
1️⃣ SOP Title
Lighting Setup SOP – Event Illumination Planning, Installation & Safety Procedure
2️⃣ Department
Banquet / Events
(Co-ordination: Engineering, AV Team, Décor Vendor, Security)

3️⃣ Purpose
To establish a structured lighting setup procedure to ensure:
· Proper illumination for event type
· Safe electrical installation
· Enhanced ambience and visual appeal
· Clear visibility for guests and speakers
· Prevention of electrical hazards
Lighting must support the event theme while maintaining safety.

4️⃣ Scope
Applicable to:
· Weddings
· Conferences
· Award ceremonies
· Product launches
· Cocktail events
· Social gatherings
Applies to:
· Engineering Team
· AV Technician
· Banquet Supervisor
· Décor Vendor

5️⃣ Responsibility
	Position
	Responsibility

	Banquet Supervisor
	Confirm lighting requirement

	Engineering
	Install electrical setup

	AV Technician
	Adjust lighting effects

	Security
	Ensure safe cable routing



6️⃣ Step-by-Step Procedure

PART A – REQUIREMENT REVIEW

A. BEO & Event Analysis
1. Review approved BEO.
2. Identify event type (formal, wedding, party).
3. Confirm stage lighting requirement.
4. Confirm ambient lighting preference.
5. Confirm special effects (spotlight, mood lighting).

PART B – EQUIPMENT PREPARATION

B. Inventory Check
1. Inspect LED lights and fixtures.
2. Check dimmer panels.
3. Verify cables and connectors.
4. Ensure sufficient extension boards.
5. Keep backup lighting units ready.

PART C – INSTALLATION

C. Fixture Placement
1. Position stage lights at correct angle.
2. Install spotlights focused on podium/stage center.
3. Set ambient lights evenly across hall.
4. Ensure no direct glare on guests.
5. Maintain balance between brightness and comfort.

PART D – ELECTRICAL SAFETY

D. Wiring & Load Check
1. Check power load capacity.
2. Avoid overloading circuits.
3. Secure all cables with proper covering.
4. Ensure earthing is intact.
5. Keep wiring away from water sources.
Safety check is mandatory before testing.

PART E – TESTING & ADJUSTMENT

E. Illumination Testing
1. Switch on all lighting fixtures.
2. Adjust brightness levels.
3. Test spotlight movement (if applicable).
4. Ensure screen visibility not affected.
5. Confirm emergency lighting operational.

PART F – DECOR COORDINATION

F. Visual Alignment
1. Coordinate lighting color with décor theme.
2. Avoid blocking decorative elements.
3. Confirm backdrop lighting alignment.
4. Ensure no overheating near fabric.

PART G – REHEARSAL CHECK

G. Trial Run
1. Conduct lighting test during rehearsal.
2. Adjust spotlight for speakers.
3. Confirm dance floor lighting (if required).
4. Finalize dimming sequence for program flow.

PART H – EVENT MONITORING

H. During Event
1. Monitor brightness during speeches.
2. Adjust lighting for performances.
3. Respond immediately to flickering issues.
4. Ensure stable power supply.

PART I – SHUTDOWN PROCEDURE

I. Post-Event
1. Switch off lights systematically.
2. Allow fixtures to cool before removal.
3. Coil cables properly.
4. Store equipment safely.
5. Report any damage.

PART J – FINAL INSPECTION

J. Safety Confirmation
1. Inspect hall after equipment removal.
2. Confirm no exposed wires left.
3. Document equipment condition.
4. Inform Engineering of required repair.

7️⃣ Do’s and Don’ts
Do’s
✔ Follow approved lighting plan
✔ Maintain safe wiring
✔ Test brightness levels
✔ Keep backup lights ready
✔ Monitor during event
Don’ts
✘ Don’t overload circuits
✘ Don’t block emergency exits
✘ Don’t leave loose cables
✘ Don’t ignore overheating
✘ Don’t delay testing

8️⃣ Operational Standards
· Lighting setup completed before guest arrival
· All fixtures tested
· Emergency lights operational
· No exposed wiring
· Supervisor approval obtained

9️⃣ Escalation Matrix
	Situation
	Escalate To

	Electrical issue
	Engineering

	Equipment failure
	AV Technician

	Safety hazard
	Security

	Vendor-related issue
	Banquet Manager

	Power overload risk
	Engineering



🔟 Documentation / Records Required
· BEO Copy
· Lighting Setup Checklist
· Electrical Safety Log
· Equipment Inventory Record
· Testing Confirmation Sheet
· Incident Report (if applicable)

1️⃣1️⃣ Common Mistakes to Avoid
· Poor lighting angle causing glare
· Not testing before event
· Overloading electrical lines
· Ignoring cable management
· Weak coordination with décor team
· No backup lighting available


