wxd THE UNIVERSITY

Event Safety Checklist

The Event Safety Checklist should be kept on file and available on request.

1 - Event Details

Event date

Event name

Event location

Event type

Estimated Attendees

Start time Finish Time

2 - General
Ihavereadthe eventsummaryand all health and safety documentsrelating tothe delivery ofthe eventincluding
the hazard analysis. Yes/No

lam aware of the Accident/Incident reportingprocess. Yes/No

I have advised the UniSafe Control Room (security) that the event s taking place. Yes/No
Whatisthetelephone numberofthe UniSafe ControlROOM (SECUNLY)?.......ooiriiiiiiiieiie e
Where are the NEAIESE TOIMBIS? ..ot b bbbt bbbt b et en e

3 -Service of Alcohol

Is alcohol beingservedorconsumed (if NO go to section 4)? Yes/No
Is theservice of alcohol operated under aliquor licence? Yes/No
Isthe correctservice of alcohol signage is displayed? Yes/No
Who is responsible for the Service 0f @lCONO0I? ..o
NAME ON lICENCE: ... e Date of license expiry: ....ccccocveeerereeneieseenens
NAME OF DULY MANAGEI(S) .. vevreveitertirtesietise et e st et e st e e teste st e et esaetestesbestesaeseebesbessebe s e s esease st esaeseebeabeseebeseesaeseabestesreseenens

4 - Service of Food
Isfoodbeing servedorpresent (ifNO goto section5)? Yes/No

Who is responsible for the service of f00d and fOOd SAELY? .........cccvieiiiiriei e
INBIME OF CBIEBTEL. ...t bbb E bbb s bbbt e bbbttt en et

Where is the nearest SINK fOr FOOU NANAIEIS?. ... ...ttt et et et e e s s ettt eeesea e eteeesaaesrareeeeessrrereeerees
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https://www.auckland.ac.nz/en/health-safety-wellbeing/report-concerns-hazards/reporting-procedures.html

5 - Fire, Evacuation and First Aid
Areallexitsignsvisible? Yes/No

INAME OF NEAIESE FITST ATGBI? . vveie e ettt ettt e e et e e st e e s sttt esstteesseteeeesatbeee s e sbeesabbeeessasbeeesaabeeessasbeeesaabeeessasbeesasbeeessannes
WHETE IS The NEAIESE FIFSE AL KIT?. ... iiiiiieeeeeeit et ettt et e ettt e e e e e ettt eeesee s eetee s s ettt eeeeese s e eeeeeesssassaseeeeeseareeeessnananes
WHETE IS the NEAIEST AEIIDIIIALON?. .....eeeee e ettt e ettt et e e e e e e et e e e e ses b eeeeeeessa e s e e eeesssesennrareessannnreees

What is the alarm Sound fOr AN EBVACUALIONT. ......iieeeeeieeee et e ettt e e e ettt e st e se e eeessass e eeeeeessssesereeeeessans

Who is responsible for announcing an EVACUBLIONT ............ooioiiiieieie ettt sttt re e eneesaeeneeneeneenaenneens
Where is the nearest fire @XtiNQUISNE OF NOSE? .......oiiiiiiie ettt e e sae s eresreanee e e
Where is the assembly point in Case Of EVACUALIONT............cooiii ittt eneeseeeneas
Name(s) of deSigNAted fire WAITAEN(S)? .....cviie ettt ettt e et e s te et e s be s beesbesbeabeeteesbestesbesreeneenee e

6 - Slips, Trips, Falls and Hazards

Have all visible fall hazards been mitigated? Yes/No
Have all visible trip hazards been mitigated? Yes/No
Areallfireexitsandegressroutesare clearofobstruction? Yes/No
Allthose operating equipmentare trainedtodo so. Yes/No
All other Health and Safety hazards not previously identified have been mitigated. Yes/No
7 - Other

People Name Contact number

Event Manager

Event Owner

Event Compliance Officer

Notes/Comments:

8 - Declaration

Iconfirmthatthiseventissafetoproceedandthatallreasonable measures havebeenputinplacetoensurethe health, safetyandwellbeing
ofany person present(inattendance, adjacenttoandworking atthe event).lunderstandwhattodointhe eventofaninjury, fire, evacuation
or other incident which may affect the health safety and wellbeing of any person during the event.

SIgNALUIe: ...
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https://www.youtube.com/watch?v=OSVP0BMw4Ek
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