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Summary 
This Safety Note provides essential safety information for those organising an event within the 
Great Hall London Road Campus. 
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1 �/�E�d�Z�K���h���d�/�K�E 
There must always be an Event Organiser and Event Safety Coordinator who have 
responsibility for ensuring that all regulatory and university requirements are 
complied with, including risk assessment, licensing and health and safety 
management (see Safety Code of Practice 33 Event Management)  

The risks of failing to follow the correct procedures are: 

�x Health and safety of people in the building being put at risk 

�x Breaches of fire & health and safety legislation 

�x Conditions imposed on the premises licence being breached 

 

2 ���s���E�d�����W�W�Z�K�s���> 
The university has a process in place to control events held on university premises. 
This is to ensure that each event is properly planned and managed by ensuring that a 
risk assessment is completed, and suitable control measures are in place by the 
organiser. The event notification
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�x Be continuously present and remain sober throughout the event. 

�x Be prepared and able to cancel the event at any time leading up to or during the event 
if: 

a) The agreed
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serious breaches of any safety requirements or other unsafe conditions 
identified. 

�x Check with the Event
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�x No seat should be more than seven seats away from a gangway. 

�x Seating must be secured together in lengths not less than four seats and 
not more than twelve seats. 

�x There must be a clear space of at least 305mm between the back of one 
seat and the front of the seat behind it. 

�x Gangways must be adequate for the number of seats served and at least 1.05m wide. 

�x There must not be any loose seating introduced into the shaded areas 
and gangways should be signed ���Ô�Î�Î�Ù �Ì�Õ�Î�Ê�Û�� 

5 �^���&���d�z���/�E���d�,�������h�/�>���/�E�' 
It is the responsibility of the University of Reading to provide a safe, secure, and 
well managed building. Those arranging an event within the Great Hall have a 
responsibility
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Security Services will automatically be notified of any fire alarm activation and will 
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12 �'���E���Z���>���&�/�Z�����,���•���Z���  ̂
Fire hazards must not be introduced into the Great Hall including: 

�x Cooking must not take place inside the Great Hall 

�x All portable electrical equipment must be in good condition and display an 
appropriate in-date test sticker.  

�x Only sufficient paper and cardboard for the event should be brought into 
the Great Hall with excessive material stored elsewhere. 

�x Smoking and vaping are prohibited within the Great Hall,  

�x Candles should not be used unless agreed by the university Fire Safety Adviser. 

 

 

 

Health and Safety Services 
Extension 8888 
Email: firesafety@reading.ac.uk - Contact: David Sharp (University Fire Safety Adviser) 


