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Organising and Hosting Safe Events



Post – Event Safety Checklist (Form S26c)
This checklist is designed to enable organisers of events to carry out a safety inspection once an event is over. It is advised that the inspection is carried out by at least two members of the organising committee.  Where high risk issues are identified, these should be addressed urgently, either to apply measures that will control the risks or to prevent exposure to the risk, for example by isolating the particular area in question. Please use in conjunction with ‘Guidance for Departments on Organising and Hosting Safe Events’
	Ref:
	Issue
	Yes
	No
	N/A
	Comments

	1.
	Vacation of Venue

	1.2
	Have all members of the public vacated the venue?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	1.3
	Have all exhibitors vacated the venue?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	1.4
	Have all caterers left the venue?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	1.5
	Have all vehicles left the venue?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	1.6
	Has the venue been cleared of all hazardous objects that could pose risk to future users?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	2.
	Attractions/Activities/Structures

	2.1
	Have all attractions/activities/structures been dismantled and removed?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	2.2
	Have temporary markers such as stakes, ropes, bunting, signs etc. been removed?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	2.3
	If structures are to be left overnight, are they in a safe condition, safe from vandalism and weather conditions?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	3.
	Equipment & Services

	3.1
	Has all equipment, including gas cylinders, been dismantled and removed?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	3.2
	Have all temporary electrical installations been isolated and made safe?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	4.
	Condition of Venue

	4.1
	Has any damage to facilities, buildings or grounds been reported? If so, report to Estates Management Helpdesk.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	4.2
	Has any damage been found during post-event inspection? If so, report to Estates Management Helpdesk.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	5.
	Waste Collection

	5.1
	Has all waste been collected satisfactorily?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	5.2
	Has all waste been removed from the site?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	6.
	Fire Safety

	6.1
	Is the fire-fighting equipment still in place?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	6.2
	Are fire extinguishers in good working condition e.g. not discharged or damaged?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	7.
	Accidents

	
	Were any accidents or incidents reported? If so, make a report on an S1 form and give it to the DSC.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     



	Inspection team:      




Signatures:     

	Date and time of inspection:      
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