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Organising and Hosting Safe Events
Pre – Event Safety Checklist (Form S26b)
This checklist is designed to enable organisers of events to carry out a safety inspection immediately prior to the start of an event. 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.
	Access / egress

	1.1
	Are entrance/exits free from obstruction?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	1.2
	Are staff/stewards in place?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	1.3
	Can emergency vehicles gain access?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	1.4
	Are pedestrians segregated from vehicles?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	1.5
	Are security arrangements in place?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	1.6
	Have adequate signs/information been provided?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	2.
	Attractions/Activities/Structures

	2.1
	Have all structures been completed, e.g. staging, seating, lighting, marquees?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	2.2
	Where required, have all structures been inspected and approved by a competent person?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	2.3
	Are all activities/attractions been checked and sited in accordance with the site plan?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	2.4
	Have all potentially hazardous activities/equipment been adequately fenced as required?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	2.5
	Have all contributors supplied evidence of their risk control measures?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	2.6
	Have any unanticipated hazards been introduced?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	3.
	Location/Venue

	3.1
	Are there any obvious hazards relating to the venue e.g. trip hazards, unstable objects/furniture/fittings, poor lighting etc.?
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	     


	3.2
	Have site specific hazards been adequately addressed e.g. water features, steep slopes, wet grass etc?
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	     


	4.
	Welfare, Catering and Stewarding

	4.1
	Are toilets clearly sign posted?
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	     


	4.2
	Are sufficient and adequate waste bins in place?
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 

	     


	4.3
	Are caterers sited in accordance with the site plan?
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 
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Pre – Event Safety Checklist (FormS26b) cont’d

	Ref:
	Issue
	Yes
	No
	N/A
	Comments


	5.
	First-Aid

	5.1
	Are first aid facilities in place?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	5.2
	In considering the activities, numbers, types and groups attending, will it be necessary to arrange first-aid provision in addition to that which Security Services can provide?
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	     


	6.
	Communications between Staff

	6.1
	Have communications systems been tested and working?
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	     


	6.2
	Where necessary, have the relevant security supervisors been briefed?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	7.
	Traffic movements

	7.1
	Are arrangements for on-site traffic movements in place?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	7.2
	Where necessary, are stewards in place for monitoring car parking?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	8.
	Equipment & Services

	8.1
	Has electrical equipment been checked/certified?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	8.2
	Are arrangements in place for summoning emergency trades if required urgently?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	8.3
	Are compressed gas cylinders secured?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	8.4
	Where flammable or asphyxiating compressed gases will be used, has a risk assessment been carried out?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	9.
	Conditions of Contract

	
	Where a let is taking place, are the conditions of contract being adhered to?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	10.
	Contingency Plans

	
	Have current weather conditions created new hazards to be addressed?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	11.
	Emergency Planning

	
	Has the emergency plan been communicated to those who need to know?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	12.
	Fire Safety

	12.1
	Are all break-glass call points clearly visible?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	12.2
	Is the fire-fighting equipment in place?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	12.3
	Have exhibitors, performers etc. been fire safety induction information?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     



	Inspection team:      




Signatures:      

	Date and time of inspection:      
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