	The BVHA Display Stand

Each practice that hires the stand is responsible for its care. Any damage done to the stand will be charged to the practice.
BVHA Have produced the following illustrated instructions for the erection and dismantling and correct packaging of the stand and its materials. If these are followed correctly the stand should remain in good condition for many years.

Stand Erection


The stand will arrive by courier from the BVHA. It is in a rigid box and is pretty robust. The wheels at the bottom make it easy to transport.

The weight of the combined stand & "Pop-up" display is about 35Kg, the stand by itself is 30Kg.

Depending upon the carrier the delivery may comprise TWO parcels. 

After checking for any external damage - Open the box - it will not be locked.
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The box lid contains the Halogen light fittings. 
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Carefully put these to one side. You will need to check the bulbs and replace as required.
BVHA cannot guarantee that the bulbs will arrive functional. 
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Open the main container. 
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Carefully lift out the large nylon bag from the carrier. 
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This contains the main stand structure. Lay it out on the ground. 
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Ensure that the stand is the right way up.

The top of the stand has small holes prepared to accept the light fittings.

Make sure that these holes are on the top of the stand. 

Gently pull the stand apart - it will expand as you do so.
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The middle braces will click together when the stand is fully expanded.

They are held together with magnets.
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Once fully erect you will notice that the stand has a gentle curvature.

Face the inside of the curve to the front.
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Remove the sturdy nylon bag from the case. 
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This contains the magnetic bars which are used to hold up the stand covers.

They will be in pairs, gently separate them.
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Fit the ends of the magnetic bars into the triangular receptacles along the front of the stand.

The bars should be vertical. 
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Having covered the front of the stand, there should be six bars left.

3 bars should be used at each end of the stand to fill the first column at the back of the stand. 
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The bars at the end of the stand will support the "End-Curves". 

Remove the images, posters and other items from the case.

Preserve the protective envelopes - this will make it easier to pack up the display for return to BVHA.
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Now carefully lift out the main panels.

It is probably easiest to lift them all out together.

There should be THREE Blue felt panels, together with TWO coloured vinyl end panels.

In addition there is ONE further large square vinyl panel, which is used for the lectern.

[image: image17.jpg]



Keep the two vinyl end panels separate for the moment.

It is essential NOT to fold or crease ANY of the panels (not just the vinyl ones).

Folds and Creases leave permanent damage to the stand.
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It is important to get ALL of the panels the right way up.

The tops of the panels have a small plastic hook. 
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Taking great care not to crease the panels, lift them up vertically and fit the plastic hook over the small plastic lip at the top of the stand. 
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The magnetic strip along the edges of the panels will make contact with the magnetic bars attached to the stand.

It is important to line up the panels so that they ONLY occupy HALF of the magnetic bar.

This allows the next panel to be fitted onto the remaining portion of the magnetic bar. 
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Carefully but the edges of the panels up to each other. It should make a perfect seamless fit. 

The end-curved panels are fitted in the same way.

They are a little more fiddly to get in place - but have the same plastic hooks at the top of the panels.

Be careful not to crease the panels
[image: image23.jpg]R

e Y




It is sometimes easier to fit the curved panel onto the back magentic bar first

As this magnetic bar is not being shared with another panel - you can use its whole width.

The secure hold on the rear of the stand allows you to curve the panel round and attach it to the front.
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Next fit the narrow "Headline" panel across the front of all 3 blue felt panels.

It is important to carefully line this up at the very edge and the very top of the panels.

Having correctly fitted the right side in place, have a colleague do the Left side. You should then be able to simply press down the middle portion in exactly the right place. 
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Lift out the images and posters from their protective envelopes. 
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Sort out the ones that you wish to display, together with any of your own images.

Little Velcro hook pads can be used to secure your own pictures to the panels. 
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Display your images on the stand.

For a more professional look, the supplier of the BVHA stand will produce vinyl version of you images of the same quality as the BVHA ones. They can even use the matching background frame.

Contact BVHA's office for details. 

Move the stand to the position you want it to be in for your display.

You now need to fit the lighting units.
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These fit into the small holes in the plastic lugs at the top of the stand.
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This is why it is important to get the stand the right way up when assembling it!
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Connect up the lighting wires to the supplied mains adaptor.
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BEFORE SWITCHING ON ensure that the lights have not swung round so that they are lying close to the panels.

The heat from the lights is more than sufficient to melt the vinyl panels and also to burn the felt material.

You have been warned to be careful!
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Put the lid back on the main carrier box.

It only goes on one way round - so if the clips are in the wrong place, rotate the lid. 
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Clip it locked securely. 
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Wrap the large square vinyl panel around the box. 
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Pull it tight and secure the Velcro fixing. 
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Put the lectern cover piece in place, to create a solid surface to the lectern. 

The stand and the lectern are ready to go!
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Pop-Up Stand

There is a single display panel that can also be used in conjunction with the BVHA Stand.

The Pop-Up stand is contained in its own sturdy nylon bag. It may be delivered inside the main rigid case or as a separate parcel. Some carriers will not allow the combined weight.

Do check your delivery immediately on receipt for any missing items.
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Pull the rigid rod out of the central groove of the stand.

The pieces are secured together by a thin cord.
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Put the pieces of the rod together to make a rigid pole.
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VERY CAREFULLY gently pull out the display panel from the base of the stand.

The panel is on a spring recoil.

DO NOT let go - or it will wrap itself back into the stand and will probably damage the panel. 
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Gently extend the panel to its full length.

Carefully fit the top of the panel onto the top of the pole.

Check this is secure before letting go of the panel - otherwise the spring will wrap it away. 
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The panel is now ready for display. 

Pop-Up Disassembly

Care is needed NOT to let go of the display panel during disassembly.

The spring rewind of the panel is strong and will damage the panel, unless a gradual wind up is carried out.
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Dismantle and fold the pole back into the storage space in the stand's base.

Put the unit back into the carrying case for shipment back to BVHA.
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Disassembly & Packing of Main BVHA Stand

It is important to carefully pack up the stand. This will avoid unnecessary damage.
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Switch off and unplug the light fittings.

Carefully coil up the lighting leads in the lid of the carrying case/lectern.

Leave the lights themselves on the stand for the moment to allow them to cool. Check that they haven't swung close to the panels where heat damage could occur. 
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Pack up the posters and images into their protective envelopes. If none present - please supply. 
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Take off the narrow BVHA Stand header piece and loosely roll it up.

Take off the end panels and also remove the lectern's vinyl wrap around sheet. 

Check that the carrying case is completely empty and clean.
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First insert the Vinyl lectern cover.

This should be placed with the white side on the inside, the coloured face on the outside. 
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Carefully roll up the panels - both the vinyl end panels and the felt centre panels.

It is VERY IMPORTANT that these are rolled up with the white side on the inside of the roll. 

There is a further reminder written on the panels themselves. 
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Place the panel roll inside the lectern's vinyl wrap-around sheet. 

[image: image55.jpg]



Within the centre space there will be room to store the posters and images. 
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Also the loosely rolled up header panel. 

Take off all the magnetic bars from the stand.

Pair them up and place them in the sturdy nylon bag. 
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Place the magnetic bar bag into the centre of the large space in the carrier.
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Place it within the roll of the panels and the posters and images etc. 

This will help keep things secure and prevent damage in transit.
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Pull the magnetic stand attachments apart.

As you continue to separate them the stand will collapse. 
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Put the stand into the soft nylon bag.

Then place the stand into the carrier.

Use the smaller area outside the rolls of the panels.
There will be enough space to also take the Pop-Up stand. 

Carefully pack each of the light fittings into their bags.

Then place them back into the foam compartment in the lid of the carrier.
Alternate the heads of the lamps for best packing. 
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Secure the flap in the lid of the carrier. 
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Don't forget to return BVHA's extension lead! 
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Place the cover sheet over the display panels and the stand etc.

It is a good idea to also include a note here saying "Where from & Where To" just in case the external labels on the carrier become detached in shipping. 
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Secure the lid.

It only goes on one way round - so you may need to rotate it to secure the clips. 
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The stand is now ready to return to BVHA. 

Many thanks to Katherine for her help and patience in making these instructions.


