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Salford…Game on for 2002

Information on organising a Queen’s Golden Jubilee street party

1. INTRODUCTION

This booklet has been produced by the Commonwealth Games Office at Salford City Council. The Office is responsible for co-ordinating Commonwealth Games and Queen’s Golden Jubilee events in the Salford local authority area. Their address is in section 6.

This booklet contains extracts from The Queen’s Golden Jubilee Celebrations Toolkit. The full Toolkit is available online at www.goldenjubilee.gov.uk, or from the Golden Jubilee Office on 0845 000 2002.

The Golden Jubilee Office would like to know about your plans to celebrate The Queen’s Golden Jubilee. They will be recorded on the central Golden Jubilee database of ideas. Events will be listed on the Golden Jubilee website Calendar of Events.

Contact them:

Public Enquiry Line: 0845 000 2002

Postal address: Golden Jubilee Office, 85 Buckingham Gate, London SW1E 6PD
e-mail: goldenjubilee.celebration-ideas@homeoffice.gsi.gov.uk

Website: www.goldenjubilee.gov.uk
The main celebrations of the 50th anniversary of The Queen’s Accession to the Throne will take place between May and July 2002 when Her Majesty will tour the regions of England and pay visits to Scotland, Wales and Northern Ireland. The central weekend of Golden Jubilee celebrations will take place from 1 June to 4 June. Monday 3 June will be an additional Bank Holiday to mark the Golden Jubilee. The Spring Bank Holiday, which would otherwise fall on 27 May, will be moved to Tuesday 4 June when there will be a National Service of Thanksgiving at St Paul’s Cathedral. The Queen will also open the Commonwealth Games in Manchester on 25 July and close them on 4 August.

Your event could be linked to the framework of national celebrations and the Queen’s programme of visits or it could build on established local events. There are many ways to celebrate, but this particular pack is designed to give you information on organising a street party. Most importantly, it is hoped that the Golden Jubilee will be a happy occasion providing an opportunity for the whole community to unite in enjoying the celebrations.

2. CELEBRATION

Why celebrate?

The Queen’s Golden Jubilee in 2002 is a unique time in the life of the nation. We can make it special by creating wonderful events that the participants will always remember. This booklet can help you plan for a great experience.

What are we celebrating?

50 Years of The Queen’s Reign

Over the last 50 years, The Queen has contributed to national life in many ways. The Golden Jubilee marks the 50th Anniversary of Her Majesty’s Accession to the Throne.

Celebration

The Queen would like her Golden Jubilee to be an occasion for celebration involving the whole community. It is hoped that the nation will come together on 4 June 2002 for the National Service of Thanksgiving at St Paul’s Cathedral during a central weekend of special events to mark the Golden Jubilee. The summer of 2002, from May to July, will be given over to celebrations in every region, county, city, town and village.

Giving thanks

The Queen has said that she wants the Golden Jubilee to be an occasion for her to give thanks to the whole nation and the Commonwealth for the support she has received during her Reign. 

Service

The Golden Jubilee celebrations are a great opportunity to recognise all those who support and contribute to their communities through public and voluntary service. 

Community

The Queen hopes that the celebrations will reach into every community and can involve everyone no matter what their background, age, culture, ethnic origin, religion or status. The importance of the Commonwealth to the life of our nation is central to the programme of Golden Jubilee events scheduled for 2002.

Looking forward as well as back

The celebration of a 50-year Reign is a time for reflection on the ways in which life has changed. It also offers us the chance to take stock of where we are today, and to look to the future. The Golden Jubilee is as much for the young people in our communities as it is for the older generation. Celebrating the achievements of our youth and looking ahead to their contribution to our society, is an important aspect of the Golden Jubilee.

The Commonwealth

The significance of the Commonwealth to the development and modern life of our nation is central to the programme of Golden Jubilee events scheduled for 2002. There is an important Commonwealth dimension to each of the other themes, which places the Commonwealth at the heart of the Jubilee. The Golden Jubilee celebrations can reach every community. It is your hard work and enthusiasm that makes this happen.

But most of all, have fun!

How shall we celebrate?

That is entirely up to you. Everyone can celebrate in their own way, but one way is to have a street or garden party, whether it is a few families getting together on one street, or in one garden or the whole community on the village green.

3. THE EVENT

One way you might like to celebrate the Golden Jubilee is to have a street party. This traditional and popular way to celebrate special national occasions can be enjoyed by all and can be tailored to suit your local community. Street parties can be great fun although there are health and safety considerations. If at all possible, events should take place in properly supervised areas where these can be taken into account properly. The organisation of such events should, if possible, be undertaken by people with experience.

Street Parties

As in 1977, it is hoped that many communities will want to hold street parties in the tradition going back to King George V’s Silver Jubilee in 1935 and to the 19th century. On Royal occasions in the past many people have shown their patriotism by decking out their street in red, white and blue. You can use cloth or paper to make these decorations. Tissue or crêpe paper is cheap and cheerful and easy to manipulate and replace, but be aware of the fire risks if using it indoors.

A street party usually involves the closing-off of a street or road and setting up decorated tables with food and drink and providing entertainment of all kinds. The aim is to involve the whole community. If you have access to a garden you might like to hold a garden party. The important thing is to get everyone involved; remember to be inclusive. In this way, families from different backgrounds can add their own unique contribution to the party.

Street parties are especially fun for children. Encourage the whole family to make cakes and other food to bring along. This not only increases participation but also spreads the cost of your event. 

Costs and organisation

Street parties are relatively cheap events to organise. The key to a great street party is to have as many people as possible contributing in their own way. Borrow equipment such as tables and chairs from neighbours, schools, your church hall, village hall or community centre. You will want to consider arrangements for cleaning up afterwards- contact Environmental Services for advice (number in section 6).

You may want to set up a committee to organise the event. You need a chairperson and people to organize the money, the equipment, the refreshments, the decorations, someone to organise the publicity and someone to organise the entertainment. Some of these roles can be taken by more than one person. 

Set a day aside when willing volunteers can prepare food or decorations at someone’s house. (The loan of a kitchen or living room for a morning or afternoon can be a contribution in itself.) Get the school involved- if anyone you know is a parent-governor ask them to put it to the school governors. If you make it a school event you could use the playground, the playing field or even the school hall if the weather turns bad. 

Garden parties

Garden parties are very similar to street parties, the obvious difference being that you need access to a fairly large open space. If someone is happy to offer their garden they can consider this as their contribution to the event.

Enjoy the big day

The important thing is that you leave plenty of time to plan and organise your event. But remember, the Golden Jubilee is a celebration, have fun!

4. PERMISSIONS

The Licensing Process

Generally, all public entertainment has to be licensed by the Local Authority. If you are organizing a street party in Salford, you do not require a licence, but if you plan to have a different event you may require a licence. In that case, talk to the Licensing Office as soon as possible Their number is in Section 6.

Note: The Council’s licensing officers are able to offer further and more detailed advice on licensing. Contact them for more information. Their number is in Section 6.
Insurance

Your street party should have Public Liability Insurance. You will need to get advice from a specialist broker. Before you sign, read the small print and check all your liabilities are covered. It is not advisable to try to get this kind of insurance from a non-specialist. 

Arranging Road Closures

If your event is a street party you will need to arrange for the road to be closed to traffic. Apply in writing to: Traffic Section, Development Services, Salford Civic Centre, Chorley Road, Swinton, M27 5BW. 

Because the process requires that notices be published in newspapers etc… you really need to apply two months in advance. There may be a cost involved, but you will be advised of this.

If you want to hold your street party in an open space on a housing estate you will need to contact Housing Services. Speak to your local housing office. Their number can be found in the phone book, in Salford People magazine, or by calling the main Salford reception, whose number is in Section 6. It also helps to consult with and inform the people who may be directly affected by your planned event.

It is also best to talk to Environmental Services about any street cleaning that may be needed before or after the event. Their number is in Section 6.
Emergency services

Police

Inform them well in advance of what type of event you are planning (phone number can be found in Section 6). Any resulting traffic management should comply with the requirements of the Traffic Signs Manual and be “self policing”. Police Officers will not be used as part of a traffic management plan introduced in consequence of a closure order unless this is completely unavoidable. Whilst the police do not charge for providing the core services of dealing with crime and disorder or for roads policing, they can charge for special duties and you should ensure that they do not cause the police extra work. Early contact with the police is highly recommended.

Remember: Public Safety at the event is the responsibility of the organiser/s.

Fire Brigade & Ambulance Services

Inform them in writing, particularly if fireworks and/or bonfires are proposed or large crowds are expected. St John Ambulance Service should be present on any site where fireworks are being lit. Fire Brigade and Ambulance Service details can be found in Section 6.

Environmental health

Unless you plan to charge people to come to the event, there is no obligation to talk to Environmental Health. Even so, they are still happy to advise you.

Catering

If you plan to do the catering yourself, or with the help of volunteers your local Environmental Health Officer is able to provide guidance and advice. It could prevent people becoming ill from eating incorrectly prepared food. Remember to cater for vegetarians and vegans (who will not eat any animal products). 

Fireworks & Bonfires

It is advisable to visit reputable organised fireworks displays rather than try to put on your own. This is for safety reasons and it may be more difficult to arrange Public Liability Insurance if the fireworks are not supplied by a professional company. If you do decide to go ahead with your own display you should contact the Civil Aviation Authority, especially if you are having a fireworks, laser or searchlight display near an airfield or airport.

If you are planning to have a bonfire then it is strongly advised that you should consult the fire brigade about the size and location.

For further information on firework safety please refer to the Department of Trade and Industry website Home Safety Network pages: www.dti.gov.uk/homesafetynetwork. Alternatively read Giving Your Own Firework Display published by the Health and Safety Executive at £5.75 (HSG 124 ISBN 07176 08360). Phone 01787 881165 to order a copy.

5. DECORATION
Make an impact and brighten up your event with banners and bunting. Use colours that reflect the occasion or that reflect your local area or culture. Red, white and blue or gold would be appropriate for a Golden Jubilee event but use any colour scheme that means something to you. You might consider using the Golden Jubilee emblem prominently (see the Golden Jubilee website at www.goldenjubilee.gov.uk).
You may consider using the advice and skills of professional artists who could make specially constructed arches, totems and other sculptural features. This would apply equally to an indoor venue.

Indoors/outdoors

Anything that is being used outside must be waterproof and not too wind resistant (otherwise it will be damaged by the wind). Use waterproof paint or dye on banners for outdoors. Slash small slits in them to let the wind through or make a feature of cutting shapes into the fabric. Bunting (long lengths of small flags) looks great indoors and outside. Try different shaped bunting for a change from small triangles.

Use decorated umbrellas to provide shade over tables outside. Decorate your indoor tables with fresh or paper flowers, hand-printed paper tablecloths and banners rigged on poles and taped to the upright table legs. Make lighting a feature with lengths of white or coloured bulbs (festoons), available from DIY shops. Decorate household paper lanterns with tissue paper patterns.

Indoor décor should be fireproofed. Natural fibres are less of a hazard. Flameproof fabrics and flame proofing solutions are available from theatre suppliers (Listed in Yellow Pages).

Bunting

Long lengths of small flags.

· Place a long piece of fabric (non-fraying) or polythene, folded lengthways, 30cm wide, on the longest length of flat surface available.

· Using a sheet of A4 card, marking out an interlocking design along the fabric.

· Cut along the folded length and along the outlines of the pattern, making sure that each shape remains linked to the next.

· For best results cut no more than 4 layers at a time.

· You should now have several lengths of bunting.

· Sew onto fabric tape (approx. 2.5cm wide) continuously, leaving 15cm at each end to tie onto poles, lampposts or other uprights.

Banners or Flags

· Decide the length and width of your banners (it is recommended that they be no smaller than 60x90cm) and cut out.

· Stretch and secure by taping down all the edges on a waterproof surface at least the size of your cloth.

· Mark out a border and a sample design. Use big bold shapes and colours. Solar rays and wavy lines work well.

· You can mask out shapes with sticky tape and make stencils using sticky-backed plastic, or cut out appliqué fabric shapes.

· Paint the picture, using fabric paint, leaving 2.5cm at top and bottom.

· Hem the sides, or sew a fancy border onto them.

· Fold over the top and bottom and sew a channel about 2cm wide. Thread thin bamboo (cut to slightly wider than the width of the banner) through the channels and tape it in at each end so that it doesn’t slip out.

· Tie strong twine, approximately 1m, to the end of the bamboo in a loop to hang the banner from the top of a pole.

Rigging

Rigging banners and bunting:

Decide where you want to put your bunting and banners and make a line of metal road stakes Bang these into the ground, at least 25 cm deep, using a sledgehammer. Lash and tape the thick ends of large bamboo poles (from garden centres or importers) to the stakes, with the foot of the pole on the ground. Measure out your bunting and, with the use of a tall A-frame ladder; fix onto narrow ends of poles with Gaffer (strong cloth) tape. But please don’t drive stakes into the road surface!
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1. INTRODUCTION

This booklet has been produced by the Commonwealth Games Office at Salford City Council. The Office is responsible for co-ordinating Commonwealth Games and Queen’s Golden Jubilee events in the Salford local authority area. Their address is in section 11.

This booklet contains extracts from The Queen’s Golden Jubilee Celebrations Toolkit. The full Toolkit is available online at www.goldenjubilee.gov.uk, or from the Golden Jubilee Office on 0845 000 2002.

The Golden Jubilee Office would like to know about your plans to celebrate The Queen’s Golden Jubilee. They will be recorded on the central Golden Jubilee database of ideas. Events will be listed on the Golden Jubilee website

Calendar of Events.

Contact them:

Public Enquiry Line: 0845 000 2002

Postal address: Golden Jubilee Office, 85 Buckingham Gate, London SW1E 6PD

e-mail: goldenjubilee.celebration-ideas@homeoffice.gsi.gov.uk

Website: www.goldenjubilee.gov.uk

The main celebrations of the 50th anniversary of The Queen’s Accession to the Throne will take place between May and July 2002 when Her Majesty will tour the regions of England and pay visits to Scotland, Wales and Northern Ireland. The central weekend of Golden Jubilee celebrations will take place from 1 June to 4 June. Monday 3 June will be an additional Bank Holiday to mark the Golden Jubilee. The Spring Bank Holiday, which would otherwise fall on 27 May, will be moved to Tuesday 4 June when there will be a National Service of Thanksgiving at St Paul’s Cathedral. The Queen will also open the Commonwealth Games in Manchester on 25 July and close them on 4 August.

Your event could be linked to the framework of national celebrations and The Queen’s programme of visits or it could build on established local events. There are many ways to celebrate and this pack is designed to give you some ideas. Most importantly, it is hoped that the Golden Jubilee will be a happy occasion providing an opportunity for the whole community to unite in enjoying the celebrations.

2. CELEBRATION

Why celebrate?

The Queen’s Golden Jubilee in 2002 is a unique time in the life of the nation. We can make it special by creating wonderful events that the participants will always remember. This booklet can help you plan for a great experience.

What are we celebrating?

50 Years of The Queen’s Reign

Over the last 50 years, The Queen has contributed to national life in many ways. The Golden Jubilee marks the 50th Anniversary of Her Majesty’s Accession to the Throne.

Celebration

The Queen would like her Golden Jubilee to be an occasion for celebration involving the whole community. It is hoped that the nation will come together on 4 June 2002 for the National Service of Thanksgiving at St Paul’s Cathedral during a central weekend of special events to mark the Golden Jubilee. The summer of 2002, from May to July, will be given over to celebrations in every region, county, city, town and village.

Giving thanks

The Queen has said that she wants the Golden Jubilee to be an occasion for her to give thanks to the whole nation and the Commonwealth for the support she has received during her Reign. 

Service

The Golden Jubilee celebrations are a great opportunity to recognise all those who support and contribute to their communities through public service and voluntary endeavour.

Community

The Queen hope that the celebrations will reach into every community and can involve everyone no matter what their background, age, culture, ethnic origin, religion or status. The importance of the Commonwealth to the life of our nation is central to the programme of Golden Jubilee events scheduled for 2002.

Looking forward as well as back

The celebration of a 50-year Reign is a time for reflection on the ways in which life has changed. It also offers us the chance to take stock of where we are today, and to look to the future. The Golden Jubilee is as much for the young people in our communities as it is for the older generation. Celebrating the achievements of our youth and looking ahead to their contribution to our society, is an important aspect of the Golden Jubilee.

The Commonwealth

The significance of the Commonwealth to the development and modern life of our nation is central to the programme of Golden Jubilee events scheduled for 2002. There is an important Commonwealth dimension to each of the other themes, which places the Commonwealth at the heart of the Jubilee. The Golden Jubilee celebrations can reach every community. It is your hard work and enthusiasm that makes this happen.

But most of all, have fun!

How shall we celebrate?

That is entirely up to you. Everyone can celebrate in their own way but we’ve listed a few ideas here. One way to celebrate is to have a street or garden party, whether it is a few families getting together on one street or in one garden or the whole community on the village green, beach or in the town square.

The party begins here!

Draw upon the good will and enthusiasm of existing groups and invite them to run street or garden party workshops in the weeks leading up to the event. Use the church hall, school, community centre or village hall for these activities and for the storage of materials. Consider using the professional services of specialist artists.

Inform the Police of your plans; they can advise on safety and legal issues. Check with the council for permission to close off the street to traffic or for the use of a public green space. This will have to be done months in advance.

The start of the party

Organise people so that they are not waiting around for too long, and make sure they know where they are going! Create a welcoming meeting place with decoration; ask the band to play while people gather. Provide hosts to guide the event along smoothly.

Food and drink

Ask local people to be involved in making and serving food and running the bar (remember you will need a licence if the party takes place at an unlicensed venue). If you plan to make complicated dishes remember to leave enough preparation time. If participants are from different backgrounds or areas ask them to prepare dishes that are important to them.

Music and dance

Music makes any event lively and enjoyable. Consider hiring local bands to play. They can be paid in cash or food and beer! Ask them to play well-known songs or tunes - remember, your event should be as inclusive as possible. You might put aside an area for dancing.

Visual impact

Use a limited number of bright, bold colours. Red, white and blue are an obvious choice, as is gold, but you may wish to use other colour combinations to reflect local backgrounds or different themes.

The end

Don’t let the party fizzle out: the band could play one or two finale numbers before a fireworks show.

For information on firework safety please refer to the Department of Trade and Industry website Home Safety Network pages: www.dti.gov.uk/homesafetynetwork. Alternatively, read Giving Your Own Firework Display published by the Health and Safety Executive at £5.75 (HSG 124 ISBN 07176 08360). Phone 01787 881165 to order a copy.

Thank all those who have participated and recognise the hard work of all those who

have contributed towards the occasion.
Ways to Celebrate

You can celebrate in so many ways, including:


3. PROGRAMMING

What kind of event are you planning? Who for? Where is the venue/location? What day? How long will it run?

Timing and dates

Choose start and finish times and a day that is right for the people you want to attend. If families with school-age children are likely to be taking part then a weekend or bank holiday daytime is best. The Golden Jubilee Weekend from 1-4 June might be ideal. Also check for clashes with major public events (e.g. sporting fixtures) and other local festivals. We may be able to help with this.

The Main ingredients

Entertainment. Activities. Attractions. Artistry. Participation.

Entertainment

Make sure acts are appropriate for your event and that the entertainers reflect the interests of the community to whom they are performing.
Music programming

The range of music is huge. For example:

Live amplified bands, acoustic music, orchestras, singers, choirs, jazz bands, marching bands, street bands, pipers, percussion bands, steel bands, sound systems

and DJs.

Be aware of age ranges. Your programme may need to appeal to anyone from 1 to 91. Older people might like a tea dance section where the DJ plays a selection of foxtrots and waltzes (try to use a hard floor). Again, bear in mind that your event should aim to be inclusive, with music that will be enjoyed by all participants not just the entertainments manager!

TIP: It is essential that you have a First Aid kit to hand.

TIP: Trying to run an open air event with bands and admission charges is not a good idea unless you have experience of this, plenty of money at your disposal or you are good at persuading big acts to play for nothing! You will need to hire bands that can guarantee a crowd since the public won’t pay very much to see an unknown act. If you can hire popular bands you will need to pay for putting up a high fence around the site to make the event safe and viable.
Activities and attractions

Beer tent. Tea tent. Bouncy castle. Food from different cultures. Café. Cake stall. Craft fairs. Cocktail bar. Sports displays. Fancy dress. Information stalls. Tombolas. Lucky dip. Jumble. Hot air balloon. Bungee jumps. Fairground rides. Flight simulators. Fire engines. Donkey rides. Horse and cart. Miniature train rides. Tractor and trailer rides.

TIPS

· A good Master/Mistress of Ceremonies is an asset to any entertainment programme.

· Someone will also need to oversee the playing of recorded music provided by various performers.

· Allow 20 minutes changeover between acts or bands.

· If you have a well-known band put them on 2 hours before the end. Follow them  with something to wind the event down so people start leaving voluntarily.

· Wind on all tapes to the right starting point and ask for a written running order.

· Radio stations often run “roadshows”. 

· Avoid strobe lighting as this can cause adverse effects in some people (e.g. can trigger epileptic fits).

If you are have permission to stage your show in a park, with just a few gates, help the event by having a large sign saying “This festival is organised by local people on a tiny budget. Please support us by making a voluntary donation of £1”. But don’t depend on it to pay the bills!
Where do I find entertainers?

For information about entertainers:

· Contact local theatres and arts centres, North West Arts, Children’s Theatre Association, Musicians’ Union.

· Refer to local newspapers and Yellow Pages.

· Go and see acts in a venue (pub or club) and get their contact details.

· Check with local authority for local cultural groups such as Asian Dhol drummers, Vietnamese dancers, gospel choirs, African drummers, Irish dancers, etc. Look in specialist papers like Eastern Eye and The Voice.

· Find children’s and youth dance and drama groups, school steel bands, choirs and orchestras.

· Check out buskers in the street.

· Approach bands (if recorded) through their record label who will put you in touch with the agent or management.

· Arrange for a local or national celebrity to open your event. Well-known celebrities have agents through whom you have to work.

· Invite the Mayor, a Local Councillor, MP, MEP, your sponsor, or the oldest/ youngest person to open the event. Maybe there is a couple who have recently celebrated their 50th wedding anniversary or someone celebrating their 50th birthday who could be guest of honour. Celebrities give your event a better chance of appearing in the local papers!

· Check in the library or buy The White Book, the International Production Directory (Inside Communications www.whitebook.co.uk) and The British Performing Arts YearBook (Rhinegold) or The Stage for performers, celebrities and agents.

Booking and Paying Artists

Some well-known artists are likely to be booked up very early for the Golden Jubilee year. Start booking as early as you can and be realistic. Issue a contract to the artists with cancellation terms clearly stated by both parties. Ask for a signed copy. Make sure that expectations match on either side and adhere to contracts and technical specifications. Request technical details from entertainers well in advance. Some bands will provide their own Public Address System (PA) which will be useful to the event as a whole.

The organisers should talk to their local Tax Office about payments to artists. Generally artists must supply an invoice with their full address and Schedule D or VAT numbers if registered. Many prefer cash on the day, but try to pay by cheque. If you have agreed to pay by cash in your contract then your Treasurer should have the money ready. Always check that artists have performed before you pay them. Keep the invoices otherwise you may be liable for tax.
Note: The may be able to offer further and more detailed advice on finding and booking artists.

TIP: Performers need somewhere to change and secure their belongings. People perform best when treated well so provide food and drink. This applies to your staff and volunteers.

TIP: Issue all performers and stallholders with a map to the venue, a simple site plan and a parking/entrance permit. Try to limit vehicles to one per stall or group where possible.

Children’s area

· Don’t put it near an unfenced road or the Beer Tent, and barrier it off if you can.

· This is a family area and parents leave children here at their own risk. You should put up a notice to this effect. Encourage parents to join in.

· Run a crèche with approved workers (check with Social Services) to look after small children for limited periods.

· Ask your Play Service, a local nursery or playcentre if they can provide people to help.

· Put a portaloo nearby.

· Arrange a series of different activities throughout the day: bouncy castles,  inflatable maze, storytelling, puppet theatre, face painting, henna hand painting, arts and crafts, making hats and banners for a carnival procession.

You are not required to register your crèche if it is only run for one day. However, the Department for Education and Skills recommend that, if possible, the organisers should aim to achieve registration standard, especially over things like security and safety. Details of the National Standards for Day Care can be found on the DfES website: www.dfee.gov.uk/daycare

Young people

· For the 5-10 age group, arrange a disco playing pop.

· If there is any fixed sporting equipment organise basketball, volleyball or rounders tournaments.

· Local football clubs may be happy to supply coaching sessions and send along celebrity players.

4. ORGANISATION

People are your biggest asset, so value your volunteers. Work in partnership with individuals and organisations. Give everyone a sense of ownership in the celebration. Create a strong support network. You’ve got a good idea so share it!

Get organised

To find out what local people want and to discuss your ideas you could:

· Call a meeting

· Inform the local newspapers

· Speak to people informally

· Send out a questionnaire

· Contact local community groups especially your local Community Committee

If you are thinking about applying for public funds it may help to be able to demonstrate that your event has strong community support and involvement.

Form a Steering Committee of interested parties from a wide spectrum of local traders, tenants associations, residents, schools, cultural organisations, refugee welfare groups, youth clubs, dance schools, scouts, OAP’s clubs, arts centres, churches, industry, business charities (Lions and Rotary Club).

Meet at least once a month and every two to three weeks in the last two months before the event. It is useful if someone takes minutes of agreed action points with volunteers’ names by items to send out as a reminder or to include in a newsletter. If your organising committee all have Internet access, you could set up an email group to keep everyone informed of progress, exchange ideas, and pass on information. Or you could set up a group on one of the service providers.

Some people may have instant access to volunteers. Schools could recruit parents, maybe from the PTA, as well as use the event as a focus for an arts project and create banners or performances.

All organisations benefit from people with a balanced set of skills and facilities: from the banker to the carpenter to the computer owner. People can get involved on a number of levels from selling raffle tickets, entrance tickets and programmes to shaking a collection bucket and leafleting door to door. Set up sub-groups to oversee the practical, financial and publicity aspects of the event.

Becoming an organisation

TIP: The basic requirements of most funding bodies are that your organisation has a

bank or building society account and a management committee with Chairperson, Treasurer and Secretary.

TIP: You will need financial controls, e.g. all cheques should have two signatures. Alternatively, you could put your organisation on a more formal footing by forming a ‘company limited by guarantee’, particularly if it is intended that your project has longer-term aims. This will facilitate the opening of a bank account and should make it easier to attract funding.

To find out how to form and incorporate a company you should contact Companies House (national enquiry line no: 0870 333 3636) which has seven Information Centres nation-wide, including one in Manchester. Information can be obtained from the Companies House website at www.companieshouse.gov.uk. Alternatively, ready-made companies are available from company formation agents whose names and addresses appear in the Yellow Pages.

If your project has longer-term aims, you may consider applying for charitable status. Some trust funds and foundations will only fund you on this basis. For more information contact the Charity Commission (England and Wales only) on: 0870 333 0123.

EXAMPLE TIMETABLE

GOLDEN JUBILEE EVENT DATE

STREET/GARDEN PARTY

Start to organise 




7 Months before event

Inform Local Police




7 Months before event

Book entertainers 




7 Months ahead

Licence application 




7 Months ahead

Stall holders 





2 Months ahead

Publicity 





2 Months ahead

Final press release 




1 Month ahead

Leafleting & Posters 




2 Weeks ahead

(Steering group meeting monthly, then at three weekly intervals in last two months)
Building teams

Consider group dynamics. Have you got these sorts of people in your group?

The visionary- people who can have ideas.

The motivator- one who can encourage others to become involved.

The realist- someone who has bucket loads of common sense.

The consolidator- someone who can resolve disputes and identify what you all agree on.

The speaker- one who can talk about ideas confidently.

The writer- someone who can write clearly and creatively.

The organiser- someone who can organise themselves and others.

The artist- both practical and inspirational.

The tea-maker- some people just want to be helpful and are happy to make a contribution however small.

Beware the self-promoter! Big-heads and control-freaks don’t play in teams.

TIP: Contact all sections of the community. Don’t be exclusive, be inclusive!

The easiest way to have a celebration that reflects the whole community is to have a wide representation.

5. RESOURCES

Volunteers and donations

Your most valuable resources are people’s time, skills, facilities, equipment, materials and refreshments for free! Your local newsagent, shops and bank are good places to start. Ask the manager.

Donations can either be in cash or in kind. The latter is often easier to obtain, for example donations from traders and whoever can lend you equipment and tools. Ask at the builder’s merchants for scrap timber, a sledgehammer, scaffolding. Is there a scrap scheme you can join in your area? The supermarket may donate crisps and soft drinks and give discounts.

TIP: Check what other events are happening in your area. Salford’s Events Team may be able to help. Try not to compete with each other’s events by putting them on the same day. Share resources.

Budgets

Before you ask anyone for money you have to prepare a budget. Base your budget on real quotes, don’t guess. It has to balance. Work out how much money you need on the day and for deposits. Always allow for a contingency about 10% of the total expenditure for emergencies and unexpected payments. Keep a petty cash float in an envelope. Write down on the outside a record of expenditure and put the receipts inside.

EXAMPLE BUDGET

COMMUNITY CENTRE JUBILEE FAIR

EXPENDITURE

Casual staff 







300

DJ & PA (+MC) 






250

Costumed characters & pipe band 




150

Decoration 







  50

Print & distribution of leaflets by local newspaper 


300

Marquee from local authority (labour to erect) 


100

Insurance against bad weather (Pluvius) 



200

Donations (£20-£50 per community group) towards entertainment 
150

Materials, scaffolding, other hires 




500

SUB TOTAL 








2000

Contingency (10% of total) 





200

TOTAL 








2200

INCOME

Stall charges community groups (£15 x 20) 



300

Stall charges crafts and trade (£30 x 20) 



600

Programme/raffle (25p each x 4000) 



          1000

Donation from local industry 





  50

Subsidy from other events 





100

Profit from beer tent and coffee bar 




150

TOTAL 








2200

This event is self-financing. It has not received any grants. There may be hidden expenses, which are offset against ‘contributions in kind’; e.g. staff time from the community centre.

Income from the Event

Note: Not all events are appropriate for raising income. Street parties, for example, are unlikely to lend themselves to many of the following methods of raising revenue.

You will raise income by:

· Charging stallholders for the hire of the pitch. Ask for a deposit on the hire of tables (base it on the cost of replacing the trestle table and chairs).

· Charging a higher fee if it is a trade or business stall such as an ice cream seller or hot dog stall. You may like to charge a ‘concession’ fee for exclusive rights to sell certain types of goods (alcohol, food, and ice cream).

· Ticketing.

· Entry fees.

· Programme sales.

· Advertising in your programme for a fee.

· Bucketing: taking a bucket around the event on the day for people to donate cash (wearing a costume and a big smile helps!).

· Merchandising (T-shirts, badges, etc.).

· Running a bar. (Note: this will require a licence. See chapter 6 for details.)

Familiar fund-raising:

· Jumble sales.

· Car boot sales (beware of people selling contraband goods, if you are caught with any you could find yourself in a lot of legal trouble).

· Raffles are covered by the Lotteries and Amusements Act 1976- registration of raffles is not required but the proceeds must be devoted to purposes other than private gain, tickets must be sold where the raffle is taking place and not more than £250 must be spent on prizes. Money prizes are not allowed. Other types of lottery may however need to be registered and further details can be found in the gambling section on the Department for Culture, Media and Sport website: www.culture.gov.uk.

TIP: Where your income is not guaranteed you need someone to bear the loss. Decide in advance what you will do if there is a risk of a loss but no one obvious to bear it and alternatively what you will do with any surplus.

Paying for hires and services

Agree terms in writing well in advance. The confirmation letter should set out the times, date, location with a map if necessary and exactly what will be supplied. Most major hire items require a deposit, with the balance payable after the event. You are purchasing a service so make sure you are getting what you are paying for. For instance, if the PA breaks down irretrievably or turns up late ask for a reduction. Be reasonable but firm. The Events Team can advise you about suppliers.

You will need money in advance to cover the initial costs of hires, or you can open trade accounts with contractors. You will usually need a banker’s reference and two other trade references.

Funding your event

TIP: Don’t bank on getting grants. It’s a good idea to plan a fallback position to have a smaller event.

Public funds

The National Lottery: Grants of between £500 and £5000 will be available through the ‘cross-distributor’ ‘Awards for All’ to support projects that involve one or more of the Lottery good causes of the arts, sport, heritage, charities, health, education or the environment.

For further information, you can ring the National Lottery hotline on 0845 275 00000.

Trusts: You may be able to apply to a trust for funding. Some starting points published by the Directory of Social Change:

· The Directory of Grant Making Trusts.

· A Guide to the Major Trusts Vols 1, 2 & 3.

· A Guide to Local Trusts in 4 Vols; London, South, Midlands & North. 

Phone 020 7209 5151 to order these publications.

Private Funds (Sponsorship)

· Start locally, since large national firms will be deluged with applications. Use Yellow Pages and Thompson Local to find dependable local sponsors. They will help your event’s credibility with other funders. 

· Offer to include sponsors’ logos on publicity material and credit them during announcements at the event. Organise a private view or VIP enclosure for them and their guests.

· Sponsors can help with office costs. Local papers and radio stations can become sponsors by publicising your event.

· Get a discount on hires by asking the hire firm to sponsor you. Put their name on a banner at the back of the stage.

· You may need to check with public funding bodies that a sponsor is acceptable to them.

Try this reference:

The Guide to Company Giving Directory of Social Change Phone 020 7209 5151 to order a copy.

Running a Bar and Selling Alcohol

· Arrange Sale or Return (SOR) from a wholesaler. They will also often supply plastic

glasses.

· If it is a family day, stock up on soft drinks.

· One person can serve a mix of 80 drinks per hour.

· Allow at least 3-4 drinks per person attending the event.

· Before you start serving you will need to set aside about 10% of your estimated final income in change, to use as a bar float.

· Arrange power for cooler, supply of ice, corkscrews, scissors, marker pens.

· It is easier to stick to cans and bottles, although many small breweries and their associated pubs will arrange for multi-pint kegs e.g. a 40-pint box.

· Hire a tent and trestle tables.

· Remember: Selling alcohol requires a liquor licence. See chapter 6 for more details

6. PERMISSIONS

The Licensing Process

Generally, all public entertainment has to be licensed by the council. The laws about this are intended to ensure public safety, the safety of attending performers and the protection of nearby residents from exposure to noise and antisocial behaviour. The council treats each event individually. Don’t be put off by the complexity of some of the forms- the Licensing Officers are there to help you.

The Licensing Officers’ job is to advise the Licensing Committee about granting Public Entertainment Licences. For smaller events he or she, in effect, makes the decisions. Only if your event is contentious or attracts objections will the Licensing Committee decide to consider the application in full detail. Even so, it’s best to talk to the Licensing Officer as soon as possible.

The kinds of questions Licensing Officers ask are:

· Date, Times, Location

· How many people do you expect to attend?

· What kind of event (community, religious, dance etc.)?

· Are you going to charge admission?

· Will you have a beer tent? (If you are going to sell alcohol at the event a separate licence or permission may be needed- see “Additional Information” below.)

· Depending on the nature and size of your event you may have to prepare a site plan.

· Who will manage or assume control during the event to make sure it takes place successfully and without mishap?

What sort of licence will I need?

If you are holding a street party then you do not need a Music and Dancing Licence.

If your event is in a community centre or other building then you will need a Music and Dancing Licence. Many venues already have these, but do not presume this. Ask to see it. If in doubt, check the Licensing Office. If the building is not licensed you will need to get an Occasional Entertainment Licence.

If your event is in a public park, does not involve loud amplified music, is free and is primarily for the community to celebrate the Golden Jubilee, then you may not need a Music and Dancing Licence. Again, do not assume this- speak to the Licensing Office.

If your event is in a public park, has loud music and charges an entrance fee, then you definitely need an Occasional Entertainment Licence.

In Salford the application fee for a licence is: £148 for an event of up to 100 people, and £34 for every additional 100 people or part of that (Correct at November 2001). For an event in a church hall, the fee will be waived automatically, but you will still need to apply for a licence. If the event is in a community centre, the fee will usually be waived, but you will need to request this when you make the application. If there are no problems, it will still take at least 4-6 weeks to process the application, so make sure you give it plenty of time.

Note: Salford’s Licensing Office is able to offer further and more detailed advice on licensing (number in section 11).

Site permissions

After you have found a suitable site or building, identify who owns it and get their permission in writing. Involve your local councillor if you have problems.

If you are using a site building owned by somebody else, make sure you fully understand how any emergency system operates, e.g. fire alarms, and make sure you are familiar with the layout, including emergency escape routes. The building owner may be prepared to assist by helping manage your event.

If it is a public park, the council’s Events Team can advise (number in section 11). 

TIP: The signatory of the licence is legally responsible for ensuring that the conditions of the licence are fulfilled and the event is conducted in a proper fashion.

Insurance

Your event should have Public Liability Insurance. Sometimes the venue will have a policy that will cover you. Make sure you check whether you are covered. If not you will need to get advice from a specialist broker. Before you sign, read the small print and check all your liabilities are covered. It is not advisable to try to get this kind of insurance from a non-specialist.

Bad weather (Pluvius) insurance

Available from specialist brokers this generally pays out if bad weather forces cancellation before the event is declared open. The insurance will pay cancellation fees etc. (Read the small print!)

Site meeting

Arrange a site meeting with all the relevant parties: licensing officer, site owner, police, fire officer, environmental health and site/ event manager. Walk the site with them and talk through your plans.

Arranging Road Closures

If your event is a street party you will need to arrange for the road to be closed to traffic. Apply in writing to: Traffic Section, Development Services, Salford Civic Centre, Chorley Road, Swinton, M27 5BW. 

Because the process requires that notices be published in newspapers etc… you really need to apply two months in advance. There may be a cost involved, but you will be advised of this.

If you want to hold a party in an open space on a housing estate you will need to contact Housing Services. Speak to your local housing office. Their number can be found in the phone book, or in Salford People magazine. It also helps to consult with and inform the people who may be directly affected by your planned event.

It is also best to talk to Environmental Services about any street cleaning that may be needed before or after the event. Their number is in Section 11.
Emergency services

Police

Inform them well in advance of what type of event you are planning. If your event will disrupt traffic, for example a carnival procession, there is a form called ‘Notification of Demonstration/March’ that the police will ask you to fill out. Any resulting traffic management should comply with the requirements of the Traffic Signs Manual and be “self policing”. Police Officers will not be used as part of a traffic management plan introduced in consequence of a closure order unless this is completely unavoidable.

Whilst the police do not charge for providing the core services of dealing with crime and disorder or for roads policing, they can charge for special duties and organisers should ensure that they do not cause the police extra work. Early contact with the local police is highly recommended.

Remember: Public Safety at events is the responsibility of the organiser.

Fire Brigade & Ambulance Services

Inform them in writing, particularly if fireworks and/or bonfires are proposed or large crowds are expected. St John Ambulance Service should be present on any site where fireworks are being lit. Contact details for the fire and ambulance services are at the end.
Environmental health

Talk early on with the Environmental Health Officer (number listed in section 11), who can advise constructively on noise pollution, catering, trading standards, site cleansing and what is required for adequate toilet and fresh water supplies.

Catering

There is a requirement for persons handling or preparing food to be suitably trained. If you plan to do the catering yourself, or with the help of volunteers your local Environmental Health Officer is able to provide guidance and advice. The basic requirements for food hygiene and preparation regulations are that food should be fresh, pre-cooked or cooked on-site, wrapped or under cover, and only handled if you are wearing food-preparation gloves. Environmental Health Officers will give you advice and check out the arrangements for preparing the food. Make sure that you ask their advice, as it could prevent people becoming ill from eating incorrectly prepared food.

Remember to cater for vegetarians and vegans (who will not eat any animal products). Ask caterers to avoid using nuts as some people are highly allergic.

Site Clearance

Speak to Environmental Services well in advance of your event in order to plan for any site clearance (Number listed in Section 11). 

Additional information

Hot air balloons, toy balloon races/releases and helicopters etc

You have to inform the Civil Aviation Authority about toy balloon races/releases, flypasts, landings or take-offs by any aircraft (including hot air balloons).

Cinema & hypnotism These should also be part of the licence application. 

PRS and PPL music licences If you are playing music at your event you may need to obtain a music licence from The Performing Right Society (PRS) and/or Phonographic Performance Ltd. (PPL) if the venue is not already covered. This applies whether the music is performed live, a public broadcast of TV or radio or by recorded means. To check the position call freephone 08000 684828 for PRS and 0207 534 1000 for PPL.

For more details on copyright, refer to www.patent.gov.uk and www.intellectual-property.gov.uk

Waterways

Some events may be on canals, lakes or rivers and you will need to contact the Environment Agency for information. They should be able to offer general advice and direct you towards the appropriate organisation. River closures are costly. The Environment Agency general enquiry number is: 0643 333111.

Alcohol

If you want to sell alcohol at the event and the premises aren’t already licensed then you must either apply to the local magistrates’ court for what is known as an “occasional permission” (allow three months lead time for this) or ask a local publican to supply the alcohol and sell it for you. He or she will then get the necessary permission. This can be easier, and you can ask for a franchise fee based on the estimated numbers attending your event.

Your event needs to be big enough to warrant the effort/ expense of running a bar and if your event is close to off-licences and pubs it may not be worth it either.

Fireworks & Bonfires

It is advisable to visit reputable organised fireworks displays rather than try to put on your own. This is for safety reasons and it may be more difficult to arrange Public Liability Insurance if the fireworks are not supplied by a professional company. If you do decide to go ahead with your own display you should contact the Civil Aviation Authority, especially if you are having a fireworks, laser or searchlight display near an airfield or airport. 

If you are planning to have a bonfire then it is strongly advised that you should consult the fire brigade about the size and location.

For further information on firework safety please refer to the Department of Trade and Industry website Home Safety Network pages: www.dti.gov.uk/homesafetynetwork. Alternatively read Giving Your Own Firework Display published by the Health and Safety Executive at £5.75 (HSG 124 ISBN 07176 08360). Phone 01787 881165 to order a copy.

7. SITE PLANNING

Outdoor events: Site Plan

Layout of the site is down to common sense and a few clear guidelines. Buy or make a large scale map of the proposed area. Local reference libraries or map shops can help.

Hiring or borrowing

Design your site around what is available cheaply.

Here is a basic checklist of equipment:

· Stages: These should be facing in a direction where the sound will not interfere with local residents and also offers a good view for the audience. A stage, usually ‘Steeldeck’, will need to have a cover; otherwise the PA could get wet if it rains. For small-scale events you may be able to borrow a school or drama group stage. You will need specialist help to build a stage cover and you should not attempt it on your own. Ask a scaffolding firm for advice. There should be no flammable material stored under the stage. Local hauliers could be persuaded to lend an articulated trailer (curtain sided).

· Marquees, canopies and tents: These are very expensive to hire, but local organisations like Scouts or Guides may have a cheap one. All temporary fabric-based structures must have a fire certificate and be tested for stability in high winds. Stages, marquees etc. should be no less than 6m apart to allow access for emergency vehicles and minimise the spread of fire. Guy ropes and tent pegs should be conspicuously marked so people do not trip over them.

· Portaloos: If people are not camping at your event and most are local you do not need huge numbers of toilets, but there is nothing worse than long queues. Public toilets in the vicinity will help.

Toilet Ratios

Females: 1 Toilet per every 50

Males: 1 Urinal per 150

1 Toilet per first 100

2 Toilets per 101-500

3 Toilets per 501-1000

For an event of:

8 Hours = full quota of toilets

6 Hours = 80%

4-6 Hours = 75%

Less than 4 Hours = 70%

· Barriers: The simple crowd barriers that link together are very useful for defining the children’s area, blocking off the back-stage area or securing a fireworks area. Stage barriers should be at least two meters from the stage. Rope or hazard tape and metal stakes (bunting pins) can be a cheaper, simpler way of marking off an area such as an arena. ‘Heras’ fencing is a more serious barrier for securing areas as it is taller and hard to climb.

· Generators: If there is no power supply on site, you will need a generator to power the PA. This should be modern and silent running. Remember to ensure a fuel supply to fill it up and keep this in a safe place. Diesel generators are advisable as the fuel is less volatile.

· PA & Lights: Unless you are carrying on after dark, you can manage without lights though most PA companies will ‘throw in’ a few cheaply. But the PA is important, not just for the volume but to ensure that the music sounds good. There should be a separate PA system from the stage for emergency announcements. For night-time events on green field sites that have no on-site lighting, you may need to hire free standing, generator powered, emergency floodlights to illuminate exits and information points. These can be acquired from ordinary hire shops.

· Market Stalls: Stalls are usually mapped out in 3m square pitches. Standard stalls with frames for wet weather cover are available for hire from specialists or you can borrow tables from schools, community centres, church halls or the local authority. Issue all stalls with rubbish bags (or bins) and chairs or ask stallholders to bring their own.

· Fire extinguishers: should be placed near to power sources (CO2), cooking areas (dry powder) and fireworks (water).

Before you go off and hire all the items above, ask your Leisure Department to suggest local suppliers who offer a good, cheap deal. The council itself may possess barriers or even generators that they will be willing to lend.
Make use of existing features and save yourself some serious money

· Are there trees, hedges, walls or gates to form natural barriers and entrances?

· Is there a water hydrant and a drinking water supply?

· Are there any public toilets? Is there access to sewers?

· Is there a source of electricity, for example a sports pavilion?

· Are there any tarmac footpaths or roads (useful for emergency or disabled access)?

· Are there any hard surfaces or sports playing areas?

· Are there any Rights of Way or Bridle Paths crossing your site? This is especially important if you are planning a barriered pay event.

All ability access

Access for disabled groups is very important. Salford Community Transport can provide transport for wheelchair users (number at the end). On green field sites access can be improved by cutting the grass before your event.

Health & Safety

· Vehicles: Vehicle movement across the site should be minimised. Parking close to the entrance is a good idea. There should be exclusive routes across a site with designated emergency access through barriers and gates for emergency vehicles.

· Communications: There should be a central information control. Mobile phones are very useful especially now many people have one. You can give out the number for the main event organisers so guests/acts can call if there are any problems. For larger events you might consider two-way radios or talk to BT about putting a temporary landline in.

· Signs: Entrances and exits should be accessible, clearly signed and illuminated at night. There should be a clearly signed First Aid post, Lost Children Area and Information Office that could double up as a central communications area.

· Emergency Plans: The person who is designated with overall responsibility has the final decision regarding the implementation of emergency plans. The emergency plan is put into operation if a major incident occurs. This could involve the evacuation of the site caused by serious crowd trouble, fire or flooding. It is also advisable to agree procedures regarding theft and violent behaviour, with the police. The police usually advise and often make decisions regarding major incidents. Special code phrases are used for emergency announcements.

· Stewards: There should be dedicated fully briefed stewards, 1 per 50 minimum. Stewards should be clearly identified, preferably with florescent bands.

Indoor Venues

Relevant safety regulations apply to indoor venues: emergency lighting systems, clearly marked exit signs, clear signage to toilets. The venue owner and Health and Safety Officers usually stipulate fire proofing of temporary structures and fabric hangings.

Crowd Safety

Crowd safety is the responsibility of the organiser/s. Talk to the Events Team, who may be able to offer advice on planning.

More information:

· The Event Safety Guide: a guide to Health Safety and Welfare at Music and Similar Events (HSE) (1999). Phone HSE on 01787 881165 to order.

· HMSO Guide to Fire Precautions in Existing Places of Entertainment & Like Premises (1998). Phone HMSO on 0870 600 5522 to order.

· Five Steps to Risk Assessment (HSE). Phone HSE on 01787 881165 to order.

· ACPO Website www.acpo.police.uk/policies/public_safety_policy.doc

Electricity

Any temporary electrical installation must comply with BS7671:2001, Requirements for Electrical Installations, 16th Edition published by the Institute of Electrical Engineers (IEE). Lighting and associated equipment should be kept well clear of tents and weather protection fabrics. Electrical apparatus including lighting fittings should be connected to the source of supply by means of a plug and socket approved to BS EN 60309-1. Temporary electrical wiring should be installed out of the reach of the public. Where necessary cables should be either buried in the ground or suspended and supported by a steel wire not less than 3.5m (12 ft) above the ground.

The installation must be inspected, tested and certified in accordance with BS7671:2001, Part 7.

More information may be obtained from Chapter 12, Exhibitions, Shows and Stands, IEE Guidance Note 7, Special Locations.

Phone IEE on 01438 765599 for further information.

Consulting Residents

If your event is taking place within earshot of residential addresses or businesses, you should consult the occupiers early on to allow them to raise any concerns they have. This way you will have time to act on the concerns of residents and businesses and minimise any objections to your event.

First Aid

A risk assessment of your planned event must be undertaken to identify the appropriate level of First Aid cover required. St John Ambulance Service, or the British Red Cross must be part of the risk assessment and can provide First Aid cover and a vehicle, if appropriate. Payment for this service should be discussed between the local division/centre and the organiser, and this will depend upon the size and nature of the event. Be clear about the nature of your event and details about the time and place etc. The First Aid post is sometimes also designated the Lost Children’s area. For a simple guide to carrying out a risk assessment read Five Steps to Risk Assessment (HSE).

First Aid at Work Regulations 1981 and Management of Health and Safety at Work Regulations 1999, both published by HSE, cover the legislation about risk assessment.

Lost Children

A child should be registered when admitted to the lost children’s area. Children’s names must not be given out over the PA, just the description and the parents’ first name or surname. After 30 minutes, if the child has not been claimed, you must notify the Police or Social Services. (Ask them for advice.)

8. DECORATION

Make an impact and brighten up your event with banners and bunting. Use colours that reflect the occasion or that reflect your local area or culture. Red, white and blue or gold would be appropriate for a Golden Jubilee event but use any colour scheme that means something to you. You might consider using the Golden Jubilee emblem prominently (see the Golden Jubilee website at www.goldenjubilee.gov.uk).
You may consider using the advice and skills of professional artists who could make specially constructed arches, totems and other sculptural features. This would apply equally to an indoor venue.

Indoors/outdoors

Anything that is being used outside must be waterproof and not too wind resistant (otherwise it will be damaged by the wind). Use waterproof paint or dye on banners for outdoors. Slash small slits in them to let the wind through or make a feature of cutting shapes into the fabric. Bunting (long lengths of small flags) looks great indoors and outside. Try different shaped bunting for a change from small triangles.

Use decorated umbrellas to provide shade over tables outside. Decorate your indoor tables with fresh or paper flowers, hand-printed paper tablecloths and banners rigged on poles and taped to the upright table legs. Make lighting a feature with lengths of white or coloured bulbs (festoons), available from DIY shops. Decorate household paper lanterns with tissue paper patterns.

Indoor décor should be fireproofed. Natural fibres are less of a hazard. Flameproof fabrics and flame proofing solutions are available from theatre suppliers (Listed in Yellow Pages).

Bunting

Long lengths of small flags.

· Place a long piece of fabric (non-fraying) or polythene, folded lengthways, 30cm wide, on the longest length of flat surface available.

· Using a sheet of A4 card, marking out an interlocking design along the fabric.

· Cut along the folded length and along the outlines of the pattern, making sure that each shape remains linked to the next.

· For best results cut no more than 4 layers at a time.

· You should now have several lengths of bunting.

· Sew onto fabric tape (approx. 2.5cm wide) continuously, leaving 15cm at each end to tie onto poles, lampposts or other uprights.

Banners or Flags

· Decide the length and width of your banners (it is recommended that they be no smaller than 60x90cm) and cut out.

· Stretch and secure by taping down all the edges on a waterproof surface at least the size of your cloth.

· Mark out a border and a sample design. Use big bold shapes and colours. Solar rays and wavy lines work well.

· You can mask out shapes with sticky tape and make stencils using sticky-backed plastic, or cut out appliqué fabric shapes.

· Paint the picture, using fabric paint, leaving 2.5cm at top and bottom.

· Hem the sides, or sew a fancy border onto them.

· Fold over the top and bottom and sew a channel about 2cm wide. Thread thin bamboo (cut to slightly wider than the width of the banner) through the channels and tape it in at each end so that it doesn’t slip out.

· Tie strong twine, approximately 1m, to the end of the bamboo in a loop to hang the banner from the top of a pole.

Rigging

Rigging banners and bunting:

Decide where you want to put your bunting and banners and make a line of metal road stakes Bang these into the ground, at least 25 cm deep, using a sledgehammer. Lash and tape the thick ends of large bamboo poles (from garden centres or importers) to the stakes, with the foot of the pole on the ground. Measure out your bunting and, with the use of a tall A-frame ladder; fix onto narrow ends of poles with Gaffer (strong cloth) tape. But please don’t drive stakes into the road surface!

Main entrance:
Make an archway from two upright bamboos and many lines of bunting. Secure bamboo with guy ropes fixed a third of the way up. Use at least three guy ropes tied to small road stakes.
9. THE EVENT

One way you might like to celebrate the Golden Jubilee is to have a street party. This traditional and popular way to celebrate special national occasions can be enjoyed by young and old alike and can be tailored to suit your local community. Street parties (and garden parties and fêtes) can be great fun but they do raise health and safety considerations. If at all possible, events should take place in properly supervised areas where these can be taken into account properly. The organisation of such events should, if possible, be undertaken by people with experience.

In 1977, to celebrate The Queen’s Silver Jubilee, a great many people from all over the UK held street parties to get together in celebration with their friends, neighbours and families. A street party usually involves the closing-off of a street or road and setting up decorated tables with food and drink and providing entertainment of all kinds. The aim is to involve the whole community. If you have access to a garden you might like to hold a garden party. Invite your friends and neighbours and local people. If you have access to a village green or large open space you could have a fête or fair.

The important thing is to get everyone involved, remember to be inclusive. You could set up stalls with different cultural themes. In this way, families from different backgrounds can add their own unique contribution to the party. For example: a stall with Caribbean cooking, one with Chinese cooking, traditional Welsh cooking. The list is only restricted by your participants’ imagination.

Different Models

The street party can be adapted in many different ways to reflect the makeup of your neighbourhood.

Street Parties

Garden Parties

Fêtes

Fairs

Carnivals

Processions

Dances

Festivals

Street Parties

As in 1977, it is hoped that many urban communities will want to hold street parties in the tradition going back to King George V’s Silver Jubilee in 1935 and to the 19th century. On Royal occasions in the past many people have shown their patriotism by decking out their street in red, white and blue. You can use cloth or paper to make these decorations. Tissue or crêpe paper is cheap and cheerful and easy to manipulate and replace.

Street parties are especially fun for children. Encourage the whole family to make cakes and other food to bring along. This not only increases participation but also spreads the cost of your event. Contact your local council for permission to close off your street to traffic (see the Arranging Road Closures section of Chapter 6). Perhaps you could invite a local councillor or the Mayor to open your event. This way the council is involved from the start.

Costs and organisation

Street parties are relatively cheap events to organise. The key to a great street party is to have as many people as possible contributing in their own way. Borrow equipment such as tables and chairs from neighbours, schools, your church hall, village hall or community centre.

Set up a committee to organise the event. You need a chairperson and people to organise the money, the equipment, the refreshments, the decorations, someone to organise the publicity and someone to organise the entertainment. Some of these roles can be taken by more than one person. You will want to consider arrangements for cleaning up afterwards.

Set a day aside when willing volunteers can prepare food or decorations at someone’s house. (The loan of a kitchen or living room for a morning or afternoon can be a contribution in itself.) Get the school involved, if anyone you know is a parent-governor ask them to put it to the school governors. If you make it a school event you could use the playground, the playing field or even the school hall if the weather turns bad.

Funding

You could hold a raffle (see chapter 5 for regulations), hold a car boot sale or sell tickets. You could even just ask for a donation from those wanting to attend. Remember, if people are paying they will expect value for money, provide some sort of attractions. Also remember that unless every one is happy to chip in you must still be able to pay for the food, drink, decorations and entertainment!
Garden parties

Garden parties are very similar to street parties, the obvious difference being that you need access to a fairly large open space. If someone is happy to offer their garden they can consider this as their contribution to the event.

Fêtes

This traditional form of summer event could be an ideal way to celebrate the Golden Jubilee. Many annual fêtes will already be planned for the summer in 2002. Why not rename your local fête as a Golden Jubilee celebration in 2002? If you are planning to organise your own fête, we have included an example of a timetable and a budget you may want to use as a rough template for your own event.

EXAMPLE EVENT TEMPLATE

A Saturday in the summer of 2002

1pm-7pm

07:00 

Organisers and crew on site

07:30 

Erect stage, marquees and barriers

10:00 

Sound technicians and portaloos on site

11:00 

Performers, attractions and stallholders arrive

13:00 

Event starts with parade

13:30-15:00 
Music and performance

15:00-16:00 
It’s a knockout

16:00-16:30 
Dog show

16:30-17:30 
Dance competition

17:30-18:30 
Music

18:30-19:00 
Announce winners of competition and raffle. Thank organisers and volunteers. Request the public to take their litter home

19:00 

Clean up. Return all hires/borrows or make secure

21:00 

Go to the pub!
Festivals

Festivals can be based around any theme, from beer to clothes to music to flowers. Often ethnic groups and religions have festivals to celebrate different aspects of their culture.

Why not organise a Golden Jubilee food festival and invite contributions from groups with all kinds of different backgrounds. The different variations on this theme are almost endless. You need to organise a large open space either indoors or outdoors. A green or the Town Hall would be good places to start. Then you need to organise stalls. If your festival is to take place in the Town Hall or the Leisure Centre, they will have set up similar events before. Ask them for advice.

Ask local shops that fit in with the theme of your festival if they want to have a stall at your event. This is good publicity for them and they will probably provide their own equipment. Finally, decide how you are going to finance your festival. Many are run on a combination of ticket price and individual pricing on items from the stalls.

Enjoy the big day

As you can see, there are many variations on the street party theme, some of which take more organising than others. The important thing is that you leave plenty of time to plan and organise your event. But remember, the Golden Jubilee is a celebration, have fun!

10. PUBLICITY

You’ve planned a great event- so let everyone know. How?

Word of mouth, leaflets, posters, adverts, banners, press releases, stunts and photocalls, radio and TV interviews. You may decide to hire an experienced Press/ Marketing Officer to do all this for you.

Publicising your event

Targeting audiences: think about the people that you want to attract to your event. How much space do you have? How many people can you cope with? What ages should you appeal to and how do you reach them?

Newsletters and posters circulated around the community during the build up to the event will help solve problems, bring in new resources, and advertise the event.

Press release

TIP: Obtain a list of local and/or national media contacts. Involve editorial and picture desks of local papers. A local venue may help you with this. The local authority Press Office may also help. The Arts Council of England produces the Press Contacts Mailing List, which is updated yearly on PC/MAC CDROM. 

Your Press Release should contain the following information:

Date, location, what is planned? Entrance fee—or free?

Text should be lively; correct spelling and good grammar are important.

It is always worth contacting media outlets (radio, TV and daily papers) a few days before the event, to remind them and tell them of late breaking news. Remember to catch the print deadlines of local weekly newspapers. Desktop faxing is very useful in doing this. Good photographs always help obtain publicity.

Flyers & posters

· Flyers (leaflets) should be easy to read without too much information.

· Good graphics and/or photographs help.

· Put your poster in an eye-catching location.

· Posters should be legible from a distance. Strong graphics are important. Why do a poster that doesn’t look great? They should be legible when seen from the top of a bus.

· There may be a local community DTP (computer generated material) or graphic design resource you can use (he/she could be a member or contact of your volunteer force!).

· It is worth getting a professional graphic designer involved if you are planning to get anything printed.

· You could run a local competition at schools etc. to come up with the best design.

· Again, check out who has access to a photocopier and a computer among your growing number of volunteers.

Mailing lists

Local venues and authorities sometimes have lists of individuals interested in different art forms. You may be able to include your flyers in one of their mailings or use their list yourself.

Artwork & printing

Your printed publicity should be as good as you can afford. It represents the public face of your event. You should carefully weigh up the costs against the benefits of each area of your activities.

Technical terms

Ask your printer or designer to define and clarify the print process. For instance:

Pantone colours

An internationally recognised definition of individual colours. Each colour has a number. You can get books containing examples.

Bromide

A high quality copy that can be used for creating artwork.

Camera ready artwork

The complete artwork which is sent to the printers containing all the design, text and artwork. The designer marks it up with exact instructions to the printers so that you get printed exactly what you expect. Usually supplied on computer floppy disc.

Credits

Many photographers expect to be credited if you use their pictures. On your programme don’t forget to credit key personnel, funders and sponsors and thank everyone who has helped you (not only polite but it looks good if you can show so much support!).

Distribution

Getting flyers distributed and posters put up is time consuming. There are companies that distribute flyers to specific target audiences, and companies that undertake flyposting. Local newspapers often offer a distribution service and the council distributes to libraries, community and leisure centres. Contact the Commonwealth Games Office for more information.

It is cheaper to ask permission of venues to display posters or flyers. You can reach people where they are likely to gather and notice information: the community centre, town hall, supermarket, pub, school, youth club, cinema, theatre, post office, at work and in the lift!

Advertising

The best advertising is editorial (i.e. free).

However, you may have to place some advertisements as a condition of your Entertainment Licence.

· Get artwork professionally designed (maybe a volunteer or design student wanting a project).

· Keep it simple.

· Think about your target audience and what publications they are likely to read and what sort of design will attract their attention.

· Get your event listed in the local media.

· Maybe arrange with your newsagent to put leaflets in with the daily newspapers.

Advice on using Royal Insignia

This can be obtained from the Lord Chamberlain’s Office at Buckingham Palace or found on the Golden Jubilee Website at www.goldenjubilee.gov.uk.

Other publicity tools:

Stunts/ Photocall

A week or so before the event arrange a ‘stunt’ (legal please!) that will make a good TV/photo opportunity. Tell them what to expect on a Press Release, i.e. celebrity appearance, local dignitary. Inform the picture desks of the newspapers and TV.

Film footage

If you have footage available from previous events, locate it, find out what format it is on, and tell editors on your press releases. News organisations will often take camcorder or amateur footage. Artists involved in the event will have biographies, photographs and footage that may be useful.

Electronic Press Kit (EPK)

This consists of a compilation of video/film footage concerning your event. It is distributed free of charge to appropriate media outlets.

Web site

Websites are an increasingly important media outlet for publicity. It is relatively simple to produce a page for a website and there are many books available to help you do this. Consider creating a network of Internet users to encourage feedback and participation in the event. Once again, maybe you have a particularly computer literate person amongst your team, who will be a valuable asset. Remember to include your website address on all of your publicity.

If your event will appeal to people outside your local community you might want to contact your Regional Tourist Board, who may be able to include your celebration on the British Tourist Authority www.visitbritain.com website. There is an official Golden Jubilee Website which may add links to your website. Contact the Golden Jubilee Office for details on 0845 000 2002.

TIPS:

Word of mouth is often the best recommendation.

Newsletters circulated around the community during the build up to the event will help to solve problems, bring in new resources and advertise the event.

Publicity is especially important if you are ticketing the event.

A large, well-designed banner fixed safely near your site will attract interest.

Document your event with photographs or video. Keep some black and white photographs in stock for press use.

Timing

Press release

The first press release should be mailed, early, say 6 months before the event is planned to take place.

Second press release, 3 months before the event, containing more details.

Third, 2 months before, with final details.

Flyers and posters

Flyers should go out six weeks before the event.

Posters should go up two weekends before the event.

Telephone numbers and websites
This list is for quick reference. It has the telephone numbers and web addresses given in the Golden Jubilee Celebrations Toolkit.

ACPO Public Safety Information

www.acpo.police.uk/policies/public_safety_policy.doc
Charity Commission

0870 333 0123

Companies House

0870 333 3636

www.companieshouse.gov.uk
Department of Culture, Media and Sport 

(information on running lotteries etc…)

www.culture.gov.uk

DTI’s Firework Safety Information

www.dti.gov.uk/homesafetynetwork
Environment Agency

0643 333111

Golden Jubilee Office

0845 000 2002

www.goldenjubilee.gov.uk
Health and Safety Executive

01787 881165

HMSO Publications

0870 600 5522

National Lottery Hotline

0845 275 00000

National Standards for Day Care

www.dfee.gov.uk/daycare
PPL- Phonographic Performance Limited  (Music licensing)

0207 534 1000

PRS- Performing Rights Society (Music licensing)

08000 684828

The White Book (Production Directory)

www.whitebook.co.uk
Local Telephone numbers

This list is for quick reference. It has local telephone numbers for people who may be able to help with your event.

Advice

City of Salford Commonwealth Games Office:

788 0350

City of Salford Events Team:




848 8601

Bins, Cleaning

City of Salford Environmental Services:


925 1020

First Aid

Red Cross:







794 5503

St John Ambulance:





225 2764

Health and Safety

City of Salford Environmental Health:





- Broughton/ Kersall/ Pendleton/ Salford

793 2112


- Swinton/ Irlam/ Worsley/ Little Hulton

793 2068

Greater Manchester Ambulance Service:


796 7222

Greater Manchester Fire Service:



736 5866

Greater Manchester Police:




872 5050

Licensing
City of Salford Corporate Services:



793 3114

Newspaper
Salford Advertiser (Newsdesk):



789 5015


Road Closures

City of Salford Traffic Services:



793 3864

Transport for Wheelchair users
Salford Community Transport
:



736 8852

Other telephone numbers and websites

This list contains other telephone numbers and web addresses for useful information, either for the Golden Jubilee or the Commonwealth Games.

Commonwealth Games

Information




0870 609 2002


Tickets





0870 162 2002

www.commonwealthgames.com

Commonwealth Curriculum Pack

The Curriculum Pack is a web-only resource designed for schools.
www.ccp2002.com
Golden Jubilee

Golden Jubilee Office



0845 000 2002

www.goldenjubilee.gov.uk

Golden Jubilee Summer Party

01725 516456

www.goldenjubileesummerparty.co.uk
Festivals


Fairs, fun days, fêtes


Sports events


Carnivals


Parades and pageants


Ceremonies and melas


Lantern processions


Street parties and garden parties


Feasts and banquets


Picnics


Tree planting


Spectaculars and concerts


Fireworks and bonfires


Beacons


Son et Lumière


Tea dances


Barn dances and ceilidhs








Performances


Competitions


Community plays


Parish maps


Fashion shows


Talent contests


Competitions


Displays


Bookreadings and talks


Guided tours


Cookery demonstrations


Exhibitions


Temporary and permanent public art


Sculptures


Murals and mosaics


Banners and quilts











Information for street party organisers

Salford…Game on for 2002

