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https://www.thersa.org/globalassets/fellowship/code-of-conduct-when-representing-the-rsa.pdf
https://www.thersa.org/globalassets/fellowship/code-of-conduct-when-representing-the-rsa.pdf
https://www.thersa.org/globalassets/fellowship-charter-2017.pdf


 
 

 RSA Event Set-up Check List 
 

Risk Assessment 
 

The RSA’s insurance covers Fellows’ events as long as this form has been completed and 
returned to your relevant Area Manager at least one week before your event.  

RSA events can be run both my RSA staff and Fellows. We want to ensure that all those who 
attend an event by the RSA are safe. We ask one of the organising Fellows to complete this 

form and return it to the Fellowship Team. Please contact your Area Manager if you have 
any questions. Thank you! 

 
Name of Event  

 

Date of Event  
   

Fellow(s) Organising  

 

Form completed by  Date: 

Important considerations Yes No 

Is there sufficient space for the proposed number of attendees?   

Is the venue suitable to handle the proposed numbers of attendees?   

Is the venue easily accessible for guests? E.g. Near a station, near car 
parking, and clearly signposted?  

  

If the venue is not normally open to the public (i.e. not a pub, café or 

similar), then have you ensured that the venue has public liability 
insurance? 

  

Is there clear access for emergency services?   
Are there clear evacuation procedures if there’s a fire or reason to 
leave the building? 

  

Are all emergency exits clearly marked?   

Is there a First Aid box in the venue?   
Are the facilities and spaces suitable for guests with additional needs 
or requirements, such as wheelchair access, lifts, lighting, and 

acoustics? (Please see overleaf for further recommendations) 

  

Is there seating available if required?   
Have additional risks (including severe allergies) been logged? RSA staff will 

pass on participant notifications of accessibility needs, dietary restrictions, or severe 

allergies. 

  

Any additional considerations and notes: 



 
 

Accessibility and Inclusion 
 
 

All RSA events should be held in accessible venues, with activities that are inclusive for all 
attendees. When planning your event, please take into account the following 

considerations, and please get in touch with your Area Manager or networks@rsa.org.uk if 
you have any questions or concerns, or if you need to access additional funding in order to 
ensure your event is fully inclusive to guests with specific needs. Thank you! 
 

1. Getting there 

• Is the venue easy to get to? Is it near a station, with parking near the entrance? 

• Do you need to include any specific information in the pre-event communications so people 
can easily find the venue, the entrance, or the room where you’re meeting?  

• Is the entrance clearly marked, with large and clear signage? 

• Do your pre-event communications give people an idea about what to expect in terms of 
the style of event and activities? 
 

2. Getting around  

• Are there ramps and enough space for wheelchair users to enter and turn?  

• If the room is upstairs, is there a lift? 

• Where are the disabled toilets? 

• NB. All venues with public liability should have an accessibility statement – You may want to 
check with your venue what this is 

 

3. Experiencing the event itself 

Many aspects that will improve the experience for people with specific requirements will improve 

the experience for all guests: 

• Is there an agenda available so people know what to expect, what’s going to happen and 
when? 

• Is the type of activity inclusive? Does it give everyone an opportunity to participate or 
contribute? 

• Are there enough seats available if people need to sit down? 
• Lighting and sight: Is the lighting flexible so you can brighten/dim according to need? 

• Sound and hearing: How can you minimise background noise? Is there an option for an 
induction loop? 

 

mailto:networks@rsa.org.uk

