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Scope of Works

This method statement outlines the procedures followed by PicMe Booths Ltd when delivering,
installing, operating and removing photo booth equipment at events. It applies to both attended and
unattended photo booth hires.

1. PRE-EVENT PREPARATION
Prior to attending site, PicMe Booths Ltd will:

Confirm all booking details with the client and venue.
Review venue access arrangements, setup locations and collection requirements.
Ensure relevant risk assessments and safety documentation are available and up to date.
Verify that all equipment is in good working order and suitable for the event.
Inspect electrical equipment and power leads for damage.
Ensure all equipment has been tested and prepared before loading.
Brief staff on their responsibilities and any event-specific requirements.

2. TRANSPORT AND ARRIVAL
Upon arrival at the venue:

Vehicles will be parked in accordance with venue instructions.
Hazard warning lights will be used where appropriate during loading and unloading operations.
Care will be taken when manoeuvring vehicles in pedestrian areas.
Equipment will be unloaded as close as practical to the installation location.
Access routes will be checked for obstructions before moving equipment.
Equipment will be transported using suitable trolleys where appropriate.
Manual handling procedures will be followed at all times.

3. INSTALLATION
Before installation begins:

The setup area will be inspected to ensure it is suitable, stable and free from hazards.
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The installation location will be confirmed with the venue or event organiser.
Fire exits, emergency routes and access points will remain unobstructed.
Members of the public will be kept clear of the installation area where necessary.

During installation:

Equipment will be assembled in accordance with manufacturer guidelines.
Booths will be positioned on stable, level surfaces.
Cables will be routed to minimise trip hazards.
Cable covers, cable ramps or suitable tape will be used where required.
Electrical equipment will be connected using appropriate power supplies.
All equipment will undergo operational testing before use.
Any defective equipment will be removed from service immediately.

A final inspection will be completed before the equipment is handed over for use.

4. EVENT OPERATION
Attended Events

Where an operator is present:

The operator will oversee the safe operation of the equipment.
Guests will be assisted where required.
Queues will be managed to prevent congestion.
Any unsafe behaviour will be addressed immediately.
Incidents or accidents will be reported to the event organiser and recorded.

Unattended Events

For unattended hires:

Equipment will be configured for safe self-service operation.
Clear operating instructions will be displayed.
Technical support contact details will be provided to the client.
Equipment will be remotely monitored where applicable.
The venue or event organiser will be advised to report any concerns immediately.

5. ELECTRICAL SAFETY
All portable electrical equipment is maintained and PAT tested at appropriate intervals.
Equipment is visually inspected before each event.
Damaged cables or electrical components are not used.
Equipment is operated in accordance with manufacturer recommendations.
Liquids are kept away from electrical equipment wherever possible.
Extension leads are used safely and are not overloaded.
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6. EMERGENCY PROCEDURES
In the event of an emergency:

Operations will cease immediately if equipment presents a safety risk.
Instructions from venue management and emergency services will be followed.
Emergency exits and evacuation routes will remain clear at all times.
Any accidents, injuries or incidents will be reported to the venue and recorded by PicMe Booths
Ltd.

7. EQUIPMENT REMOVAL
At the conclusion of the event:

The equipment will be switched off and disconnected safely.
The operating area will be cleared of guests before dismantling begins.
Equipment will be dismantled in the reverse order of installation.
Cables and accessories will be removed safely.
All equipment will be checked for damage and wear.
Any waste generated during operations will be removed from site.
The installation area will be left clean and tidy.
The client or venue representative will be informed when collection has been completed.

8. ENVIRONMENTAL CONSIDERATIONS
PicMe Booths Ltd aims to minimise environmental impact by:

Reusing packaging materials where possible.
Maintaining equipment to extend its operational life.
Recycling waste materials where facilities are available.
Planning routes efficiently to reduce unnecessary travel.

DECLARATION

PicMe Booths Ltd is committed to carrying out all work safely, professionally and in accordance with
relevant health and safety legislation, manufacturer guidance and venue requirements. All staff and
contractors are expected to comply with this method statement and associated risk assessments.
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