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Event Notification Form

Once completed, please send this form at least 28 days before the event, to:
E-mail event.approval@reading.ac.uk.
	Event Name
	     

	Brief description

	     

	Location including name of building or area of campus.
	     

	Date
	     

	Time
	     

	Numbers attending

Public

Students

Employees

Children

Special Needs
	     

	Event Organiser Name including School/Department
	     

	Contact details (phone and email)
	     

	Event Safety Coordinator
	     

	Contact details (phone and email)
	     

	Use of contractors
	Yes  FORMCHECKBOX 

No   FORMCHECKBOX 


	Name of contractors and service provided
	     

	Risk assessment provided.  If not, please forward at least 28 days before event
	Yes  FORMCHECKBOX 

No   FORMCHECKBOX 

     

	Signed Head of Department/ School
	     


	Event title:       

	Date:       


	Pre-event approval 
	Yes  No  N/A

	Permission obtained from Head of Department/School/Unit/Hall Warden?
	 FORMCHECKBOX 


 FORMCHECKBOX 


	
	

	Internal pre-event Notifications
	Yes  No  N/A

	Notification letter sent to:
	

	event.approval@reading.ac.uk
	 FORMCHECKBOX 


 FORMCHECKBOX 


	Building Manager (if event to be held inside
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	
	

	External pre-event Notifications
	Yes  No  N/A

	Notifications sent (if applicable) to:
	

	Fire Brigade?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Police?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Local authority?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Local residents/institutions?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	
	

	Licence 
	Yes  No  N/A

	Is there alcohol provided as part of the event? (either sold or provided as part of the entrance charge?) or regulated entertainment?

If Yes – do you need a temporary event notice
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Licence conditions complied with?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	License exhibited?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 



	Risk assessment - general 
	Yes  No  N/A

	First aid?
	 FORMCHECKBOX 


 FORMCHECKBOX 


	Security aspects?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Attendants appointed?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Communication system in place?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Control point in place?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Crowd control aspects considered?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Staff briefed and trained?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 



	Structural and equipment 
	Yes  No  N/A

	Structural alterations required?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Lifts, hoists and lifting gear checked?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 



	Services 
	Yes  No  N/A

	Mains electricity supplies?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Portable electrical equipment?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Gas/oil systems?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	LPG heating systems?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Pressure systems?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	
	

	
	

	

Fire Prevention
	Yes  No  N/A

	Occupant capacity assessed?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Adequate means of escape?
	 FORMCHECKBOX 


 FORMCHECKBOX 


	Exits clear and unlocked?
	 FORMCHECKBOX 


 FORMCHECKBOX 


	Fire signs illuminated?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Emergency lighting operational?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Fire alarm functional?
	 FORMCHECKBOX 


 FORMCHECKBOX 


	Fire doors adequate?
	 FORMCHECKBOX 


 FORMCHECKBOX 


	Self-closers operating correctly?
	 FORMCHECKBOX 


 FORMCHECKBOX 


	“Fire - what you should do” notices intact and up to date?
	 FORMCHECKBOX 


 FORMCHECKBOX 


	Fire fighting equipment available?
	 FORMCHECKBOX 


 FORMCHECKBOX 



	Stage and seating 
	Yes  No  N/A

	Stage safety aspects considered?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Safety curtain intact?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Stage lighting adequate?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Seating arrangements adequate?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 



	Special effects 
	Yes  No  N/A

	Lasers?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Fireworks?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Pyrotechnics/real flame/firearms (authorisation required)?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Hypnotism (authorisation required)?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Other (specify) :
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Other (specify) :
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 



	Contractors 
	Yes  No  N/A

	Health and Safety Policy and Risk assessments?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	References?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Public Liability Insurance?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 



	Miscellaneous
	Yes  No  N/A

	Temporary structure ? (marquees/inflatables)?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Welfare aspects?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Food Safety & hygiene?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Sanitation aspects?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Noise?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Special needs?
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


	Other (specify) :
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 



	Event title:       

	Date:       


	Further details:

     

	Sketches, plans, etc:
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