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IN NORTHUMBERLAND





Events
Checklist 1:  ChOOSING A VENUE
	Name & Address of Venue
	

	Date Completed

	

	Completed by


	

	Question
	Y/N
	Comments

	Is this the best place to hold your event?
	
	

	Is the venue well signed and easy to find?

	
	

	Is the building easy to access for anyone with reduced mobility?

	
	

	Will other people be using the venue at the same time as you?


	
	

	Is there sufficient parking for the number of people likely to attend?

	
	

	Is there disabled car parking nearby?

	
	

	If the event starts or finishes after dark is the car park and entrance well lit?

	
	

	Do signs give clear instruction on where to go within the venue?


	
	

	Is there good mobile phone signal in and immediately outside the venue?

	
	

	Does it meet your needs?
	
	

	How many would this venue hold comfortably for the activity you plan?

	
	

	Does the layout of the room allow for movement around?


	
	

	Is there adequate space for displays/stands?

Can blue tack be used on walls?
	
	

	Is there good lighting in the room?

	
	

	Can the heating be adjusted if needed before or during the event?
	
	

	Can windows be opened for ventilation? 
If not, what are the means of temperature control/ventilation?
	
	

	Is there a venue procedure/checklist available covering fire evacuation etc?

	
	

	Is the room in a noisy area?

	
	

	Are there electrical points?

If yes how many and where are they located?

	
	

	Are extension leads/floor sockets provided?


	
	

	If presentation equipment is needed, is it available in the room e.g. projector, screen?
If not, who will provide it?

	
	

	Are flip charts and pens available if needed?

	
	

	Is there a toilet which allows someone space for assistance?


	
	

	Are toilets well signed, clean and well-stocked?

	
	

	Will hot drinks and food be available?

If so, what and who is providing them?


	
	

	On the day…
	
	

	Will there be someone to unlock/lock the venue?


	
	

	Will tables and chairs need to be put away afterwards?


	
	

	Who is responsible for clearing up and how any rubbish will be disposed of?

	
	

	Is there a contact in case of any problems on the day? 

	
	Contact details:


Want to know more? 

Please contact the Involvement & Service Development Team on 01670 629000.
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