wxg THE UNIVERSITY

Event Safety Checklist

1 - Event Details

Event date

Event name

Event location

Event type

Estimated Attendees

Start time Finish Time

2 - General

Ihavereadthe eventsummary andall health and safety documentsrelating tothe delivery ofthe eventincluding
the hazard analysis. Yes/No
lamaware ofthe Accident/Incidentreporting process. Yes/No
I have advised the UniSafe Control Room (security) that the event is taking place. Yes/No

Whatisthetelephone numberofthe UniSafe ControlROOM (SECUNLY)? .......ooviiiiiiiiiiie e

3 -Service of Alcohol

Isalcohol beingservedorconsumed (if NO go to section 4)? Yes/No
Is theservice of alcohol operated under a liquor licence? Yes/No
Isthe correct service of alcohol signage is displayed? Yes/No
Who is responsible for the Service 0f @ICONO0I? .......cuv oo st e see e reenee e
NAME ON lICENCE: .. .ccvi i Date of license expiry: .....cccovvevvvevercvesesnenn
NAME O DULY MBNAGET(S) .- vvereetereeteeeteisteest ettt ettt s ettt e bbb btk b et b s b e e bt ekt b e e b et b et et b et et ennene e

4 - Service of Food
Isfood beingservedorpresent (ifNO gotosection5)? Yes/No

Who is responsible for the service of f00d and fOOd SAFELY? .........coiiiiiiiiiei e s
N BN Of GBI . eeeeee et e et e et e e e et e e e et e e e et eeeeaseeeeesaseeees s nseees s aseeeeansseeesaanseeesaneseeesanesteenaneseeenasneeeenasneeesnaneeeesnanreeens
Where is the nearest SinK fOr FOOU NANAIEIS?........eeie ettt e e e e ettt e e e e e et e e e s ee et e e e e nae e eeeeeeanene o

WHETE AIE the NEATEST TOIBIS? ...eviiiriiiiitiie ittt ettt e ettt e e ettt e s sttt e seaeeeesaseeeesasseeesasseeesaseeeessseeesaseeeesaseeeesaneesesanaees sebeesesneens
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5 - Fire, Evacuation and First Aid
Areallexitsignsvisible? Yes/No

NAME OF NEAIESTE FIrSE AIJRI? ... ettt et sttt s e s e bt s bt s Rt e st et e beebeebe e st et e sbesbeebeen £eneeneeneesteeres
Where is the NEAreSt fiIrSt @I Kit?........oouiiii ittt ettt te et et e be st e te et et e seeebeeneen £eneeneeseeenis
Where is the Nearest efiDNIIAIOI?. ..ottt et e te et e e s e bestes e sbeareensesesrenre s

What is the alarm sound fOr @N EVACUALIONT.........cciiiiiieiecece sttt e sta et e st esteeteesaesaesbesbeateenaeeestesreaneas
Who is responsible for annouNCiNg @n EVACUALIONT .........ocviiiiriiriieiiie et b et ene
Where is the nearest fire eXtinQUISNET OF NOSE? .....o.iiiiiiiie bbb
Where is the assembly point in Case Of EVACUBLIONT...........cociiiiiiiiie s sre e e ste e sae s ae e e sree e
Name(s) of designated fire WAIGEN(S)? ....ccviiieiiiie i e te e e et e s te e s re e be e s eeeseesseesaeesbeesteeseeesbeaneesneennees oo

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 trained to do 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 measureshave beenputinplacetoensurethe health, safetyand wellbeing
ofanypersonpresent (inattendance, adjacentto and working atthe event). lunderstand whatto dointhe eventofaninjury, fire, evacuation
or other incident which may affect the health safety and wellbeing of any person during the event.

SIgNAtUre: ..ooovviiieiii
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