SOP Template: Proper Setup of Chairs and Spacing

This SOP details the proper setup of chairs and spacing to ensure optimal comfort, safety, and accessibility. It
includes guidelines on arranging chairs to maintain adequate distance for social interaction, compliance with fire safety
regulations, and accommodating the needs of all attendees. The procedure promotes an organized and efficient
environment suitable for meetings, events, or gatherings, prioritizing both aesthetic appeal and functional space
management.

1. Purpose

To establish a standardized method for arranging chairs that ensures safety, accessibility, comfort, and compliance with
relevant regulations for gatherings or meetings.

2. Scope

This SOP applies to all staff involved in setting up chairs for events, meetings, or gatherings within the premises.

3. Responsibilities
e Event Coordinator: Oversee and verify chair setup.

e Setup Staff: Arrange chairs according to the SOP.
e Safety Officer: Confirm compliance with safety and accessibility requirements.

4. Materials Needed

Standard chairs (quantity as required)

e Measuring tape or floor markers

Floor plan or layout diagram (if available)
Wheelchair-accessible seating markers

5. Procedure

1. Review the Event Layout: Obtain the required seating plan and number of chairs needed for the event.
2. Clear the Area: Ensure the setup area is clean and free of obstacles.
3. Chair Placement:
o Position chairs so that each chair has a minimum of 18 inches (45cm) clear space from center to
center (side-to-side).
o Allow at least 36 inches (90cm) clearance in aisles for ease of movement and emergency evacuation.
o Leave a minimum of 24 inches (60cm) between rows (front-to-back) to permit comfortable passage.
4. Accessibility Considerations:
o Designate and clearly mark accessible seating areas for wheelchair users.
o Ensure accessible routes to and from seating areas remain clear at all times.
5. Final Inspection:
o Check all chairs for stability and alignment.
o Ensure aisle spacing and emergency exits are clear.
o Confirm the setup matches the requested layout and accommodates all attendees.

6. Safety and Compliance



¢ Adhere strictly to local fire and safety regulations regarding occupancy and aisle width.
e Do not block emergency exits with chairs or other equipment.

7. Documentation

e Maintain records of seating layouts and inspection checklists for each event.

8. Review

e This SOP should be reviewed annually or after any incident requiring evacuation or safety concerns.

Prepared by:

Date:




	SOP Template: Proper Setup of Chairs and Spacing
	1. Purpose
	2. Scope
	3. Responsibilities
	4. Materials Needed
	5. Procedure
	6. Safety and Compliance
	7. Documentation
	8. Review


