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HEALTH & SAFETY CHECKLIST FOR ALL VENUES

This list is intended as a guide/prompt only.  There will be other items to be checked depending on the type of activity for the venue.

	Venue:
	

	Date of Visit:
	

	Visited By:
	

	Venue Representatives:
	

	Emergency Contact No:
	

	Activity:
	

	Room:
	


	Non MEDWAY COUNCIL Premises
	Comments
	Actions

	If you are using a property that is not owned by Medway Council you must obtain a copy of the current public liability insurance before the class starts
	
	

	Building/Room 
	
	

	Have you seen a copy of the building fire risk assessment, including Medway Council properties?
	
	

	Is the structure of the room sound?
	
	

	Is there adequate heating and ventilation?
	
	

	Is the room an appropriate size for the number of learners?
	
	

	Is there natural daylight, is there adequate lighting?
	
	

	Can you get ventilation in the room?
	
	

	Do the electrics appear sound?   (i.e. no broken switches, sockets etc).  Are all cables tied back?
	
	

	Is the room itself clean and tidy?
	
	

	Is anything stored in such a way that it could create a hazard?
	
	

	Are all gangways clear to allow free movement?  No trip hazards?
	
	

	Emergencies
	
	

	Is there adequate signage regarding emergency procedures, phone, first aid etc?  If not how are you going to inform staff and learners? 
	
	

	How many fire exits are there?
	
	

	Are the fire exits adequately signed, clear of obstructions and unlocked?
	
	

	Do you know where the meeting point is?
	
	

	Are appropriate fire extinguishers available and been checked within the last year?
	
	

	Who will be responsible for the site and how can they be contacted when the class is in session?
	
	

	Is there a phone available for emergencies?
	
	

	Is there a first aid kit available?
	
	

	Who is the first aider?
	
	

	What are the accessibility arrangements?
	
	

	In the Classroom
	
	

	Are you taking any equipment to use at the venue?  If this equipment is electrical does it have a current PAT?
	
	

	Is the equipment heavy?  How are you going to move it?
	
	

	If the equipment is to be used by the learners, has the tutor been trained in its use and will the tutor train the learners?
	
	

	Are substances or materials subject to COSHH going to be used in class?  How will these be transported and stored?
	
	

	Could these substances be replaced by other non-toxic materials?  If not has COSHH been obtained for the tutor?
	
	

	Are there any particular hazards in the venue e.g. Kitchen?
	
	

	Are you using the venue’s equipment?  Is it safe and have they agreed to its use?
	
	

	What type of fuel is used?
	
	

	If the activity is physical, is the room suitable and clear of floor obstructions?
	
	

	Facilities
	
	

	Check the toilets, are they suitable for adults and the number of learners?  Is there an accessible toilet?
	
	

	Can learners park on site?  If not is there parking nearby?
	
	

	Can learners obtain refreshments on site?  Will they be able to consume hot drinks where they buy them to avoid walking and spillage?
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