1.5 metres can be maintained between staff and
customers, and between customers waiting in the queue. If this is not possible, then provide
other safety measures, such as partitions and screens.
• Encourage electronic payments by bank card or contactless, and avoid cash as much as
possible.
• When using the payment terminal, it must be
cleaned and disinfected after each use,
or make hand gels or cotton buds
available to customers.
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Communication material
The FPS Economy created a communication kit with posters, banners
and pictograms for merchants, the self-employed, market vendors,
municipalities, wellness centres and indoor playgrounds.
You will find this communication material on bit.ly/covid19-commkit.
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