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4Preface

The COVID-19 outbreak has been wreaking havoc around the world since 2020, damaging 
the global economy, slowing trade activities, and seriously affecting people’s daily lives. 
MICE industries in many countries are required to follow COVID-19 prevention measures for 
exhibitions, meetings, and large-cluster activities, causing a significant impact on MICE industry 
development and further impeding economic growth.

COVID-19's impact is regarded a massive and long-term threat to the world. Governments and 
MICE activity organizers understand that MICE events that adhere to COVID-19 prevention 
measures are the new normal, especially when the potential for future infectious diseases and 
unforeseen crises may increase the difficulty of holding exhibitions, meetings, and other MICE 
events.

To help event organizers and inbound visitors prepare for such contingencies, MEET TAIWAN 
offers this guidebook featuring best practice suggestions for holding safe meetings, exhibitions, 
and MICE events, including virus prevention measures.

This guidebook contains information aimed at helping MICE organizers re-open events safely 
and is based on the following sources: indoor and outdoor gathering recommendations from 
the 2020 Central Epidemic Command Center of Taiwan (CECC), “Good Practice Guidance: 
Addressing COVID-19 Requirements for Re-opening Business Events” co-issued by UFI, ICCA 
and AIPC, and the Ministry of Economic Affairs’ venue COVID-19 prevention measures for its 
exhibitions, including B2B exhibitions.

This guidebook is not mandatory and is applicable only to MICE event organizers, venues, 
visitors and stakeholders for conducting safe activities with preventative measures for serious 
infectious diseases. Please note that this is drafted in accordance with the national government's 
related regulations on future infectious diseases prevention, and that all final measures are 
required to be in compliance with the government's policies and regulations.

 

This guidebook is applicable to the following:

A. Meeting organizers including NGOs, PCOs, and PR firms, venue operators, contractors, and 
meeting participants.

B. B2B and B2C exhibitions held in Taiwan's professional exhibition centers and multi-functional 
venues, such as stadiums and schools.

C. Domestic and international business participants who attend meetings and exhibitions.



I For the 
Meeting 
Organizer

Chapter

1.1Epidemic Prevention Planning   
      and Risk Assessment

Meeting organizers should take into 
consideration the venue's ventilation, 
capacity, and signage, its schedules and 
risk assessment, as well as the safety 
and risk assessment of all participants for 
epidemic prevention planning.

1.2 Principles for Implementing 
Epidemic Prevention Measures 
During All Phases of the Meeting
The principles for implementing epidemic 
p r e v e n t i o n  m e a s u r e s  d u r i n g  t h e 
preparatory, hosting, and post-meeting 
phases are formulated in accordance 
with factors such as the tasks involved, 
progress,  occasions for  gather ing, 
and potential risks during each phase. 
Improvement or alternative solutions are 
proposed for measures that cannot be 
implemented.

 



I

6

For the Meeting Organizer

1.1 Epidemic Prevention Measures Planning 
and Risk Assessment

Meeting organizers are suggested to engage in epidemic prevention planning and risk 
assessment in line with the epidemic situation at home and abroad, meeting models, venues, 
and participant profiles. Whenever necessary, the competent authority of public gatherings and 
local health authorities should be involved in the discussion.

1.1.1  Space Planning and Risk Assessment

A. Venue Ventilation

A properly ventilated venue helps reduce the risk of infection. The better the ventilation, the lower 
the risks. For an indoor meeting, the organizer should confirm whether appropriate epidemic 
prevention measures can be implemented at the venue, whether the ventilation system is 
effective, and whether the size of the space or the floor height might lead to poor ventilation. The 
ventilation system or ventilation should be regularly checked to ensure it is functioning properly. 
The ventilation and air conditioning must be turned on at least two hours before the meeting, and 
off two hours after the meeting.

 

B. Number of Participants and Capacity

Evaluate the expected number of participants and the capacity of the venue to see whether 
there is enough space to maintain social distancing (it is recommended to keep the distance 
of 1.5 meters indoors and 1 meter outdoors) and limit the number of participants accordingly. 

1.1 Epidemic Prevention Measures Planning and Risk Assessment

1.5 meters indoors 
and 1 meter outdoors
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1.5m

1.5m

1.5m

Indoor area (W40 x L30) m² = 1200 m²
64 seats

Stage

Camera

Podium

In addition, the meeting venue floor plan, entrance signage, emergency exits, and sanitary 
facilities must be clearly indicated. All participants must be taken into consideration, including 
the organizers, partners, and participants. A distinction should be made between public and non-
public spaces with the venue divided into different zones, including routes for participants to 
enter the venue and routes for the staff of partners to enter and exit the venue. Besides taking 
into consideration whether there is enough space to maintain safe social distancing, it helps the 
organizers to adopt corresponding epidemic prevention measures for each venue.

Hybrid meetings facilitate control over the number of participants who are physically present. 
In addition, the format allows for interaction with virtual participants. During a discussion for 
example, even if the host and participants do not share the same space, the organizer can 
communicate with virtual participants via video conferencing to maintain good interactive results.

•	Example of hybrid meeting layout

1.1 Epidemic Prevention Measures Planning and Risk Assessment
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•	Recording setup for online meeting

C. Floor Plan Should Be Made Available for Each Zone Indicating the Size of the 
Space and Maximum Number of People Allowed Inside

For safety reasons, social distancing measures should be implemented at the venue. It is 
recommended to make floor plans available for each zone where there are promotional 
materials, entrances and exits with access control, registration desks, information desks, and 
medical rooms. The venue area and maximum number of people allowed should be clearly 
indicated for reference.

 

1.1.2   Schedules and Risk Assessment

Meeting organizers are suggested to evaluate epidemic development, the venue, duration, 
program, and epidemic prevention measures that must be taken to maintain health and safety. If 
the meeting is not rescheduled, consider shortening the duration to reduce the risk of infection. 
In addition, during the preparatory phase, the organizer can assign registration time slots for 
participants as a means for crowd control. For example, the online registration letter can indicate 
different arrival times to prevent large numbers of participants arriving at the same time.

1.1 Epidemic Prevention Measures Planning and Risk Assessment
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1.1.3  Safety and Risk Assessment

A. Risk of Being Unable to Maintain a Safe Distance

It is suggested that the meeting organizer identify and avoid the following situations prior to 
planning a meeting, such as closed spaces, crowded spaces, and close-contact settings.

 

B. Industry Characteristics and Risk Assessment

Prior to the meeting, the organizer should evaluate whether the staff and participants are at high 
risk. Those over 65 years old or suffering from a serious underlying disease, those who have 
been sick or infected with a severe infectious disease in the past seven days, and those who 
have had close contact with someone who is sick or showing symptoms are suggested to stay 
at home. In addition, staff are asked to strengthen protection and increase risk awareness when 
working with high-risk participants such as professionals in the medical industry. For example, if 
only masks are required throughout the meeting, medical gloves or other protective measures 
are recommended to strengthen protection. Participants are also reminded of the risks and urged 
to take extra protective measures that they deem appropriate.

Avoid Closed 
Spaces

Avoid Crowded 
Spaces

Avoid Close-contact 
Settings 

1.1 Epidemic Prevention Measures Planning and Risk Assessment
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1.1.4  Risk Assessment of Multi-Day and Multi-Venue Event

A multi-day meeting is recommended to be hosted at the same venue for all days. If the meeting 
is held at a hotel for example, besides using the same meeting rooms on different days, 
participants can stay at the same hotel to reduce the risk of infection during transportation. In 
addition, multi-venue events should be avoided. Any multi-venue event should arrange private 
transport for the participants to reduce the risk of infection.

 

Reminder

Many epidemic prevention measures are strict in planning but difficult to implement. Organizers 
are allowed a certain degree of flexibility depending on feasibility.

 

1.1 Epidemic Prevention Measures Planning and Risk Assessment
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1.2 Principles of Implementing Epidemic 
Prevention Measures for Different 
Meeting Phases

The following principles for implementing epidemic prevention measures apply during the 
preparatory, hosting, and post-meeting phases. They are formulated in accordance with 
factors such as the tasks involved, progress, occasion for gathering, and potential risks during 
each phase. Public safety should be prioritized if part of the recommended measures and 
implementation cannot be executed. Improvement or alternative solutions should be sought to 
ensure all epidemic prevention measures are in place prior to the event.

•	Evaluation process

Do health education, 
epidemic prevention 
promotion, and epidemic 
prevention measures 
during the preparatory 
phase comply with the 
suggested principles?

Do risk management, 
contingencies, and 
implementation of 
epidemic measures 
during the hosting phase 
comply with the suggested 
principles?

Review, improvement, 
reporting, and staff health 
management during the 
post-meeting phase.

Improvement or 
alternative solutions are 
recommended. If neither 
is possible, the meeting 
should be cancelled.

Improvement or 
alternative solutions are 
recommended. If neither 
is possible, the meeting 
should be cancelled.

No

Yes
Yes

1.2.1  Preparatory Phase

A. Communication Policy for Safety Measures

•	Promote Epidemic Prevention Measures to Partners and Participants

Staff managing participants should exercise caution to avoid risk of infection. Pre-meeting 
staff training for epidemic prevention procedures is of vital importance. Prior to the meeting, 

No

1.2 Principles of Implementing Epidemic Prevention Measures for Different Meeting Phases
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the organizer should hold an online epidemic prevention briefing detailing epidemic prevention 
measures for all persons who will enter the event venue, so that participants at home and 
abroad can attend the meeting with peace of mind. The organizer should state that if epidemic 
prevention measures are not followed at the venue and communication with on-site staff proves 
to be unsuccessful, the individual’s right to attend the meeting can be revoked. The organizer 
can take advantage of channels such as the meeting’s official website, SMS, newsletters, 
advertisements, printed promotional materials, social media, and websites of co-organizers, etc.

 

•	Health Education Promotion

ff According to CECC recommendations, people with severe infectious diseases should 
immediately seek medical attention and recuperate at home while avoiding gatherings. 
Those with a fever should avoid gatherings for at least 24 hours after they show no fever 
without the use of antipyretic medicine. Participation should be avoided on the day of the 
gathering if the criteria are not met. The organizer can refuse entry to or isolate people 
with symptoms on the day of the meeting.

ff Participants are advised to wash hands regularly with soap and water or sanitize them with 
an alcohol-based hand sanitizer. It is important to wash hands immediately after coughing, 
sneezing, or using the restroom, especially if your hands have been in contact with bodily 
fluids, including saliva, mucus, urine, or fecal matter. In addition, try to avoid touching your 
eyes, nose, and mouth.

•	Steps for handwashing

1

5

3

7

2

6

4

8

1.2 Principles of Implementing Epidemic Prevention Measures for Different Meeting Phases
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•	 Promotion of Epidemic Prevention Measures and Health Education at Public 
Facilities

Epidemic prevention measures and health education promotion can be done near major public 
facilities (such as meeting venues, main entrances and exits, information desks, and registration 
desks) in the form of LED marquees or such to serve as constant reminders for participants and 
staff.

 

•	Set up Communication Channels for All Parties Involved

Epidemic prevention requires cooperation from all parties involved. It is suggested that the 
meeting organizer work with various competent authorities (such as representatives of the county 
or city government’s epidemic prevention department where the meeting is held, representatives 
of the Ministry of Health and Welfare and the CECC, representatives of the epidemic prevention 
team of the venue, and representatives of medical institutions in the neighborhood) to conduct 
pre-meeting assessments, as well as setting up communication channels to facilitate reporting, 
staying up-to-date with, and responding to the situation.

 

B. Pre-meeting Disinfection Protocol

The meeting organizer should work with the venue operator to ensure that the venue, its public 
facilities, the location, and all objects on site (such as microphones, desks, and chairs) have 
been thoroughly disinfected to reduce the risk of infection. Hot water, chlorine-based bleaches, 
and cleaning agents are effective for disinfecting frequently touched surfaces. When disinfecting 
with alcohol, the concentration should be between 75% and 95%. Bear in mind the health 
hazards and flammability associated with alcohol.

 

C. Set up Contingency Measures and Epidemic Prevention Teams

It is suggested that the meeting organizer and the venue operator each set up an epidemic 
prevention team dedicated to epidemic prevention tasks, as well as requesting other staff to 
cooperate. In addition, members on the epidemic prevention team should conduct drills for 
contingency measures prior to the meeting to ensure appropriate response in the event of an 
emergency.

 

1.2 Principles of Implementing Epidemic Prevention Measures for Different Meeting Phases
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D. Temporary Isolation Room and Medical Supplies

It is suggested that the meeting organizer and the venue operator prepare an isolation room, 
dedicated routes for entering and leaving, as well as protective equipment (such as masks, 
gloves, and hand sanitizers) in the event that participants show symptoms and require 
emergency isolation and reporting. In addition, to reduce the risk of infection, it is suggested that 
the routes for people entering and leaving the isolation room be planned based on the principle 
that the infected have the least contact with others.

 

E. Safety Control of the Arrival and Departure of Suppliers and Partners

•	Plan the Time and Routes for Arrival and Departure for Suppliers and Partners

The meeting organizer is suggested to reduce the risk of cluster infection caused by suppliers 
and partners arriving at and leaving the venue at the same time by planning the time and 
sequence in advance. The time needed to complete the task for each supplier should be 
minimized for the purpose of crowd control.

 

•	 Temperature Check and Sanitization Prior to Entry

The organizer shall compel all staff members of the suppliers and partners to wear masks 
during the whole work period. Masks should be worn at all times, and temperature is checked 
prior to entering the venue on a daily basis. Those with a fever (higher than 37.5 degrees 
Celsius) cannot enter for at least 24 hours after they show no fever without the use of antipyretic 
medicine. People with severe infectious diseases should immediately seek medical attention and 
recuperate at home instead of showing up at work.

 

F. Organizer Suggested to Have Substitute Support Staff Prepared in Event of 
Emergency 

1.2.2  Hosting Phase

A. Safety and Health Measures at the Venue

The organizer must make it clear to participants that masks are required during the meeting 
(to cover the mouth and nose). Frequent hand-washing or use of hand sanitizer, as well as 

1.2 Principles of Implementing Epidemic Prevention Measures for Different Meeting Phases
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complying with the organizer’s epidemic prevention and safety measures are imperative for 
reducing the risk of infection. In addition, the organizer is suggested to avoid overcrowding 
designated spaces to reduce the frequency of social interactions and the time spent in closed 
spaces, such as lounges and restrooms. This enables all participants to maintain safe social 
distancing measures to reduce the spread of the virus.

•	Registration Procedures

Masks are required for staff at the registration desk at all times. Epidemic prevention supplies 
should be made available at the desk, including masks and disinfectants. All printed documents 
(such as handouts, promotional materials, and questionnaires) should be placed on the counter 
rather than be hand distributed by staff to participants.

ff Indicating Safe Distances with Marks for Queues

To help maintain social distancing while participants queue to register, the organizer 
should plan a route and place marks on the floor to indicate appropriate distance. The staff 
should assist and guide all participants to maintain social distancing.

1.2 Principles of Implementing Epidemic Prevention Measures for Different Meeting Phases
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ff Thermal Imaging Equipment and Alcohol Disinfectant at the Entrance

The organizer or venue operator should have staff members ready at all entrances and 
exits for temperature checks or use thermal imaging (including all entrances and exits of 
the venue hall and parking lot elevators). The staff should regularly disinfect handheld 
thermometers with alcohol. 

ff Forehead Temperature Check, Mask-wearing, Disinfection with Alcohol

Participants must wear masks at all times during the meeting and have their temperature 
checked prior to entering the venue on a daily basis. Those with a fever (higher than 37.5 
degrees Celsius) cannot enter for at least 24 hours after they show no fever without the 
use of antipyretic medicine. People with severe infectious diseases should immediately 
seek medical attention and recuperate at home while avoiding public gatherings. The 
organizer has the right to refuse entry.

It is suggested that staff managing the entrances and exits wear medical latex gloves and 
replace them regularly to reduce the risk of exposure. 

1.2 Principles of Implementing Epidemic Prevention Measures for Different Meeting Phases
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ff Online Pre-registration Encouraged

It is suggested that the organizer adopt online pre-registration for electronic badge 
exchange on site to reduce contact. If a machine is required for on-site registration, 
dedicated staff should regularly disinfect any touch points.

ff Electronic Payment or Online Credit Card Payment Should Be Prioritized over Cash 
Transactions

Electronic payment and online credit card payment are suggested to replace cash 
transactions to reduce the risk of exposure with cash changing hands. Some examples of 
electronic payment tools include Line pay, Taiwan Pay, Easy Wallet, and JKOPAY.

1.2 Principles of Implementing Epidemic Prevention Measures for Different Meeting Phases

Non-contact infrared thermometer1.5 meters indoors and 1 meter outdoors
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•	Sufficient Epidemic Prevention Supplies and Recycling Containers

To facilitate hand hygiene for participants, the venue operator or the organizer should make 
alcohol or other disinfectants available in public areas at the venue. The supplies should be 
regularly replenished to make sure participants can disinfect their hands at any time. The 
organizer must provide the personal protective equipment that is needed, such as masks, 
disposable gloves, and disinfectants to assist visitors with meeting health and safety standards.

A sufficient number of enclosed waste recycling containers should be available at the venue. 
Epidemic prevention staff are suggested to keep an eye on the containers and ask people to 
dispose of waste that poses risk of infection, such as masks and tissues, in designated spots 
or outside the venue. These measures prevent infection that could be caused by participants 
disposing of objects with the risk of infection at the venue, such as masks.

 

•	Sign Boards and Signs Remind Participants to Pay Attention to Hygiene

It is suggested to arrange epidemic prevention sign boards and signs at the venue, regular public 
announcements, or staff with hand placards to remind the participants to disinfect their hands, 
wear masks at all times and maintain social distancing from those in front of or behind them 
during the meeting. Participants who fail to meet the standards can be persuaded or reminded 
with a soft approach. In addition, epidemic prevention regulations should be made available in 
Mandarin Chinese, English, or a relevant foreign language if there are participants or speakers 
from abroad.

B. Safety and Health Measures at the Meeting Venue

•	Ventilate with Ventilation System, Doors, and Windows

The organizer and venue operator should monitor ventilation and carbon dioxide concentration 
at the venue at all times, as well as ensure daily air exchange and generator room disinfection. 
In addition to turning on the ventilation and air conditioning to maximum settings, the WHO 
recommends a rate of 6 to 12 times of air exchange per hour. To keep the venue ventilated with 
windows and safety doors, open the windows for a few minutes every 30 minutes.

 

•	It is suggested to close smoking areas.

•	It is suggested to make air dryers for hands in restrooms inaccessible.

1.2 Principles of Implementing Epidemic Prevention Measures for Different Meeting Phases
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•	 Signs can be placed on the floor of elevators and escalators for social 
distancing purposes.

Corridors, stairs, elevators, and escalators should have clearly marked pedestrian routes that 
take social distancing into consideration, and the number of people allowed to use the elevators 
and escalators be limited. Participants are encouraged to take escalators.

1.2 Principles of Implementing Epidemic Prevention Measures for Different Meeting Phases

1.5 meters indoors 
and 1 meter outdoors
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•	Regular Disinfection of Specific Public Areas

The venue operator or organizer should regularly disinfect frequently touched surfaces at the 
venue, such as elevators, escalators, doors, handles, faucets, handrails, and the like.

 

C. Epidemic Prevention and Safety Measures in Conference Rooms

In addition to holding plenary meetings in large conference rooms, smaller rooms or group 
seminar rooms, rest areas, etc. can also be leveraged. Epidemic prevention signs and clearly 
marked pedestrian routes must be obvious in such areas.

 

•	 Maintain Social Distancing between Podium and Audience Seats

It is suggested to keep 1 to 2 meters of distance between speakers and participants.

•	Maintain Social Distancing between Seats

ff It is suggested to reserve 1.5 meters between seats.

ff If the seating is fixed, it is suggested that staff should guide the participants to their seats 
in a checkerboard seating arrangement to maintain social distancing.

1.2 Principles of Implementing Epidemic Prevention Measures for Different Meeting Phases
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•	Avoid Reusing Interpretation Receivers and Microphones

Dedicated staff should be arranged to pass and disinfect microphones during the event to avoid 
cross-infection. In addition, writing instruments provided to participants must be disinfected after 
each use.

 

•	Online Q&A Session

It is suggested to share an online link to the Q&A question form with participants prior to the 
meeting. Typing in questions online can reduce the risks of transmission through droplets while 
talking.

 

•	 QR Code for Downloading Presentation Should be Prioritized over the Printed 
Format

To minimize handling objects, it is suggested that the organizer replace printed materials (such 
as conference and program guides) with digital versions, as well as providing QR codes or other 
online formats for participants.

 

•	Remote Simultaneous Interpretation Using Mobile Devices

If there are participants from abroad, real-time audio of the interpreters can be sent to their 
mobile devices or have the text projected on screens to reduce the risk of infection from handling 
objects.

Simultaneous 
Interpretation

Mobile Device Text Projection

1.2 Principles of Implementing Epidemic Prevention Measures for Different Meeting Phases
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•	 Venue Crowd Control with No Standing Capacity. Participants Can Join via 
Livestreaming

The organizer should plan the maximum number of people safely allowed in the venue in 
advance, and it is suggested that no capacity for standing participants is made available to 
maintain social distancing. The organizer can make livestreaming available for those who cannot 
enter.

 

Reminder

For specific epidemic prevention measures, refer to Chapter II : For the Exhibition Organizer.

 

1.2 Principles of Implementing Epidemic Prevention Measures for Different Meeting Phases
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Indoor Layout I: Classroom-style

2m1.5m

1.5m1.5m

1.5m

Indoor area (W60 x L40) m² = 2400 m²
240 seats

Stage
Podium

1.5m

1.2 Principles of Implementing Epidemic Prevention Measures for Different Meeting Phases
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Indoor Layout II: Theater-style

The theater-style layout is similar to that of the classroom-style layout, with participants sitting 
in rows facing the same direction. It is suggested to arrange the layout according to epidemic 
prevention guidelines on page 20, with 2 meters of distance between the speakers and 
participants, as well as 1.5 meters of social distancing between a seat and those around it.

1.5m

2m1.5m

1.5m

1.5m

Indoor area (W60 x L40) m² = 2400 m²
360 seats

Stage
Podium

1.2 Principles of Implementing Epidemic Prevention Measures for Different Meeting Phases
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Indoor Layout III: Round Tables

When organizing a round table meeting, the round table should be placed about two meters 
away from the stage with 5 seats (the diameter of the round table should exceed 2 meters). All 
participants are required to wear masks during the discussion.

2m

1.5m

1m

2m 2m

3m

1.8m

Indoor area  (W60 x L40) m² = 2400 m²
220 seats (44 round tables)

Stage
Podium

1.2 Principles of Implementing Epidemic Prevention Measures for Different Meeting Phases
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Indoor Layout IV: Dining Reception

A reception-type meeting allows great interaction among participants. However, it is also one 
of the higher risk meeting formats with as participants must remove their masks for dining. To 
strike a balance between dining and epidemic prevention, it is suggested to maintain social 
distancing in the seating arrangement, and talking while eating should be avoided. In addition, if 
an interactive area is arranged, participants should maintain social distancing and wear masks 
while conversing.

2m

2.8m

1.5m

1.5m
1.5m

2m

3m

•	Meeting area for reception-style meeting •	Interactive area

Podium
Stage

1.2 Principles of Implementing Epidemic Prevention Measures for Different Meeting Phases
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D. Epidemic Prevention Measures at Matchmaking Sessions

•	Reduce physical contact with electronic business cards

•	Maintain social distancing

Set up signs for entrances and exits at the venue to guide participants to the correct pedestrian 
route while maintaining social distancing. 

 

E. Dining Restrictions

•	Reduce Venue's Public Dining Facilities

To minimize the risk of infection at venue dining facilities, it is suggested that the organizer 
should work with the venue operator to suspend the availability of drinking fountains, catering 
equipment, and convenience stores. If suspension is not possible, individually packaged food 
items and beverages are recommended. If providing individually packaged food items and 
beverages is not possible, the organizer is suggested to place food on individual tableware in 
advance. Designated staff should assist in serving the food, paying special attention to mask-
wearing and hand hygiene.

 

•	 Reduce Lunch and Dinner Receptions during Meetings While Paying Attention 
to Safety

To reduce the risk of a cluster infection, the organizer is suggested to stick to the essential part 
of the program (such as the opening ceremony, forums, and business conferences) and remain 
flexible about additional events that are likely to cause cluster infections. Cancellation or change 
of format is recommended for non-essential activities such as dinner receptions, exchange 
sessions, and pre/post-tours.

•	Hygiene and Safety Measures for Dining

Interpersonal interaction and industry exchange are highlights of most meetings. To strike a 
balance between epidemic prevention and social interaction, the organizer is suggested to 
arrange a safe dining space with measures such as limiting the number of diners, shortening 
the mealtime, leveraging outdoor space, and replacing a buffet with set meals. The number of 
people at each table should be decided based on the size of the area and the size of the table. 
It is suggested to maintain social distancing of at least 1.5 meters in the seating arrangement to 
reduce the risk of infection, so participants may enjoy eating in a safe setting.

1.2 Principles of Implementing Epidemic Prevention Measures for Different Meeting Phases
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F. Luggage Storage
•	Marks can be placed on the floor to indicate social distancing while queuing.

•	Staff should wear gloves and masks when handling luggage.

G. Daily Disinfection

The venue operator should thoroughly disinfect and clean the venue before closing on a daily 
basis, including conference rooms, halls, restrooms, faucets, corridors, elevator panels, escalator 
handrails, and other public areas to reduce the risk of infection. Diluted bleach (1% solution 
prepared with cold water on the day)/sodium hypochlorite solution (500 ppm) can be used 
for disinfection. Let the mop or rag soak in the solution for 15 minutes prior to cleaning. Staff 
performing cleaning and disinfection should wear personal protective equipment (goggles and 
face shields are worn when necessary, in addition to gloves, masks, hazmat suits or waterproof 
aprons) to avoid disinfectant being splashed into the eyes, mouth, and nose.

H. Emergency: Participant Suspected to Have Contracted a Severe Infectious 
Disease

Epidemic prevention teams of the meeting organizer and venue operator should immediately 

isolate the participant based on the contingency plan and standard operating procedures (SOP) 

in place. The local health authority should be notified to arrange hospitalization for the suspected 

case. The format of the meeting, number of participants and the epidemic situation should be 

taken into consideration. If necessary, the public gathering can be adjusted, postponed, or 

cancelled to avoid cluster infection or spread of the epidemic pending discussions with the local 

health authority. 

•	SOP and Practice Drills for Emergency Readiness

The meeting organizer is suggested to work with the venue operator to formulate contingency 

measures, including an SOP for emergency isolation, reporting, and hospitalization in the event 

of infection. The organizer should clearly define the responsibilities and scope of authority to 

avoid disagreement or gaps in the operational approaches of different parties, which could 

lead to an infection control breach. It is suggested that the epidemic prevention team carry out 

multiple education and training sessions in advance for temporary epidemic prevention staff 

on site (such as staff at the entrances and exits and those responsible for promoting epidemic 

1.2 Principles of Implementing Epidemic Prevention Measures for Different Meeting Phases
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prevention measures), ensuring that they understand the principles and standard operating 

procedures.

•	Escort Suspected Case to Isolation Room

It is suggested that the meeting organizer and the venue operator prepare a temporary isolation 

room, dedicated routes for entering and leaving, as well as protective equipment (such as 

masks, gloves, and hand sanitizers) in the event a participant shows symptoms and requires 

emergency isolation and reporting. In addition, to reduce the risk of infection, it is suggested that 

the routes for people entering and leaving the isolation room be planned based on the principle 

that the infected have the least contact with others. 

•	Prepare Sufficient Medical Supplies and Personal Protective Equipment

Staff in the isolation room must wear personal protective equipment (PPE) while escorting 

participants or staff who are unwell to the isolation room. An appropriate physical distance must 

be maintained while confirming their personal details. In case of symptoms, the CECC should 

be immediately notified, or a medical institution nearby must be consulted and proceed as 

instructed.

•	Medical Staff On Call

It is suggested that the meeting organizer allocate an appropriate number of medical 
professionals in line with the scale of the meeting in case of an emergency.

 

•	Contact the Nearest Medical Institution

The contact system of the local health authority should be set up in advance to confirm the 
procedures when help is needed in the event of an emergency.

1.2 Principles of Implementing Epidemic Prevention Measures for Different Meeting Phases



1.2.3  Post-meeting Phase

A. Assist Central Authority with Contact Tracing

The organizer should continue to comply with the regulations of the CECC and the Ministry 
of Health and Welfare (MOHW). If any participant or staff member is suspected of being 
infected, the organizer should maximize support for the medical institution by providing relevant 
information to prevent the spread of the epidemic.

 

B. Post-meeting Review and SOP Revision

A general post-meeting review on the feasibility, execution and real-life experience of the 
epidemic prevention measures should be conducted, with the SOP during the preparatory phase 
revised for future reference.

 

C. Health Management Plan for Staff

A health monitoring plan should be formulated and executed for all staff of the meeting organizer, 
venue operator, catering, and audio-visual team (temporary staff included). Any abnormality 
should be reported and tracked immediately.

301.2 Principles of Implementing Epidemic Prevention Measures for Different Meeting Phases
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Chapter

For the 
Exhibition 
Organizer
2.1 Epidemic Prevention Planning 

and Risk Assessment 
Epidemic prevention planning and risk 
assessment are suggested to include floor 
plans, feasible schedules, and a safety 
assessment of participants.

2.2 Principles of Implementing 
Epidemic Prevention Measures 
During All Exhibition Phases 
Principles of implementing epidemic 
prevention measures during all phases of 
the exhibition include working details for 
pre-exhibition, during the exhibition, and 
post-exhibition.

II
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II For the Exhibition Organizer

2.1 Epidemic Prevention Measures Planning 
and Risk Assessment

The exhibition organizer is suggested to consider the latest pandemic development at home 
and abroad, subject of gathering, and participant profile to develop risk assessment. Whenever 
necessary, the competent authority in charge of public gatherings and local health authorities 
should be involved in this discussion.

2.1.1  Floor Plans and Capacity Risk Assessment

A. Exhibition Venue Ventilation

The exhibition organizer is required to check the adequacy of ventilation, which can reduce 
the risk of contagion spread, especially for outdoor events. For indoor events, organizers are 
suggested to work with venue management to jointly monitor the ventilation system and carbon 
dioxide concentration, as well as implement ventilating and disinfecting on a daily basis. In 
addition, to enhance ventilation, the ventilation system is suggested to run at its highest setting 
and windows and safety doors should remain open.

•	Advice for Indoor Events:

ff Keep gates and widows open as long as possible for the sake of ventilation; otherwise, 
gates and windows should be opened at least two times per hour if not open all the time.

ff Open-loop control of the ventilation system is suggested to be used in indoor spaces that 
lack windows; if closed-loop control of the ventilation system is used, HEPA (high-efficiency 
particulate air) filters are highly recommended to be used with the system.

1.5 meters indoors 
and 1 meter outdoors

2.1 Epidemic Prevention Measures Planning and Risk Assessment
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II For the Exhibition Organizer

B. Number of Participants and Capacity

Indoor and outdoor events require a maximum limit of participants  based on capacity to ensure 
people can maintain social distancing of 1.5 meters indoors and 1 meter outdoors. The shorter 
the distance, the higher the epidemic infection risk. Hybrid use of indoor and outdoor space is 
encouraged to facilitate ventilation and maintain social distancing.

C. It is Suggested to Provide a Floor Plan for Each Zone Indicating the Indoor 
Space Size, Maximum Number of People Allowed, Epidemic Prevention 
Sanitary Facilities, Social Distances, and Pedestrian Routes

For safety reasons, social distancing measures should be implemented at the venue. It is 
recommended to make floor plans available for each zone where there are promotional 
materials, entrances and exits with access control, registration desks, information desks, and 
medical rooms. The venue area and maximum number of people allowed should be clearly 
indicated for reference.

 

 D. Pedestrian Routes Within Venues and Risk Assessment

Each venue shall have its own independent entrance and exit. Pedestrian routes for both visitors 
and exhibitors inside and outside the venue should be planned in advance to enable staff to 
maintain social distancing, with one-way direction flow to avoid crowd clustering. Alternative 
pedestrian routes for immediate evacuation are suggested as well in case the venue is too 
crowded.

1.5m

1.5m

1.5m

•	Floor Map Indicating Venue Pedestrian Routes

2.1 Epidemic Prevention Measures Planning and Risk Assessment
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Reminder

Many epidemic prevention measures are strict in planning but difficult to implement. Organizers 
are allowed a certain degree of flexibility depending on feasibility.

2.1.2  Schedules and Risk Assessment

The longer the event, the higher the risk. The event organizer is suggested to consider 
shortening the duration to reduce risk of infection.

 

2.1.3  Safety and Risk Assessment

 

A. Risk of Being Unable to Maintain Social Distancing

In areas where people crowd or stand in line, people are asked to maintain social distancing.

B. Industry Characteristics and Risk Assessment

It is suggested to adjust the implementation of on-site activities according to different industry 
characteristics to reduce infection risk. For example, culinary exhibitions should prohibit trial 
tasting from serving trays and instead offer pre-packaged samples to reduce infection risk. 
Another example is an exhibition focused on the silver/seniors industry. Because a high 
percentage of elderly participants are at higher risk, entry should only be open to those who are 
free of chronic diseases.

2.1 Epidemic Prevention Measures Planning and Risk Assessment
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II For the Exhibition Organizer

2.1.4  Make Epidemic Prevention Supplies Available

Make epidemic prevention supplies available, such as masks, hand sanitizers, and alcohol 
spray, in case participants who have no masks wish to enter the venue.

Mask Alcohol Spray BottleHand Sanitizer

2.1 Epidemic Prevention Measures Planning and Risk Assessment
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II For the Exhibition Organizer

2.2 Principles of Implementing Epidemic 
Prevention Measures for Different 
Exhibition Phases

2.2.1  Prior to the Exhibition

A. Communication Policy for Safety Measures

According to Central Epidemic Control Center (CECC) recommendations, the exhibition 
organizer should inform exhibitors, buyers and participants of epidemic prevention measures, 
and regulations should be in Mandarin Chinese, English, and relevant foreign languages prior to 
the event for domestic and foreign participants to be aware of.

•	Promote Epidemic Prevention Measures to Exhibitors and Visitors

ff Prior to the exhibition, the organizer should hold an online epidemic prevention briefing 
detailing epidemic measures for all persons who will enter the event venue. The organizer 
should state that if epidemic prevention measures are not followed at the venue and 
communication with on-site staff proves to be unsuccessful, the individual’s right to attend 
the exhibition can be revoked.

ff The organizer can take advantage 
of channels such as the exhibition’s 
official website, SMS, newsletters, 
advertisements, printed promotional 
mater ia ls ,  soc ia l  media ,  and 
webs i tes  o f  co-organizers  to 
promote the measures.

ff H o l d  p r e - e x h i b i t i o n  o n l i n e 
br ief ings to expla in epidemic 
prevention measures to domestic  
and internat ional  buyers and 
participants, aiming to ensure safe 
participation.

2.2 Principles of Implementing Epidemic Prevention Measures for Different Exhibition Phases
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II For the Exhibition Organizer

•	Health Education Promotion

ff According to CECC recommendations, people with severe infectious diseases should 
immediately seek medical attention and recuperate at home while avoiding gatherings. 
Those with a fever should avoid gatherings for at least 24 hours after they show no fever 
without the use of antipyretic medicine. Participation should be avoided on the day of the 
gathering if the criteria are not met. The organizer can refuse entry or isolate people with 
symptoms on the day of the meeting.

ff Participants are advised to wash hands regularly with soap and water or sanitize them with 
an alcohol-based hand sanitizer. It is important to wash hands immediately after coughing, 
sneezing, or using the restroom, especially for those whose hands have come in contact 
with bodily fluids, including saliva, mucus, urine, or fecal matter. In addition, try to avoid 
touching your eyes, nose, and mouth.

•	Promotion of Epidemic Prevention 
Measures and Health Education at 
Public Facilities

ff Banners, public signage, electronic 
signage, and TV screens located 
at meeting venues, main entrances 
and exi ts ,  in format ion desks, 
registration desks, and the like can 
serve as constant reminders of 
epidemic prevention measures for 
exhibition participants.

ff Highlight the controlled pedestrian 
r o u t e s ,  e n t r a n c e  a n d  e x i t s , 
registration desks, and medical 
rooms on event maps and guides 
to serve as reference for exhibition 
participants.

2.2 Principles of Implementing Epidemic Prevention Measures for Different Exhibition Phases
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•	Set up Communication Channels for All Parties Involved 

Epidemic prevention requires cooperation from all parties involved. It is suggested that the 
exhibition organizer work with various competent authorities (such as representatives of 
the county or city government’s epidemic prevention department where the meeting is held, 
representatives of the Ministry of Health and Welfare and the CECC, representatives of the 
epidemic prevention team of the venue, and representatives of medical institutions in the 
neighborhood) to set up communication channels to facilitate reporting, staying up-to-date with, 
and responding to the situation.

B. Pre-exhibition Disinfection Protocol

The exhibition organizer and the venue operator should implement regular disinfections.

•	The exhibition organizer should require contractors, such as the disinfection crew and booth 
design teams, to implement regular disinfection on public facilities and interior design objects 
during the venue rental period.

•	The venue operator should implement regular disinfection in public areas, meeting venues, 
and on equipment such as microphones, desks, and chairs to reduce risk of infection.

C. Set up Contingency Measures and Epidemic Prevention Teams

•	It is suggested that the exhibition organizer and the venue operator jointly formulate 
contingency measures, including an SOP to implement emergency isolation, reporting, and 
hospitalization of people who show symptoms of infection. These joint measures should 
ideally detail the responsibilities and scope of authority to avoid disagreement or gaps in the 
operational approaches of different parties, which could lead to an infection control breach.

•	The exhibition organizer and the venue operator are suggested to jointly set up an epidemic 
prevention team dedicated to epidemic prevention tasks, as well as request other staff to 
cooperate. In addition, the epidemic prevention team should conduct drills of contingency 
measures prior to the meeting to ensure appropriate response in the event of an emergency.

•	The exhibition organizer is suggested to hold education and training sessions in advance of 
the event for temporary epidemic prevention staff on site (such as staff at the entrances and 
exits and those responsible for promoting epidemic prevention measures), ensuring that they 
understand the principles and standard operating procedures.

2.2 Principles of Implementing Epidemic Prevention Measures for Different Exhibition Phases
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II For the Exhibition Organizer

D. Temporary Isolation Room and Medical Supplies

•	The exhibition organizer is suggested to work with the venue operator to prepare an isolation 
room, dedicated routes for entering and leaving, as well as protective equipment (such as 
masks, gloves, and hand sanitizers) in the event that a participant shows symptoms and 
requires emergency isolation and reporting. In addition, to reduce the risk of infection, it is 
suggested that the routes for people entering and leaving the isolation room be planned 
based on the principle that the infected have the least contact with others.

•	Medical staff on call: it is suggested that the exhibition organizer allocate an appropriate 
number of medical professionals in line with the scale of the exhibition in case of an 
unexpected surge of people or emergency.

E. Plan the Time and Routes for Arrival and Departure for Exhibitors and Vendors

The exhibition organizer is suggested to reduce the risk of cluster infection caused by exhibitors 
and vendors arriving at and leaving the venue at the same time by planning the times and 
sequence in advance. The time needed to complete the task for each exhibitor and vendor 
should be minimized for the purpose of crowd control.

•	Require temperature check and hand disinfection prior to entry. 

•	Arrange exhibitors and vendors to arrive and leave the venue at different times.

•	Encourage exhibitors to simplify booth design to shorten construction times.

F. Organizer Suggested to Have Substitute Support Staff Ready in Event of 
Emergency

2.2.2  During the Exhibition

A. On-site Safety Measures

•	Registration Procedures

ff Carefully plan registration queue area to maintain social distancing; encourage electronic 
badge exchange.

ff Prior to admission, mandatory temperature checks, mask-wearing, and hand disinfection 
with alcohol.

2.2 Principles of Implementing Epidemic Prevention Measures for Different Exhibition Phases
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•	Arrange Traffic Flow Plan for Registration Area

For large B2B exhibitions and consumer exhibitions that attract mass buyers and visitors that 
must stand in a line on the opening day, it is difficult to maintain social distancing. The exhibition 
organizer should designate queuing directions and clearly mark safe standing distances to 
ensure proper social distancing. The organizer is suggested to send staff to usher visitors as 
necessary.

 

•	 Mandatory Temperature Check, Mask-Wearing, and Hand Disinfection Before 
Entry

ff The organizer is suggested to set up one-way entrances and exits, and staff members 
at all entrances and exits to do temperature checks or use thermal imaging (including all 
entrances and exits of the venue and parking lot elevators). Staff should regularly disinfect 
the thermometers with alcohol, and ask people who enter the venue to follow CECC’s 
regulations by wearing a mask.

ff Staff who manage the entrances and exits are suggested to wear medical latex gloves and 
replace them regularly to reduce risk of exposure.

2.2 Principles of Implementing Epidemic Prevention Measures for Different Exhibition Phases
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II For the Exhibition Organizer

•	Sufficient Epidemic Prevention Supplies and Recycling Containers

ff To facilitate hand hygiene for participants, the venue operator or the organizer should 
make alcohol or other disinfectants available in public areas at the venue. The supplies 
should be regularly replenished to reduce the infection risk.

 

ff A sufficient number of enclosed waste recycling containers should be available at the 

venue. Epidemic prevention staff are suggested to keep an eye on the containers and ask 

people to dispose of waste that poses risks of infection, such as masks and tissues, in 

designated spots or outside the venue. These measures prevent infection that could be 

caused by participants disposing of objects with the risk of infection at the venue.

•	Remind Visitors and Exhibitors to Pay Attention to Hygiene at All Times

ff It is suggested to implement regular public announcements or staff with hand placards to 

remind visitors and buyers to disinfect their hands, wear masks at all times, and maintain 

social distancing from those in front of or behind them during the exhibition.

ff Epidemic prevention staff are suggested to make rounds in the venue to assess if visitors 

and exhibitors are following epidemic prevention measures, and to remind or persuade 

people who fail to meet the standards with a soft approach. In addition, epidemic 

prevention regulations should be made available in Mandarin Chinese, English, or relevant 

foreign language if there are participants or speakers from abroad.

Mask-wearing Hand Sanitization  Temperature Check

2.2 Principles of Implementing Epidemic Prevention Measures for Different Exhibition Phases
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•	Conduct Daily Venue Disinfection

The organizer should work with exhibition operators to thoroughly disinfect and clean the venue 

after closing on a daily basis; areas include the indoor venue, halls, restrooms, faucets, corridors, 

elevator panels, escalator handrails, and frequently touched surfaces to reduce infection risk.

Diluted bleach (1% solution prepared with cold water on the day) or a sodium hypochlorite 

solution (500 ppm) can be used for disinfection. Let the mop or rag soak in the solution for 15 

minutes prior to cleaning, then use them to wipe and clean public areas.

Staff performing cleaning and disinfection should wear personal protective equipment (goggles 

and face shields are worn when necessary in addition to gloves, masks, hazmat suits, or 

waterproof aprons) to avoid disinfectant being splashed into the eyes, mouth, and nose.

B. Exhibition Organizer Should Monitor On-site Traffic and Direct Visitors to 
Enter at Different Times Whenever Necessary

•	It is suggested to extend the opening time to disperse traffic on the first day of the exhibition 
when more visitors are expected to come.

•	Implement regular public announcements to promote epidemic prevention measures or 
increase the number of staff in the venue for patrols.

2.2 Principles of Implementing Epidemic Prevention Measures for Different Exhibition Phases
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C. Epidemic Prevention Measures for Exhibition Booths

•	The number of people inside the booth should not exceed the recommended capacity.

•	Booth design and display should allow visitors to maintain social distancing.

•	Regular disinfection of the booth is suggested, and participants are advised not to touch 
displays. If something is touched by a visitor, disinfection should be performed immediately to 
reduce infection risk.

•	Encourage People to Use Electronic Payment for Consumer Exhibitions

ff It is suggested to encourage visitors and exhibitors of consumer exhibitions to use 
electronic payment tools like Line Pay, Taiwan Pay, Easy Wallet, and JKOPAY to reduce 
risk of exposure from cash changing hands.

ff If refreshments like tea or water are offered, they should be in sealed packaging.

Reminder

For specific epidemic prevention measures, refer to Chapter I : For the Meeting Organizer.

D. Matchmaking Meetings

•	Electronic business cards are recommended to reduce body contact.

•	Maintain social distancing.

Avoid Contact Environmental 
Disinfection

Social 
Distancing

Electronic 
Payment 

2.2 Principles of Implementing Epidemic Prevention Measures for Different Exhibition Phases
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E. Reduce Lunch and Dinner Receptions during Exhibitions While Paying 
Attention to Safety

•	To reduce the risk of infection, it is suggested the organizer execute only the essential part of 
the program (such as the opening ceremony, forums, and business conferences), remaining 
flexible on additional events that are likely to increase cluster infection risk. Cancellation or 
change of format is recommended for non-essential activities such as dinner receptions, 
exchange sessions, and pre/post-tours.

•	For essential activities, it is suggested to maintain social distancing between seats of at least 
1.5 meters to reduce infection risk.

•	Dedicated staff should be arranged to pass and disinfect microphones during the event to 
avoid cross-infection. People who use the microphones are suggested to wear masks to 
reduce the risk of contact infection.

 

F. Dining Restrictions

•	Reduce public dining facilities in the venue. 

•	Replace buffets with set menus or individually packaged meals. If a buffet, portions should be 
served by dedicated staff, not self-serve. 

•	It is suggested to arrange limited dining area space.

 

G. Luggage Storage

•	Marks can be placed on the floor to indicate proper social distance while queuing.

•	Staff should wear gloves and masks when handling luggage.

 

H. Emergency Response

If there are participants suspected to have contracted a severe infectious disease, the epidemic 
prevention teams of the exhibition organizer and venue operator should immediately isolate the 
participant based on the contingency plan and standard operating procedures (SOP) in place. 
The local health authority should be notified to arrange hospitalization for the suspected case. 
The format of the meeting, number of participants, and the epidemic situation should be taken 
into consideration. If necessary, the public gathering can be adjusted, postponed, or cancelled 

2.2 Principles of Implementing Epidemic Prevention Measures for Different Exhibition Phases
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to avoid cluster infection risk or spread of the epidemic pending discussions with the local health 
authority.

•	SOP and Practice Drills for Emergency Preparedness

The exhibition organizer is suggested to work with the venue operator to formulate contingency 
measures, including an SOP for emergency isolation, reporting, and hospitalization in the event 
of infection. The organizer should clearly define the responsibilities and scope of authority to 
avoid disagreement or gaps in the operational approaches of different parties, which could 
lead to an infection control breach. It is suggested that the epidemic prevention team carry out 
multiple education and training sessions in advance for temporary epidemic prevention staff 
on site (such as staff at the entrances and exits and those responsible for promoting epidemic 
prevention measures), ensuring that they understand the principles and standard operating 
procedures.

•	Escort Suspected Case to Isolation Room

It is suggested that the exhibition organizer and the venue operator prepare a temporary 
isolation room, dedicated routes for entering and leaving, as well as protective equipment (such 
as masks, gloves, and hand sanitizers) in the event a participant shows symptoms and requires 
emergency isolation and reporting. In addition, to reduce the risk of infection, it is suggested that 
the routes for people entering and leaving the isolation room be planned based on the principle 
that the infected have the least contact with others.

•	Prepare Sufficient Medical Supplies and Personal Protective Equipment

Staff in the isolation room must wear personal protective equipment (PPE) while escorting 
participants who are unwell to the isolation room. An appropriate physical distance must be 
maintained while confirming their personal details. In case of symptoms, the CECC should be 
immediately notified or a medical institution nearby must be consulted and proceed as instructed.

•	Medical Staff on Call

It is suggested that the exhibition organizer allocate an appropriate number of medical 
professionals in line with the scale of the exhibition in case of an emergency.

2.2 Principles of Implementing Epidemic Prevention Measures for Different Exhibition Phases
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•	Contact the Nearest Medical Institution

Epidemic prevention requires cooperation from all parties involved. It is suggested that the 
exhibition organizer work with various competent authorities (such as representatives of the 
county or city government’s epidemic prevention department where the exhibition is held, 
representatives of the Ministry of Health and Welfare and the CECC, representatives of the 
epidemic prevention team of the venue, and representatives of medical institutions in the 
neighborhood) to set up communication channels to facilitate reporting, staying up-to-date with, 
and responding to the situation.

2.2.3  Post-Exhibition Phase

A. Assist Central Authority with Contact Tracing

The organizer should continue to comply with the regulations of the Ministry of Health and 
Welfare (MOHW) and CECC. If any participant or staff member is suspected of being infected, 
the organizer should maximize support for the medical institution by providing relevant 
information to prevent the spread of the epidemic.

B. Post Meeting Review and SOP Revision

A general post-exhibition review on the feasibility, execution, and real-life experience of the 
epidemic prevention measures should be conducted, with the SOP during the preparatory phase 
revised for future reference.

C. Health Management Plan for Staff

A health monitoring plan should be formulated and executed for all staff of the exhibition 
organizer, venue operator, catering, and audio/video team (temporary staff included). Any 
abnormality should be reported and tracked immediately.

2.2 Principles of Implementing Epidemic Prevention Measures for Different Exhibition Phases



Chapter For the 
Visitor 
(Preparing to 
Participate in a 
MICE Event)
3.1 Personal Hygiene and Safety 

Instructions

3.2 Safety Guidelines Regarding 
Transportation and Accommodation 
for Arriving Visitors

3.3 Real-time Visitor Flow Monitoring 
at the Venue
This chapter provides personal hygiene 
and safety instructions for visitors, including 
epidemic prevention information for their 
arrival, transportation, accommodation, 
exhibition or meeting sites, as well as a 
reminder to check the latest information 
announced by the CECC. 

III



48

III For the Visitor (Preparing to Participate in a MICE Event)

3.1 Personal Hygiene and Safety Instructions

A.  The visitor is suggested to pay attention to their health condition, such as checking body 
temperature. In case anything seems out of place and avoid attending MICE events and 
going to public places.

B.  Abide by Central Epidemic Control Center (CECC) regulations that include mask wearing and 
social distancing when attending MICE events. Upon entering a venue, follow the organizer’s 
arrangement for disinfection, temperature check.

3.2 Safety Guidelines Regarding    
Transportation and Accommodation for 
Arriving Visitors

3.2.1  Safety Measures for Arriving at the Airport

To ensure epidemic prevention safety, passengers entering the terminal must show the staff 
relevant certificates of non-infection. Please refer to the latest announcements issued by the 
CECC for information on current regulations.

3.2.2  Safety Measures for Public Transport

A. Passengers should wear masks at all times when taking public transportation, such as 
MRT, Taiwan Railway, and Taiwan High-speed Rail. Those without a mask are not allowed 

3.1 Personal Hygiene and Safety Instructions 
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III For the Visitor (Preparing to Participate in a MICE Event)

onboard and could face a fine from the local government between NT$3,000 and NT$15,000 
in accordance with Subparagraph 3, Paragraph 1, Article 70 of the Communicable Disease 
Control Act. Measures such as hand disinfection with 75% alcohol, body temperature check 
with infrared scanners, and social distancing must be followed upon entering the station. 
During the epidemic prevention period, passengers who need to refund or exchange tickets 
due to the suspension of trains can follow the guidelines announced by each transportation 
agency.

B. Epidemic prevention taxis: Each airport should have clearly marked pedestrian routes and 
procedures for taking an epidemic prevention taxi in line with CECC regulations. Guidance 
is provided in the terminal so those placed under home quarantine can proceed to the 
designated spot to take an epidemic prevention taxi from the airport. The Home Quarantine 
Notice has to be shown at the taxi stand so that the airport can keep track of information such 
as the passenger’s name and plate number in case further tracing is needed.

Please refer to the latest announcements issued by the CECC for information on current 
regulations. (Please refer to P.58 for the official website and QR Code of the Metro system in 
Taiwan.)

3.2 Safety Guidelines Regarding Transportation and Accommodation for Arriving Visitors
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3.2.3  Safety Measures for the Hotel

A. The Quarantine System for Entry, short for Passenger Health Declaration and Home 
Quarantine Information System (https://hdhq.mohw.gov.tw) is in full operation. Arriving 
passengers should  fill out a health declaration online prior to landing in Taiwan from abroad. 
Filling in advance information on your health and travel history will speed up passenger 
clearance upon arrival.

B. Arriving passengers face centralized quarantine or testing depending on whether they have 
visited key high-risk countries. To facilitate electronic tracking, each passenger must have 
a phone number from a Taiwanese telecommunications company and mobile device for 
declaration. Sharing the same number and device is only allowed in special circumstances, 
such as children under the age of 12 staying at the same quarantine location.

C. To cope with the rapidly growing number of people in home quarantine or isolation, the CECC 
formulated Guidelines for the Setup and Management of Quarantine Hotels for arriving 
passengers who have no fixed residence in Taiwan, those who cannot care for themselves, 
and those who cannot stay with their family during the quarantine or isolation period and 
therefore must stay at a quarantine hotel. The guidelines guarantee the rights of those 
undergoing home quarantine and isolation as well as epidemic control. Please refer to the 
latest announcements issued by the CECC for information on current regulations.

3.2 Safety Guidelines Regarding Transportation and Accommodation for Arriving Visitors
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3.2.4 Safety Measures for MICE Venues

Events and locations that involve exhibitions, meetings, large-scale events, arts and cultural 
activities, and dining and leisure activities should follow CECC instructions. Visitors should 
wear masks, and maintain social distancing. Upon entering the venue, follow the organizer’s 
arrangement for hand disinfection and temperature check.

Please refer to the latest announcements issued by the CECC and the venue for information on 
current regulations.

3.3 Real-time Visitor Flow Monitoring at the  
Venue

Exhibitions, meetings, and large-scale events are usually 
where a large number of people gather and are therefore 
deemed as high-risk. Participants can monitor the number of 
people in the venue through the following channels for risk 
assessment:

3.3.1  Google Map's Popular Times

This feature shows the average number of visitors at the 
venue on a given day.

3.2 Safety Guidelines Regarding Transportation and Accommodation for Arriving Visitors



3.3.2  Signs for Venue Capacity/ Visitor Flow Control

The number of people in a venue can be counted with a camera or counter. Access will be 
temporarily suspended if the number exceeds the maximum limit.

III For the Visitor (Preparing to Participate in a MICE Event)

523.3 Visitor Flow Monitoring at the Venue



4.1 Key Points for Epidemic 
Prevention at the Venue
Epidemic prevention teams from both the 
venue operator, contractor and MICE event 
organizer, precautions for the MICE event 
organizer, health management of venue 
staff, health guidelines, venue cleaning and 
disinfection, and contingency measures in 
case a confirmed case visits the venue.

4.2 Key Points for Implementing 
Epidemic Prevention Measures at 
Different Venues
As venues are located in different cities, they 
are requested to follow the latest information 
announced by the Central Epidemic Control 
Center (CECC) for implementing epidemic 
prevention measures.

For the
Venue

IV
Chapter
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IV For the Venue

4.1 Key Points for Epidemic Prevention 
at the Venue

4.1.1 Hold Coordination Meeting for Epidemic Prevention  
           Teams of Both the Venue Operator and MICE Event             
           Organizer

The organizer is suggested to formulate an epidemic prevention reporting procedure, conduct 
drills, and provide complete training for contingency measures to ensure that staff understand 
the principles and SOP for implementation.

4.1.2  Precautions for the MICE Event Organizer from the Venue  
            Operator

A. The organizer has to submit the following information to the local Department of Health prior 
to the event: an Epidemic Prevention Plan, a Large-scale Event Epidemic Prevention Plan 
Set-up Checklist for the venue.

B. The venue is suggested to constantly remind visitors and suppliers of hygiene measures.

C. Visitors and participants are encouraged to prioritize electronic payment for transactions at 
consumer shows.

4.1.3   Health Management and Hygiene Standards for    
             Employees of MICE Venues

A.  Health management for venue employees (including contractors of electrical, 
plumbing, air conditioning, audio equipment, security, catering, etc.): 

•	Inventory venue employees by making a list, then formulate a health monitoring plan and 
tracking mechanism in case of abnormality to ensure implementation of health monitoring 
measures.

•	It is encouraged that venue employees be scheduled to work on alternate days.

•	The venue should assign dedicated personnel to manage and ensure health monitoring for 
employees, as well as keep records of the body temperature and health monitoring results on 
a daily basis.

4.1  Key Points for Epidemic Prevention at the Venue
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IV For the Venue

•	If necessary, venue employees should receive regular rapid or other testing.

•	Venue employees who receive testing after medical evaluation due to a fever or other health 
conditions should follow post-testing regulations. After returning home from the medical 
institution for testing, they should stay home while waiting for the test result.

ff Those with a positive test result should stay home and wait for further instructions from 
public health personnel. Isolate yourself in your room, and avoid contact or sharing a 
bathroom with people in the same household. Be sure to wear a mask and pay attention 
to hand hygiene. If medical attention is required, it is forbidden to travel by public 
transportation.

B.  Hygiene standards of venue employees (including contractors of electrical, 
plumbing and air conditioning, audio equipment, security, catering, etc.):

•	Enhance epidemic prevention education and training for venue employees to make relevant 
measures a part of everyday life.

•	Venue employees should wear masks and wash their hands frequently throughout the 
duration of the event.

•	Wear gloves when necessary and also practice hand hygiene.

•	Disposable masks should be properly discarded after each use or when they are no longer 
clean. They should not be reused.

•	Rub your hands for at least 20 seconds when performing hand hygiene.

•	Provide adequate supplies for cleaning and disinfection (hand soap, paper towel, etc.).

4.1.4  Cleaning and Disinfection at the Venue

•	A plan for cleaning and disinfection should be formulated with the execution status recorded 
to ensure systematic and regular cleaning of all premises, equipment, and utensils. The plan 
should include details on cleaning, disinfection (including standard procedures and methods 
for disinfection), vector control (including the scope, items, and frequency), and the personnel 
responsible for various tasks.

•	Clean and disinfect the venue at least once a day (after closing time).

4.1  Key Points for Epidemic Prevention at the Venue
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•	Clean and disinfect restrooms on a daily basis. Frequency must be increased with frequent 
use. Faucets, toilet levers, and hand soap pumps should also be cleaned and disinfected.

•	The venue should be properly ventilated at all times. Air conditioners should regularly perform 
fresh air ventilation operations to accelerate indoor air circulation.

•	It is suggested to set up infrared thermometers at the entrance throughout the duration of the 
event.

•	It is suggested to set up epidemic prevention checkpoints to check participant temperatures 
and whether they are wearing a mask prior to admission.

•	Signs can be placed on the floor of elevators and escalators for social distancing purposes.

4.1.5  Contingency Measures for Con�rmed Cases at the Venue

Venue operators should have an effective daily management system in place. If a confirmed 
case has visited the venue, local and central competent authorities must be informed so they 
may facilitate subsequent contact tracing by the health authority. The following measures should 
also be taken:

A. A list should be made with all event personnel at the venue, and they should be informed to 
comply with contact tracing measures. Staff who may have had contact with the confirmed 
case should be notified to suspend work, stay home, and wait for further instructions from 
the health authority based on known information, for example the confirmed case’s tasks and 
times at work. The confirmed case’s privacy should be respected throughout the process.

B.Businesses can only be reopened with the venue should be closed for cleaning and 
disinfection. 

C.Those who are classified as close contacts  (including close contacts and non-close contacts) 
with confirmed cases must be dealt with in accordance with the response measures 
announced by the Central Epidemic Command Center of Taiwan (CECC).

D. Increase the frequency of cleaning and disinfection at the venue to at least twice a day.

E. Other matters to be coordinated as instructed by the competent health authority.

4.1  Key Points for Epidemic Prevention at the Venue
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4.2 Key Points for Implementing Epidemic 
Prevention Measures at Different Venues

As venues are located in different cities, they are requested to follow the latest information 
announced by the CECC for implementing epidemic prevention measures. Visitors are 
also encouraged to check the official website of each venue to stay updated with the latest 
information.

Taipei World Trade Center
www.twtc.com.tw/en/e-index.aspx

Taipei Nangang Exhibition Center, Hall 1
www.tainex.com.tw/en/

Taipei Nangang Exhibition Center, Hall 2
www.tainex.com.tw/en/

Taipei International Convention Center
www.ticc.com.tw/main_en/

Kaohsiung Exhibition Center
www.kecc.com.tw

ICC Tainan
www.icctainan.com

4.2 Key Points for Implementing Epidemic Prevention Measures at Different Venues
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Taiwan Railway
https://tip.railway.gov.tw/tra-tip-web/tip?lang=EN_US

Taiwan High Speed Rail
https://en.thsrc.com.tw/

Metro Taipei
https://english.metro.taipei/

Metro Taoyuan
https://www.tymetro.com.tw/tymetro-new/en/index.php

TMRT (Taichung Mass Rapid Transit)
https://www.tmrt.com.tw/eng

Kaohsiung Metro
https://www.krtc.com.tw/eng/

Traffic instructions for inbound passengers
https://www.taoyuan-airport.com/main_en/docdetail.aspx?uid=4010&pid=4010&docid=39435

Appendix

The Official Website and QR Code of the Metro System in Taiwan

Appendix


