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	Timeline checklist 6.2.1



SERVICES AND FACILITIES –Setting up

	Timeline
	 Task
	Date
	By Whom
	Confirmed

	SETTING UP
	Maps/Plans 
	
	
	To all staff

	ELECTRICITY
	
	
	
	

	Power Generator
	Install
	
	
	

	Existing supply 
	Check 
	
	
	

	Cabling/waterproof
	Connected
	
	
	

	Control Switches
	Install/label
	
	
	

	LIGHTING
	
	
	
	

	Security Lights
	Install/check
	
	
	

	Flood/search lights
	Install/check
	
	
	

	Work lights-
	Install/check
	
	
	

	    -storage area
	Install/check
	
	
	

	    -maintenance area
	Install/check
	
	
	

	    -catering area
	Install/check
	
	
	

	Specialist lighting
	Install/check
	
	
	

	Laser
	Install/check
	
	
	

	Disco/concert
	Install/check
	
	
	

	Bilingual Sign Lighting 
	Install
	
	
	

	-Exits
	Check
	
	
	

	-Entrances
	Check
	
	
	

	-Emergency Evacuation
	Check
	
	
	

	-Ticket Office
	Check
	
	
	

	-Catering Facilities
	Check
	
	
	

	-Non-Smoking areas
	Check
	
	
	

	-Smoking areas
	Check
	
	
	

	WATER SUPPLY
	Connect
	
	
	

	Washing Hot/Cold
	Check 
	
	
	

	Drinking Water
	Check
	
	
	

	Hosing purposes
	Check
	
	
	

	INFRASTRUCTURE
	Erect/Design
	
	
	

	Pathways - permanent
	Check
	
	
	

	                -temporary
	Install
	
	
	

	Scaffolding
	Install
	
	
	

	Barriers/controls
	Erect
	
	
	

	Fencing
	Erect
	
	
	

	Screening
	Erect
	
	
	

	Zoned areas
	Install
	
	
	

	Shaded areas
	Existing trees
	
	
	

	Wind Breaks
	Erect/existing
	
	
	

	Rigging
	Install
	
	
	

	Staging 
	Erect See 6.3
	
	
	


SERVICES AND FACILITIES – Setting up

	Timeline
	Task
	Date
	By Whom
	Confirmed

	MARQUEES/TENTS
	Erect/design
	
	
	

	Grass Standing
	Natural/laid
	
	
	

	Hard Standing
	Natural/laid
	
	
	

	Air conditioning
	Install
	
	
	

	Seating/Tables
	Position
	
	
	

	Heating
	Install
	
	
	

	Power Generator
	Install
	
	
	

	DÉCOR/THEME LINKED
	Erect/position
	
	
	

	Banner/sponsor  title
	Position
	
	
	

	Barrier Controls
	Erect
	
	
	

	Bunting
	Position
	
	
	

	Flags
	Position
	
	
	

	Posters
	Position
	
	
	

	Drapes-Fireproof
	Hang/position
	
	
	

	Floral Displays -
	Arrangements
	
	
	

	  - Fresh Flowers
	Position
	
	
	

	  - Artificial/silk
	Position
	
	
	

	  - Plants
	Position
	
	
	

	STANDS/STALLS
	Erect/design
	
	
	

	Display Cabinets
	Position
	
	
	

	Mobile Stands
	Position
	
	
	

	Tables-Market stalls
	Position
	
	
	

	Chairs/stools-staff
	Position
	
	
	

	SOUND SYSTEMS
	Installed
	
	
	

	PA system
	Install
	
	
	

	Digital system
	Install
	
	
	

	Music /amplifiers
	Install
	
	
	

	Hi Fi Equipment
	Install
	
	
	

	AV Equipment
	Install
	
	
	

	Broadcast Sound
	Install
	
	
	

	Voice Over Service
	Install
	
	
	

	Webcasters
	Position
	
	
	

	Monitors
	Position
	
	
	

	Speakers
	Position
	
	
	

	Microphones
	Position
	
	
	

	Acoustics
	Check/adjust
	
	
	


SERVICES AND FACILITIES – Setting up
	Timeline
	Task
	Date
	By Whom
	Confirmed

	SANITARY FACILITIES
	Install/Erect
	
	
	

	Toilets
	Clean/Ready
	
	
	

	Portaloos
	Erect/Position
	
	
	

	Waste Disposal
	Install
	
	
	

	Litter Bins
	Position
	
	
	

	Bin Bags
	Line Bins
	
	
	

	Disposable Towels
	Install/Fill
	
	
	

	Hand Driers
	Install
	
	
	

	Soap Dispensers
	Install/Fill
	
	
	

	Pet Poo Bags
	Check stocks
	
	
	

	FIRST AID / EQUIPMENT
	
	
	
	

	Centres
	Erect/Position
	
	
	

	First Aid Boxes
	Position
	
	
	

	St John Ambulance
	Position
	
	
	

	Red Cross
	Position
	
	
	

	FIRE EQUIPMENT
	Position
	
	
	

	Fire Extinguishers
	Position
	
	
	

	Fire Blankets
	Install/locate
	
	
	

	Signs Fire Exits
	Install
	
	
	

	Fire Alarms
	Install
	
	
	

	FIREWORKS/BONFIRES
	Set up/check
	
	
	

	Theme link facilities
	Install/locate
	
	
	

	Pyrotechnics
	Install
	
	
	

	CHILDREN FACILITIES
	Erect/design
	
	
	

	Play area - Slides
	Install/safety
	
	
	

	                 - Swings
	Install/safety
	
	
	

	Crèche
	Safely set up
	
	
	

	Lost/Found Point
	See 6.5
	
	
	

	Special Needs
	Meet needs
	
	
	

	Other
	
	
	
	

	EMERGENCY EQUIPMENT
	
	
	
	

	Separate PA system
	Install
	
	
	

	Floor lighting
	Install
	
	
	

	
	
	
	
	

	CATERING AREA
	See 6.6
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


SERVICES AND FACILITIES – Setting up
	Timeline
	Task
	Date
	By Whom
	Confirmed

	SPECIAL FACILITIES
	Install/locate
	
	
	

	Ramps
	Erect location
	
	
	

	Wheelchairs
	Available
	
	
	

	Wide access
	Check areas
	
	
	

	Toilet
	Erect/locate
	
	
	

	Viewing Areas 
	Available
	
	
	

	SECURITY
	Install/locate
	
	
	

	General
	Install/locate
	
	
	

	Site security
	Install/locate
	
	
	

	CCTV
	Install/check
	
	
	

	ACCOMMODATION
	Erect/install
	
	
	

	Staff/Artists/
	Allocate
	
	
	

	Catering
	See 6.6
	
	
	

	OTHER EQUIPMENT
	
	
	
	

	Musical Instruments
	Hire/borrow
	
	
	

	Computer – Scoring
	Hire/borrow
	
	
	

	Telecom Equipment
	Hire/borrow
	
	
	

	RESERVES/INVENTORY
	Daily update 
	
	
	

	Seating
	Check
	
	
	

	Tables
	Check
	
	
	

	Stands
	Check
	
	
	

	Lighting Fitments
	Check
	
	
	

	Bin Bags/liners
	Check
	
	
	

	Soap for toilets
	Check
	
	
	

	Paper Towels
	Check
	
	
	

	Cleaning Materials
	Check
	
	
	

	First Aid Equipment
	Check
	
	
	

	Fire Equipment
	Check
	
	
	

	Other
	
	
	
	

	
	
	
	
	

	ADDITIONAL EQUIPMENT
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