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Marshalling Policies & Procedures
Knoxville Convention Center & World’s Fair Exhibition Hall

The details below are meant to prepare you as the clients on all the details involved with the Knoxville Convention Center and World’s Fair Exhibition Hall marshalling policies and procedures. Please make sure to ask your Event Manager if you have any questions and to confirm the locations being used for your process.

General Policies for All Marshalling
· Onsite, the Venue staff is responsible for and in charge of the Loading Dock.
· There is no onsite parking for exhibitors unless designated by the Client. After exhibitors have finished unloading/loading their vehicles, they must move to either the designated parking space or to one of the local parking areas around Knoxville
· Please inform all Vendors to NOT set up their booths after unloading. They need to remove their vehicle from the loading area first to allow space for others to unload
· For all events with twenty or more vendors, we recommend groups designate specific move-in times for vendors to eliminate long wait times, resulting in a smoother move- in. Early load in for larger booths or exhibits will allow more vehicles to unload during the regularly allotted time for Marshalling
· During move-out, we highly recommend the Event creating a break-down pass for their exhibitors that would be handed out at the Venue. This helps confirm that exhibitors have broken down their booths prior to arriving at the venue with their vehicles for the load-out process
· If you desire to have your exhibitors drive into the exhibit hall to unload/load-out, ask your Venue Event Manager for details on this process
· Please Note: there are multiple parking lots and garages around Knoxville that are dedicated to specific businesses or organizations such as the University of Tennessee. Vehicles not part of this designation may be ticketed or towed.
· Please Note: if using the Blackstock Lot, there is an entrance gate on the south end of the lot that is nearly always locked and closed. Any vehicles need to use the entrance off Blackstock Avenue between Tulip Avenue and Oak Avenue

Additional Policies for Marshalling at Knoxville Convention Center
· At no time will the Clinch Turn Around off Clinch Avenue be considered an acceptable vendor location for load-in, load-out, or parking of vehicles due to the emergency access lanes unless authorized by your Event Manager
· [bookmark: _Hlk206751235]There is NO PARKING ON OR BLOCKING THE LOADING DOCK RAMPS AT ANY TIME. This is a Fire Lane and must be kept clear at all times
· Once the move-in and move-out processes are complete and the Loading Dock gate has closed, the area is no longer open to pedestrians or foot traffic.
· All semi-trucks, large box trucks, and vehicles pulling single- or double-axle trailers need to use the loading dock. Use of the loading dock will need to be coordinated with the KCC Event Manager a minimum of 14 days prior to first move-in day and will require a Marshalling guard at the loading dock gate during Exhibitor move-in. 
· Parking is not permitted on or around the property without approval from KCC Event Manager. Vendor/exhibitor is subject to towing and/or ticketing at owner’s expense. 
Additional Policies for Marshalling at World’s Fair Exhibition Hall
· At no time will both lanes of World’s Fair Park Drive be allowed to be blocked with vehicles for load-in, load-out, or parking of vehicles due to emergency access lanes
· There is NO PARKING ON OR BLOCKING THE LOADING DOCK RAMP OR THE DUMPSTERS AT ANY TIME. This is a Fire Lane and must be kept clear at all times
· There are only two dock bays at the WFEH so please exercise patience
· It is possible that the move-in and move-out processes cannot use any Dock access if another group has independently rented Hall 3. Ask your WFEH Event Manager if this is the case for your event
· Cars cannot be parked past the World’s Fair Exhibition Hall end of building on either end of World’s Fair Park Drive
· The Venue’s open-top dumpsters are stored in the loading dock and cannot be moved from their location

Post Positions and Summary of Duties
Ask your Event Manager for details if you have any questions
· Ballroom Drop-Off Circle (off Cumberland Avenue)
· The guard’s position inside the Ballroom Drop-Off will be at the entrance of the circle, off Cumberland Avenue. They will direct the vehicles coming into the Ballroom Drop-Off where to park and unload

· KCC Loading Dock Entrance
· The KCC Loading Dock Gate Guard will be stationed at the loading dock gate entrance right off of Cumberland Avenue. The guard’s primary responsibility will be receiving the vehicles as they enter the KCC Loading Dock
· Upon entering the loading dock, the first guard will send the vehicle to the second guard located inside the loading dock. The second guard will direct the vehicle to the dock bay they will use to load/unload
· The first guard will coordinate vehicles entering and exiting the loading dock to ensure promptness and efficiency for the load-in/out

· KCC Loading Dock Interior Position
· The KCC Inside Loading Dock Guard will be stationed inside the loading dock and spend most of their time between the two ramps to Exhibit Halls A & B
· The guard will direct the vehicles to the dock bay they will use to load/unload
· The guard will also advise the Marshaling Coordinator at the marshalling yard (if applicable) when a dock becomes available

· Poplar Lot Marshalling Yard
· The Poplar Lot Marshalling Yard Guard will be stationed at the entrance to the Poplar Lot parking area near the swing gate
· The guard will line up the vehicles by size and order of arrival
· Once the guard has received confirmation that space is available at the Venue, they will send over the next vehicle in line that fits the space available
· E.g. if a personal car leaves, the guard may send over the next personal car even if a box truck arrived prior to then based on space available
· Blackstock Lot Marshalling Yard
· The Blackstock Lot Marshalling Yard Guard will be stationed near the entrance gate off Blackstock Avenue between Tulip Avenue and Oak Avenue
· The guard’s duties are checking vehicles and aligning vehicles to be sent to the Venue when space is available and providing the proper paperwork has been filled out for the Venue marshalling pass to ensure vehicles do not skip the marshalling yard
· [bookmark: MARSHALLING_YARD_PROCEDURES_(BLACKSTOCK_][bookmark: POST_POSITIONS_CON’T:]The guard will be in contact with the marshalling coordinator on when to send vehicles to the Venue
· Once the guard has received confirmation that space is available at the Venue, they will send over the next vehicle in line that fits the space available
· E.g. a personal vehicle may have left the Venue, so the guard may send over the next personal vehicle even if a box truck arrived prior to that personal vehicle based on space available
· [bookmark: LOAD_IN_&_LOAD-OUT:]The guard will let the marshalling coordinator at the Venue know when vehicles are on their way over to the Venue
[bookmark: LOAD_IN_&_LOAD-OUT_CON’T:]
· World’s Fair Exhibition Hall Loading Dock
· A minimum of two marshalling guards will oversee World’s Fair Park Drive and WFEH Dock access. At least one will be located outside on the sidewalk in front of the World’s Fair Exhibition Hall
· The guard in the Loading Dock will be in radio communication with the guard at the marshalling yard (if applicable) to know when and what type of vehicle will be sent to the WFEH loading dock
· The guard will also advise the marshalling coordinator when a dock becomes available so another vehicle can be called from the marshalling yard.

· World’s Fair Exhibition Hall Street Parking (World’s Fair Park Drive)
· A minimum of two marshalling guards will oversee World’s Fair Park Drive and WFEH Dock access. At least one will be located outside on the sidewalk in front of the World’s Fair Exhibition Hall
· The guards will also monitor that World’s Fair Park Drive is not blocked on both sides of the street at any time and make sure exhibitors are aware of the 20-minute time window to load and unload their vehicles
· [bookmark: POST_POSITIONS][bookmark: STREET_ACCESS_(OUTSIDE_IN_FRONT_OF_WFEH)]Guards will give the driver an authorized parking pass to put on the dash of the vehicle. The guard will write down the time that you arrived on the authorized parking pass, so to maintain the 20-minute limit for move-in and move-out.
· The Guard will make one announcement when your time is up and failure to move your vehicle within the 20-minute time frame could result in being ticketed and/or towed at the owner’s risk and expense.
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