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	Timeline checklist 6.5.2



DEALING WITH VISITORS – Day/s of Event

	Timeline
	 Task
	Date
	By Whom
	Confirmed

	CONTROL POINTS
	Operating
	
	
	

	Information Centre
	Check ready 
	
	
	

	Contact Help Areas:
	Operating
	
	
	

	Children LOST/FOUND 
	Check ready
	
	
	

	Property LOST/FOUND
	Check ready
	
	
	

	Cloakrooms/luggage
	Check /Staff
	
	
	

	Security Officers
	Check staffed
	
	
	

	Police Officers
	Check contact
	
	
	

	Ticket Office
	Open/ready
	
	
	

	Catering / Dining
	Open/ready
	
	
	

	First Aid/Medical
	Check ready
	
	
	

	Staff Welfare area
	Open/ready
	
	
	

	Emergency facilities
	Check ready
	
	
	

	Bilingual Signs 
	Check located
	
	
	

	
	
	
	
	

	SPECIAL NEEDS ALL AGES
	All in place
	
	
	

	Accessible toilets
	Regular check
	
	
	

	Baby changing area
	Regular check
	
	
	

	Wheelchairs
	Available
	
	
	

	Ramps
	Check safety
	
	
	

	Carer facilities
	Regular check
	
	
	

	
	
	
	
	

	COMMUNICATION CHANNELS              See 6.2
	Operating
	
	
	

	PA systems
	Check ready
	
	
	

	Voice over Service
	Check ready
	
	
	

	Information/Notices
	Updated
	
	
	

	Message Boards
	Updated
	
	
	

	Screens
	Check safety
	
	
	

	Scoreboards
	Check 
	
	
	

	Media see 6.3
	All in place
	
	
	

	Publicity material 6.7
	Available
	
	
	

	Site Maps
	Circulate
	
	
	

	
	
	
	
	

	
	
	
	
	


Cont…
DEALING WITH VISITORS – Day/s of Event

	Timeline
	 Task
	Date
	By Whom
	Confirmed

	Alarms
	Check ready
	
	
	

	Loud Hailers
	Check ready
	
	
	

	Public Telephones
	Regular check
	
	
	

	Mobile phones
	All staff
	
	
	

	Contact Lists
	Circulate
	
	
	

	
	
	
	
	

	CROWD CONTROL
	Procedures
	
	
	

	Stage/platforms
	Check safety
	
	
	

	Sound/video towers
	Check safety
	
	
	

	Barriers/pens
	Check safety
	
	
	

	Entrance/Exits
	Check clear
	
	
	

	Escape Routes
	Check clear
	
	
	

	Alarms
	Check ready
	
	
	

	Fire Equipment
	Check ready
	
	
	

	Turnstiles/gates
	Check safety
	
	
	

	Space / pushchairs
	Check ready
	
	
	

	Disabled provision
	Regular check
	
	
	

	CCTV
	Regular check
	
	
	

	Ticket control
	Check/staffed
	
	
	

	Entertainers 6.3
	Check ready
	
	
	

	Staffing/training 6.4
	Check briefed
	
	
	

	Staff control points
	Check rotas
	
	
	

	Safety procedures
	Managed 
	
	
	

	Contingencies 6.8
	Managed
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