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Venue Checklist for Teaching Facilities

Purpose of Checks

Many programmes and courses take place at venues other than Canterbury Christ Church University sites.  It is important for quality assurance purposes that the venues and facilities used are suitable for teaching.

The Venue Checklist for Teaching Facilities form is designed to assess the suitability of such venues. The Venue Checklist focuses on the physical resources available, safety issues at the venue, and the standards of access and facilities for disabled students. 

A separate Venue Checklist for Teaching Facilities is required for each non-Canterbury Christ Church University venue used for the teaching of University programmes.
Consideration of resources must always be undertaken before a University programme or course is delivered in collaboration with the partner institution.
Approval of a Venue

It is the responsibility of the Assistant Director of Quality and Standards or nominee to verify the quality of the venue.   Nominees must have permission from the Assistant Director of Quality and Standards to undertake a Venue Checklist of Teaching Facilities.  

If a nominee verifies the quality of the venue, any issues with the venue must be brought back and discussed with the Assistant Director of Quality and Standards. If a venue is felt to be unsuitable the institution will be asked to use an alternative venue. A Venue Checklist for Teaching Facilities would then be carried out at the alternative venue. 

Any issues that arise concerning approved venues whilst during the course of programmes must be reported to the Quality and Standards Office.
This checklist will form part of the partner approval documentation.
Further Guidance
When visiting venues, ‘the visitor’ should take due care to ensure they have all of the necessary information about the meeting place, the individual they are meeting, the necessary transport information and some knowledge of the safety of the surrounding area. Where it is identified that the environment is potentially hazardous, staff are advised to undertake a Risk Assessment.
1. Basic Information

	a) Name of proposed collaborative partner institution/organisation and location, including country. 

	

	b) Venue Name and Address


	

	c) Website Address


	

	d) Date of Visit


	

	e) Name and Position of Individual Undertaking Venue Check

	

	f) Name and Email Address of Venue Co-ordinator 


	

	g) Approval / Re-approval


	

	h) Programme / Activity
	

	i) School


	

	j) Faculty
	

	k) Academic Lead
	


2. Physical Resources

	a) Does the proposed venue have adequate teaching rooms for the delivery of the programme and will these be accessible to staff and students (e.g. card access)
Please comment on the size and layout of the teaching rooms, the number of tables and chairs, the availability of individual study spaces. 
	

	b) Are there any specialist facilities required for the delivery of the programme?
Please comment on whether the teaching activity conducted at the venue requires specialist facilities and whether these are provided and accessible to students outside of teaching time.
	

	c) Does the venue have adequate and accessible library resources?
Please comment on the quality of the library spaces and resources (i.e. texts, journals etc.) available at the venue.
	

	d) Does the venue have adequate IT and AV Resources? 
Please comment on the IT and AV resources available at the venue (i.e. IT suites, internet access, interactive white boards, data projectors, laptops, DVD players) Are there any constraints, e.g. limited opening hours.
	

	e) Is there a requirement to book IT and AV resources?
Please note whether IT and AV equipment needs to be booked by teaching staff in advance. If so, please provide the booking arrangements and contact details.
	

	f) Is there an IT Helpdesk onsite?
Please note whether there is an IT Helpdesk or IT Co-ordinator on site. If so, please provide their contact details.
	

	g) Are there recreational facilities available for students?
Please provide details of the recreational facilities on site for students (i.e. canteen, common room etc.)
	

	h) Is there appropriate provision for residential accommodation?
Please note whether CCCU students stay in residential accommodation on the venue site. If so, please comment on the quality of this accommodation.
	

	i) Are there car parking facilities for students?
Please provide details of the car parking facilities on site for staff and students. 
	

	j) Are there convenient public transport links?
Please provide details of the accessibility of the venue by public transport. 
	


3. Health and Safety

3.1
Health and Safety Policy

	a) Please confirm the venue has an up-to-date Health and Safety Policy Statement in place which is obtainable on request. 

	


3.2 
High Risk Environment

	b) Risk Assessment:
Please state whether the venue is within a high risk environment (i.e. within a custodial setting) and whether a risk assessment is necessary for teaching staff to enter the venue. 

If so, please contact the relevant Head of School and HE Manager to inform them that they are required to undertake a detailed risk assessment of their staff entering the venue.
	


3.3
First Aid

	a) Will there be nominated First Aiders on site at all times while students are at the venue?
Please note whether there are nominated First Aiders on site and how they can be contacted in an emergency.
	


3.4
Fire Safety

	a) Is there a Fire Risk Assessment in place? If so, is it obtainable on request?

Please state where this is located and who to contact to obtain a copy.

	

	b) Are there clear fire instructions displayed throughout the venue?

Please confirm these are up to date throughout the venue.
	

	c) Are there fire escape routes and doors clearly signed and clear from obstruction?

Please give details.

	

	c) Are there working and regularly tested fire alarms?

Please give details regarding the frequency of tests and the type of alarm (eg lights, siren)
	

	d) Where are the fire refuge points located?

Please confirm the accessibility of fire refuge points, particularly for students with limited mobility.

	

	e) Appointed Fire Wardens/Marshalls
	


4. Accessibility

	a) Are there designated disabled parking spaces close to the entrance of the venue?

Please confirm number available and booking process if applicable.

	

	b) Is the main entrance accessible to all (i.e. level/permanently ramped)? If not, is there an acceptable alternative entrance for disabled students (i.e use of alternative entrance/use of mobile ramps)

Please confirm the venue is suitable for students with mobility problems.


	

	c) Is the main entrance fitted with automatic doors? 
Please confirm the venue has automatic doors and whether these automatically open when the fire alarm sounds.
	

	d) Are all the facilities required for programme delivery on Ground floor level only?

If not, please confirm where the facilities are located.

	

	e) Are there suitably sized lifts to upper floors?

Please confirm whether the lifts provide wheelchair access to the upper floors.
	

	f) Does the venue have level access on every floor?
If not, please confirm the provision in place to support students in accessing venue facilities.


	

	g) Are the doorways/corridors/rooms wide enough and laid out well enough to allow wheelchair users to move around easily?

If not, please confirm how the venue will ensure wheelchair users will use the venue.

	

	h) Are there accessible catering facilities on site?

Please confirm the facilities available for students.

	

	i) Does the venue have an accessible lavatory, fitted with grip rails and an emergency alarm, within close proximity to the teaching rooms?


	

	j) If residential accommodation provided, accessible bedrooms for delegates.
	

	k) Evacuation plan for disabled individuals
	

	f) Evac chairs located near stairwells
	

	l) Visible fire alarms/or a pager system
	

	m) Adjustments in room layout if a sign language interpreter or personal reader required
	

	n) Fitted/Mobile induction loops on site
	

	o) Agreements for the use of personal induction loops on site 
	

	p) Photocopier with zoom facilities made available
	

	q) Guide Dogs are allowed to enter the site
	


5. Further Details

	a) Details

Please provide any further details not covered above.

	


6. Signature

	b) Signature of Individual Undertaking Venue Check


	

	c) Date of Signature
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