Community CVS Information Sheet



  


L6a Venue Hire Risk Checklist











Below is a useful checklist to be used when hiring venues for your activities, to reduce the risk of accidents and to ensure you are following health and safety rules and regulations.








Entrance


Is it accessible to everyone?


Does it need to be locked during meetings?


Who has the key during meetings?


Is there a security light? Where is it?


Where do people wait to collect attendees if appropriate?





Exits


Where are the fire exits?


Are the fire exits unlocked and clear of obstructions?


Where can attendees wait to be collected if appropriate?





Fire


Is there a fire alarm?


Where are the fire extinguishers?


Do you know the difference between fire extinguishers for different types of fire? 


Do you know how to use an extinguisher?	


Where is the assembly point?





Kitchen


How is the water heated?	


How hot is the tap water?


Are there any hazards to attendees or to other members of your group?





Hall


How many people will the hall hold comfortably?


Are there any danger areas? For example:


                                    Radiators


                                    Low windows


                                    Stages


                                    Stairs/steps


Can the chairs and tables be stacked out of the way?





Open spaces


Where are the boundaries?


Are there any no-go areas?


Are there any major roads near the meeting place?





If, after you have carried out the safety check, you have concerns about the building or the area, contact the appropriate person, for example the caretaker or key holder, or the management committee. 









