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Christmas Lights Event - 1st December 2019

Progress Report              
	Activity
	So far…
	Actions to be progressed

	Santa’s Grotto
	· In the Assembly Rooms

· 12noon - 4.45pm – to maximise the time available as very popular.

· Eddie Gee to continue as our Santa
· Supporting Entertainment - 
· Crazy Elf - booked to entertain the queues

· Dottie’s Little Sparkles – booked for foyer – glitter face painting
	· Santa’s Grotto to be organised

· Presents to be counted, purchased & wrapped

· Room to be laid out day
· Min 4 volunteers needed in Assembly Rooms to manage queues, take money etc

	Stalls
	· 22 market stalls booked so far - 
· 5 Electricity requests booked – £5 each

· 4 Gazebos hires booked - £15 each
	· Keep pushing for more traders


	Entertainment programme
	· KLFM – Adam Newstead – breakfast show  - hosting with Town Crier. 

· Thursford Organ – booked 
· King’s Morris Dancers – booked for outside Red Lion PH
· PA system – booked - speakers and pa system, incl. headsets for singers on stage
· Timescape – booked 

· Fakenham Town Band – booked 

· RockavoX  - booked- independent choir from Dereham/Swaffham

· Ian Clews – booked 
	

	Town Crier
	· Helping host the day and the Raffle alongside KLFM
	

	Road Closure 
	· Booked - on the West side from the Buttercross mini roundabout to Swaffham Café
	· Notices posted
· Road Closure signs with posters to advise why there is a road closure


	LIVE Animal Nativity
	· Booked for set up in Plowright’s Place 

· Hand Wash facilities arrangements in place
	· Water to be sourced

	Funfair
	· Booked - adult Funfair outside Assembly Rooms/Swaffham Café

· Booked – children’s small funfair – Market Place 
	

	Raffle
	· 14 Raffle prizes so far pledged from local businesses.

· 1st prize – £200

· 2nd prize – KLFM studio tour & sit in on a show

· Plus 25+ vouchers & prizes 

· 1000 tickets printed
· Cllrs selling on Sat market

· Local businesses also selling

· Remainder to be sold on the day.
	

	KLFM
	· Adam Newstead, breakfast show host booked for full event. Will play KLFM jingles & music as filler between acts, help with announcements, light switch on and raffle.

· KLFM will also publicise the event 


	

	Event Brochure 
	· 17 adverts agreed - £850 income
· 300+ brochures printed 
· Copies circulated to local businesses, Saturday Market traders & customers, social media 
& council website.

	· 200 copies to be printed and circulated prior to the event 

· 100/200 copies to be printed for the day itself.

	Council Gazebo
	· Information point / Selling Raffle tickets on the day / Handing out event programmes / Managing the event
	· Volunteers needed to manage the event on the day
· Road closure, 

· trader arrival

· sell raffle tickets

· hand out event brochures

· manage entertainment programme – acts & KLFM, Town Crier etc
· mange traders

· monitor toilets & bins

· monitor Live Animal Nativity

· information & lost children point

· lights switch on

· clean up – market, Assembly rooms, road closure & reopening


Promotion

Going well - 
	· Posters
	· A4/A3 – lampposts - DONE

	· Banners 
	· Brandon Road, Necton Petrol Station, Downham Market Roundabout, A47 roundabout

	· Social Media 
	· Facebook, twitter, #Swaffham Hour - DONE

	· KLFM
	· Radio adverts & mentions - DONE

	· Breckland 
	· Events website - DONE

	· Newspapers
	· Lynn News/EDP/Watton & Swaffham - DONE

	· Swaffham Newsletter
	· Poster and regular mention - DONE

	· Saturday Fun Run 
	· poster/banner weekly in Nov

	· Hand out for 
	· A4 hand out for shops – volunteers to talk to local shops - DONE

	· Event Brochure
	· November circulation – businesses, social media, weekly Sat gazebo etc - DONE

	· Council Gazebo 
	· Nov – weekly selling raffle tickets & handing out programmes - DONE

	· Market Traders  
	· Handing out Event programmes -  DONE

	· Local Community 
	· Posters/Event programmes in Library, Assembly Rooms, Community Centre, Superstores



Buttercross 


Uncle Lukes, Swaffham





Preparing a bespoke PVC covering that will provide a weatherproof barrier to 


allow performers on the Buttercross to shelter from wind, rain etc 


allow sound to be projected onto the market place


provide a backdrop to advertise the event & potential sponsors





The cover will be 


bespoke in nature to Swaffham Town Council – using our logo and name


generic enough that we can reuse it time and again for different events – ave. 4/5 events per year.





This is a separate events budget purchase approved by the Council in October 2019.














2

