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	Timeline checklist 6.4.2



STAFF & TRAINING – Day/s of Event

	Timeline
	 Task
	Date
	By Whom
	Confirmed

	All staff issues:
	
	
	
	

	Contracts
	In place
	
	
	

	Insurance
	In place
	
	
	

	Check lists
	Issued
	
	
	

	List of tasks
	Final brief
	
	
	

	Areas plans
	Final brief
	
	
	

	Mobile phones
	Operating
	
	
	

	Contact lists
	Final brief
	
	
	

	Communication line
	Operating
	
	
	

	Copies of procedures
	Check staff
	
	
	

	Duty rota/timetables
	Updated daily
	
	
	

	
	
	
	
	

	Staff Welfare
	
	
	
	

	Facilities
	In place/open
	
	
	

	Toilets
	Check open
	
	
	

	Lock ups
	Check
	
	
	

	Cloakrooms
	Check
	
	
	

	Accommodation
	Check
	
	
	

	Uniform/Dress
	All check tidy
	
	
	

	Catering
	Available
	
	
	

	
	
	
	
	

	Training to Include
	Final briefs
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Checklist 6.4.2
1

[image: image1.jpg]