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Venue checklist

This checklist is to be used to assess venues for GSs u3a meetings, large and small.
Assessor(s): 	Henry Douglass, Norma Jane Harris
Date: 		23 November 2023

	Overall comments:
This is a free space for community groups (u3a included) with complimentary tea and coffee 
Availability is limited


Name and full address of Venue:
	Name:-
Tesco Community Room
Silverburn Shopping Centre


	Address:
Silverburn Retail Park
751 Barrhead Road
Glasgow, G53 6AG

	Web site:


	
	
	


Name and contact details of contacts/manager:
	Contact Name
	Position
	Telephone / email
	Notes

	Michelle
	I/C
	

	



Costs:
	Room size /capacity
	Per hour
	Per 3 hours

	Boardroom Style 20
Theatre Style 30
	
	



Suitability:
	For Group meetings
	Yes, chairs ok






Mandatory requirements:
	Feature
	Yes/No
	Notes

	Public liability insurance
	Yes
	

	Capacity suitable for event
	See above
	

	Enough chairs available 
	yes
	

	Adequate public transport nearby (note nearest stations/bus stops)
	Bus 
	3, X8, 10, 49 and 57 x17, x18, x44 McGill’s: 3, 6 SPT: 153

	Adequate toilet facilities
	Yes 
	

	Disabled access e.g. ground floor or lift& facilities
	Yes
	

	Disabled toilet facilities
	Yes
	

	Hearing loop
	No
	

	Affordable cost (details above)
	Yes - Free
	

	Availability on date(s) required
	First come first served
	

	Fire evacuation instructions available
	Yes
	



Please provide a separate sketch of hall layout, showing entrance doors, windows, fire exits, stage, power points, etc.

Optional requirements, depending on the group or activity:
	Feature
	Yes/No/Not needed
	Notes

	Car parking on-site or nearby
	Yes
	Register car with Tesco Info desk

	Catering available or drinks machines 
	Provided
	

	Adequate power sockets
	Yes
	

	Projection capability (with instructions)
	No
	

	Large-screen TV (with instructions)
	no
	

	Sound system (with instructions)
	no
	

	Availability on regular basis
	No
	

	Stage area for speakers
	No
	

	Tables available
	Yes
	

	Ability to darken room
	Yes
	

	Wi-fi available
	No
	

	Pre-arranged staff set-up & clear-down available
	Yes
	

	First Aid arrangements
	Yes
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