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	Timeline checklist 6.5.3



DEALING WITH VISITORS – Close down

	Timeline
	 Task
	Date
	By Whom
	Confirmed

	CONTROL POINTS
	Shut/closed
	
	
	

	Information Centre
	Dismantled
	
	
	

	Contact Help Areas:
	Dismantled
	
	
	

	Children LOST/FOUND 
	Area cleared
	
	
	

	Property LOST/FOUND
	Closed/clear
	
	
	

	Cloakrooms/luggage
	Closed/clear
	
	
	

	Security Officers
	Signed off site
	
	
	

	Police Officers
	Signed off site
	
	
	

	Ticket Office
	Closed/Clear
	
	
	

	Catering / Dining
	Cleared/Clean
	
	
	

	First Aid/Medical
	Close/Sign off
	
	
	

	Staff Welfare area
	Dismantled
	
	
	

	Emergency facilities
	Returned
	
	
	

	Bilingual Signs 
	Dismantled
	
	
	

	
	
	
	
	

	SPECIAL NEEDS ALL AGES
	Dismantled
	
	
	

	Accessible toilets
	Clean/clear
	
	
	

	Baby changing area
	Clean/clear
	
	
	

	Wheelchairs
	Returned
	
	
	

	Ramps
	Dismantled
	
	
	

	Carer facilities
	Clear/clean
	
	
	

	
	
	
	
	

	
	
	
	
	

	COMMUNICATION

CHANNELS              See 6.2
	Shut down 
	
	
	

	PA systems
	Shut last
	
	
	

	Voice over Service
	Dismantled
	
	
	

	Information/Notices
	Clear/return
	
	
	

	Message Boards
	Clear/return
	
	
	

	Screens
	Return
	
	
	

	Scoreboards
	Clear/return
	
	
	

	Media see 6.3
	Area cleared
	
	
	

	Publicity material 6.7
	Pack/return
	
	
	

	Site Maps
	Pack/label
	
	
	

	Alarms
	Dismantled
	
	
	

	Loud Hailers
	Pack/return
	
	
	

	Public Telephones
	Dismantled
	
	
	

	Mobile phones
	Back/return
	
	
	

	Contact Lists
	Pack
	
	
	

	
	
	
	
	

	
	
	
	
	


Cont…
DEALING WITH VISITORS – Close down

	Timeline
	 Task
	Date
	By Whom
	Confirmed

	CROWD CONTROL
	Final shut off
	
	
	

	Stage/platforms
	Dismantled
	
	
	

	Sound/video towers
	Dismantled
	
	
	

	Barriers/pens
	Dismantled
	
	
	

	Entrance/Exits
	Clear/lock
	
	
	

	Escape Routes
	Closed
	
	
	

	
	
	
	
	

	Alarms
	Dismantled
	
	
	

	Fire Equipment
	Returned
	
	
	

	Turnstiles/gates
	Dismantled
	
	
	

	Space / pushchairs
	Return
	
	
	

	Disabled provision
	Return
	
	
	

	CCTV
	Dismantle last
	
	
	

	Ticket control
	Close/clear
	
	
	

	Entertainers 6.3
	Sign off site
	
	
	

	Staffing/training 6.4
	Sign off site
	
	
	

	Staff control points
	Clear/close
	
	
	

	Safety procedures
	To the end
	
	
	

	Contingencies 6.8
	To the end
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