[image: image1.jpg]SHEFFIELD




RISK ASSESSMENT FOR SCHOOL VISIT TO THE SHOWROOM CINEMA

7, Paternoster Row, Sheffield S1 2BX 

0114 276 3534

Contact name Geraldine Walker – Education and Outreach Manager

education@showroom.org.uk

	Name of school

                         
	

	Address


	

	Postcode

Telephone


	

	Contact name


	

	Date of visit


	

	Purpose of visit


	

	Arrival time
	

	Method of transport


	

	Activities


	

	Refreshments

Lunch


	

	Departure Time


	

	General Safety
	

	Arrival
	How the group arrives………on foot – coach etc
There will a member of staff from the Showroom to meet them in the foyer and lead the way. 



	Orientation and safety talk
	On arrival in the Showroom, the young people will be shown to the Cinema where a member of the staff will instruct them and accompanying staff on the evacuation process in case of fire and show them where the toilets are. 

For students and staff in Cinemas 3 and 4 the assembly point is in the courtyard next to the SHU Students Union Building opposite the Showroom.

For students and staff working in Cinema 1 Cinema 2 and Showroom 5 or in the café bar or foyer, the assembly point is on the grass area in front of the Showroom Cinema , next to the front steps.



	Moving around the building
	The front doors are accessible by steps or ramp. There is a palm pad to activate automatic doors for wheelchair/buggy users.

There are stairs in the building and the young people may need to use these for toilets or to reach the cinema screen. 
There is one lift from which can accommodate 3 adults people standing or one wheelchair and carer or one buggy and carer.
The building has fire doors throughout which are heavy, they swing both ways and care is needed when going through them.

Fire exits are clearly marked and in the case of an evacuation, the Front of House Managers and staff will lead the process of evacuation.


	First Aid
	First aid kit is situated behind the kiosk in the foyer.

There are members of FOH staff, who are available to aid in any emergency.

The member of staff in charge of the visit will have a list of emergency contact numbers.



	Special Needs
	There is a lift in order to reach Cinemas 3 and 4

The Showroom has hearing loops for the hard of hearing

Each cinema has wheelchair space and it is advisable to let FOH know in order for the spaces to be made available

There are 2 toilet spaces for people with special needs

We can arrange special screenings for children on the autistic spectrum



	Showroom Staff


	FOH managers, projectionists and the Education manager all have First Aid training.

All FOH staff are trained in evacuation procedures.

The Education Manager has an enhanced CRB check



	Freelance

Artists
	All artists have CRB checks 

	Policies

Insurance
	The Showroom has a Child Protection Policy and a Health and Safety Policy

The Showroom has public liability insurance cover



	Level of Risk
	1 being low    5 being high
Activities                                                 1

Moving around building                          2

General public                                        1



Geraldine Walker

Education and Outreach Manager
November  2009
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