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RISK ASSESSMENT CHECKLIST: Hall Hire 

	Completed by
	
	Date

	Position
	
	

	
	
	


	What potential risks have you identified?


	Y/N
	Comment
	Accepted Y/N

	Business Processes
	
	
	

	Is there a Hall Hire procedure or form to cover the following?

·  Checking the history of the enquirer

· Copy of insurance received
·  What Permits required, if any.
· Ensuring hirers are aware of obligations including requirement to report any incidents

· Completed Hall Hire Contract

· Informing Hirer of terms, conditions and costs

· Booking entered in to SMS

· Issuing of key code

· Issuing and checking payment of invoices

· Filing of records

	
	
	

	OH&S Processes
	
	
	

	Is the place of assembly covered by an occupancy limitation certified as appropriate by a suitably qualified person?
	
	
	

	Are exit doors easily opened from inside?
	
	
	

	Are exit doors free from fittings that would obstruct egress?
	
	
	

	Do exits remain free from obstruction at all times? 
	
	
	

	Are exits in any way used as a cloakroom?
	
	
	

	Are exits free from peg-racks, rails, or stands which may reduce the effective width of the exit or form an obstruction of any kind?
	
	
	

	Are mirrors and objects with reflecting surfaces positioned so as to avoid creating reflected images of exit signs?
	
	
	

	Is an evacuation scheme prepared in accordance with any applicable fire regulations and acceptable to the Fire Service in place?
	
	
	

	Other Processes
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



