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Checklist for the day of your event

Top tip: review this checklist before the day itself!

	Health and Safety and Access

· Fire Exits clear?

· No obstructions or trip hazards?

· Disabled access clear?


	Signposting

· Are all the signs in place and pointing in the right direction?

· Decorations up and about?



	Tutors / helpers

· All present and correct?

· Have they got their notes and handouts?

· Have they got their name badges?

· Does everyone know when they can take a break?

· Does everyone know about the prize draw for £100?
	Computers

· Switched on? Numbered?

· Showing the http://digitalunite.com/spring-online  website?

· Sign-up sheets in place? Numbered to match computers?

· Two chairs per computer and space to move to them?



	Handouts

· Media consent forms ready?

· Other handouts laid out where people can see them?

· Have tutors got sets of handouts to give to learners?


	Refreshments:

· Tea and coffee ready?

· Milk and sugar?

· Enough cups?

	Toilets

· Signposted and ready for use?
	Photographer

· Is someone lined up to take photos? 




And finally – enjoy the day!
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