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Pre-Event Safety Checklist
Name of Facility: _______________________________________________________________________
Date: ______________________  
Time of Inspection: ______________________
Occupant Load:  _____________   
Number of Crowd Managers on Duty:  _______

(List names on back of form, 
1 for each 250 occupant load)
	EXITS
	YES
	NO

	Crowd Managers/Ushers/Event staff are familiar with the facility evacuation plan?
	
	

	Are all exit doors unlocked?
	
	

	Are all exit doors operational?
	
	

	Are any exit doors chained closed?
	
	

	Is there a clear path from the exit door to a public way, i.e. no storage or parking blocking egress routes?
	
	

	Are all exit signs visible and illuminated
	
	

	Is emergency lighting functional?
	
	

	Are all exit ways, aisles, corridors, stairways, etc. clear of any obstructions?
	
	

	Fire Alarm System
	YES
	  NO

	Does the system have power? (Green light glowing)
	
	

	Does the system show any trouble signals? (Yellow light glowing)
	
	

	Is the system in alarm? (Red light glowing)
	
	

	Note: No lights should be illuminated other than the power light; if other lights are illuminated, contact the appropriate fire alarm technicians / maintenance office.
	
	

	If the system has manual pull stations, are they unobstructed and available for use?
	
	

	Is the voice evacuation (if equipped) system available for emergency announcements?  
	
	

	Are there any visible issues with smoke detectors, heat detectors, etc.?
	
	


	Fire Protection Systems
	YES
	NO

	Is the sprinkler system operational?
	
	

	Are there any visible issues with individual sprinklers (painted, obstructed, etc.)?
	
	

	PORTABLE FIRE EXTINGUISHERS
	YES
	NO

	Are fire extinguishers available, visible, fully charged, and ready to use?
	
	

	Have fire extinguishers been inspected with a current inspection tag attached?
	
	

	SPECIAL CONDITIONS
	YES
	NO

	Have pyrotechnics and laser use been approved by PSU Environmental Health and Safety?
	
	

	Have any flame effects been approved by PSU Environmental Health and Safety?
	
	

	Are all decorations flame resistant or treated with an approved flame retardant?
	
	

	Is theatrical fog (haze) being used? Has its use been reviewed and approved by appropriate individuals (fire alarm system technicians / Campus Administration / Environmental Health and Safety)?
	
	

	OUTDOOR EVENTS
	YES
	NO

	Are Emergency Access (vehicle / pedestrian) paths clear of obstructions?
	
	

	Have any large tent installations been approved by proper authorities?
	
	

	Are fire hydrants in the immediate area clear of all obstructions and visible?
	
	

	Are cooking fires (charcoal, propane) located outside or in a separate tent from attendees and are fire extinguishers present?  
	
	

	OCCUPANT LOAD
	YES
	  NO

	Is a plan in place to ensure the maximum occupant load is not exceeded for the space?
	
	

	NOTES AND COMMENTS

	

	

	


	NAME OF CROWD MANAGERS ON DUTY

	

	

	

	

	

	


Name of person completing report (Print): ________________________________________________

Signature: ___________________________________________________________________________
