
Warwick Victorian Evening - Schedule

PLAN A (good weather)

Time Duration Where Person Leading Activity

6.00 arrive Mike Rule DAY BEFORE - Set up - Carousel

6.00 arrive Peter McGeough DAY BEFORE - Set up - Helter Skelter

arrive Glen Brazil Wavelength arrive to set up stage area (to be ready for 4.30pm)

arrive Tim Boswell Tim Boswell (BBC C&W) arrives

9.00 arrive Liz Healey (TIC) arrives

10.30 arrive PD arrives.

11.00 arrive Adrian Bradbrrok on site

12.00 arrive Clint Bruder Security team arrives (x2)

11.30 Pam Dunsdon Collect Rose & Crown Vouchers

12.00 Clint Bruder Deliver barriers to road closure points.

12.00 Clint Bruder Set up barriers around stage.

1.00 arrive Rotary Club Stewards arrive to man barriers + road closure

1.00 Rotary Club LOCK DOWN - Road Closure in place

1.00 - 3.00 arrive Simon Widdowson Set up stalls

1.00 arrive Joan Danter Set up - Children's Train Ride

1.00 arrive Laurence Harper Set up - Victorian Children's Horses

1.00 arrive David & Karol Hooper Set up - Penny Arcade

2.00 arrive David Butler & Ian Kirkwood & Helen Meeke

3.00 arrive Steam Traction engine (Michael Davies / Peter Wilson / Tony Atkins)

3.00 arrive Helen Wild

3.00 - 4.00 arrive Paul Gibbs Fosseway Hire - set up power & lighting

3.00 - 4.00 arrive Pete Collins Set up - Birds of Prey

3.00 arrive Prof Pete Milsom - Punch & Judy show (5-9pm)

3.30 arrive Ken Ward Set up - Hot Roast Chestnuts

3.30 arrive Martin Damen Set up - spoon carving demo

3.30 arrive Brian Wells Set up - Fair Organ

arrive PC Trent McMurray Police - 3 Officers on duty during the day.

arrive Phil Rook - Inspection of stage

4.00 arrive Bob Edwards Set up - Ferret Racing (4 - 9pm)

4.00 arrive Clint Bruder Security team arrives (x3)

4.00 arrive Helen Wild PERFORMERS START TO ARRIVE

4.30 arrive St John's Ambulance Team arrive. (Give them pack of info)

4.30 arrive Rob Sommerville Set up - Firespinners

4.30 arrive Joe Davies Set up - Fairground Organ 'Lady Wulfrun'

4.30 arrive Bramley Horse & Carriage (5-8pm)

4.30 arrive Liz Drake (photographer) arrives

4.30 (30 mins) BBC C&W SOUNDCHECKS

4.45 arrive Warwick Castle actors arrive (x2)



5.00 Helen Meeke Collect £21 each for Temporary Event Notices (from Thomas Oken Tea Rooms & Lucie 

Thomas)
5.00 Pam Dunsdon VIP Reception at Lord Leycester Hotel

5.00 (1.15 mins) Horse & Carriage Rides (5 - 6.15pm)

5.00 - 5.30 arrive Graham Sutherland

5.00 - 7.00 (1 hour) Pam Dunsdon PROMOTOR SLOT: Warwick Arts Centre promoters arrive (x3)

5.00 - 6.30 Clint Bruder Security Team to collect money from hawkers (give receipts)

5.00 (5 mins) STAGE Tim Boswell ****STAGE SHOW BEGINS**** 

5.05 (25 mins) STAGE Tim Boswell Pandemonium Steel Orchestra

5.30 (15 mins) STAGE Tim Boswell Wally Clown & Mime

5.30 Pam Dunsdon Volunteer Briefing for Procession  - St Mary's Church

5.45 (15 mins) STAGE Tim Boswell Animated Dance School

6.00 arrive Street Cleansing x 2 operatives arrive (6.00 - 9.00pm)

6.00 Pam Dunsdon Start organising order of procession

6.00 Helen Meeke Assist with procession

6.00 (5 mins) STAGE Tim Boswell Can Can Dancers

6.05 (10 mins) STAGE Tim Boswell University of Warwick's Opera Society - Hansel & Gretel

6.15 (5 mins) STAGE Tim Boswell Can Can Dancers

6.20 (25 mins) STAGE Tim Boswell Coventry and Warwickshire Gospel Choir

6.15 Pam Dunsdon Procession gather at St Mary's Church

6.45 Pam Dunsdon Procession leaves St Mary's Church

6.45 (10 mins) STAGE Tim Boswell Cinderella with OTFM Productions

6.55 (5 mins) STAGE Tim Boswell Procession arrives at stage - Town Crier welcomes the people and wishes seasons greetings 

before welcoming Santa and inviting the Mayor to say a few words (short speech & prize giving 

of Warwick Castle Annual Pass).  Then Town crier counts down from 10=to switch on.

7.00 STAGE ***SWITCH ON***

7.00 leave Pam Dunsdon PROMOTOR SLOT: Warwick Arts Centre promoters leave (x3)

7.05 (20 mins) STAGE St Mary's Collegiate Church Choir

7.15 (45 mins) Horse & Carriage Rides (7.15 - 8pm)

7.25 (5 mins) STAGE Can Can Dancers

7.30 (15 mins) STAGE Best Dressed Victorian Competition

7.45 (45 mins) STAGE Eastgate Brass

8.00 Helen Meeke Pick up money from Horse & Carriage Rides (Northgate Street)

8.00 leave Warwick Castle actors leave (x2)

8.30 ***STAGE CLOSES***

Rotary Club Volunteer stewards re-open roads

leave Rotary Club Volunteer stewards leave

8.00 leave Security team leave (x2)

8.30 - 10.00 (1.5 hours) Simon Widdowson Stall holders pack up

9.00 leave Prof Pete Milsom - Punch & Judy show (5-9pm)

9.00 leave Liz Drake (photographer) leaves

9.00 leave St John's Ambulance Team leave

9.00 leave Street Cleansing x 2 operatives leave (6.00 - 9.00pm)



9.00 leave Bob Edwards Ferret Racing (4 - 9pm)

9.30 - 11.00 (1.5 hours) Simon Widdowson Break down stalls

9.30 - 11.00 (1.5 hours) Bertie Break down power & lighting for stalls

leave Police leave

10.00 leave Security team leave (x3)

10.00 leave Attractions leave

10.00 leave PD leaves

EQUIPMENT CHECKLIST

Hazard Tape x 2, Yellow Vests, Receipt Book, Receipts for Hawkers, Radios VOLUNTEERS FOR SWITCH ON

Winter Events Guides See separate list

MISSING PERSONS / LOST CHILDREN: to be taken to stage and announcement made on stage.

Event Organiser to verify parents before releasing child.

CCTV Control Room - 01926 456 912

WDC Emergency 24/7 - 07747 656 158

FIRST AID CONTACT - St John Ambulance on Market Place behind stage.



Christmas Lights Switch On

PLAN B (inclement weather)

Time Duration Where Person Leading Activity

6.00am arrive John Barker arrives.

6.00am 10.30 arrive Russell Dean Sketts arrive to set up barriers + road closure.

7.30am arrive John Stratton Mercia arrive to set up stage area (to be ready for 11am).

7.30am arrive PD arrives.

10.00 Pam Dunsdon / Mercia CUT-OFF POINT FOR PLAN A GOING AHEAD

10.00 PD Cancel photographers

10.00 PD Cancel Tandy UK (lighting + special effects.)

10.00 PD Confirm Plan B with WDC Chair & Leam Mayor.

10.00 PD Cancel St John's Ambulance Team.

10.00 PD Cancel Spa Centre performers.

10.00 PD Inform Police of change of programme.

10.00 PD Confirm Plan B with the Sandwich Shop.

10.00 PD Confirm Plan B with Tony Hall (Father Christmas)

10.00 PD Confirm Plan B with Rotary Club representatives.

10.00 PD Confirm Plan B with Karen Shortt, Macmillan Cancer Support.

10.00 PD Confirm Plan B with Baptist Church Group.

10.00 PD Confirm Plan B with Rev Jee.

10.00 PD Confirm Plan B with Rev Anthony Orr.

10.00 PD Cancel Volunteers - Welcome Team & VIP Team.

10.00 PD Confirm Plan B with Volunteers - Switch On.

10.00 PD Cancel security.

10.00 PieterD Cancel refreshments.

10.00 PieterD Place poster on Town Hall door.

10.00 SJW / DM Cancel all performers.

10.00 PD Inform Mercia of change of programme - to go out on air.

4.00 Pete Smith Set up PA system + mics on Town Hall Steps

4.45 Pam Dunsdon Volunteers for actual switch to meet at Town Hall.

5.00 - 5.15 PD CIRCULATE CAROL SHEETS? - Security?

5.15 - 5.20 (5 mins) TOWN HALL STEPS Sue J Willis Introduction of what TREE OF LIGHTS is about + introduction of Baptist Church Music Group.

5.20 - 5.23 (3 mins) TOWN HALL STEPS Sue J Willis Sue welcomes on stage the WDC Chair, Rotary President and Rep from Macmillan Cancer Support 

who will say a few words.

5.23 - 5.27 (4 mins) TOWN HALL STEPS Sue J Willis Sue introduces Rev Jonathan Jee to bless the tree.

TOWN HALL STEPS Baptist Church Music Group sing 3 verses of 'Silent Night'.

5.27 - 5.28 (1 min) TOWN HALL STEPS WDC Chair says a few words, then switches on Tree of Lights.

5.28 - 5.29 (1 min) TOWN HALL STEPS Rev Orr Rev Jee welcomes back Sue J Willis.

5.29 - 5.30 (1 min) TOWN HALL STEPS Sue J Willis Sue J Willis introduces Mayor to thank everyone. Sue then calls out Father Christmas & counts 

down to main switch on.

5.30 TOWN HALL STEPS Sue J Willis SWITCH ON



Warwick Victorian Evening - Promotional Material DISTRIBUTION INFO

Company WVE - 

Poster (A2)

WVE - 

Poster (A3)

WVE Flyer (A5) Lead Person - 

Circulation

Bonfire & Fireworks Event - Warwick Racecourse 0 0 1950 Warwick Rotary Club

Councillors Pigeon-Holes 0 0 0 Pam Dunsdon

Hill Close Gardens Helen Meeke

Lord Leycester Hotel Helen Meeke

Present Days Helen Meeke

Warwick Arms Hotel Helen Meeke

Warwick Castle Helen Meeke

Warwick District Council (Riverside House) - Noticeboard & Reception 0 0 50 Helen Meeke

Warwick Racecourse Helen Meeke

Other (businesses) 0 Helen Meeke

Tourist Information Centre (Court House) 0 2 Helen Meeke

0 2 2,000



Notes

Distributed at Bonfire & Fireworks Event (Sat 5 Nov)

David Way - 14 Swan Street (to distribute in Swan Street)



Warwick Victorian Evening - PROMOTIONS PLAN

Activity Details Person 

Leading

Deadline Status Details 2011

FLYER / PROGRAMME PENDING

A5 x ?? Design Pam Dunsdon PENDING Warwick Castle paid for these to be produced, so need to 

include their logo prominently!

Print Pam Dunsdon PENDING

Collect Pam Dunsdon PENDING

Distribute Pam Dunsdon PENDING

Organise volunteers to distribute Pam Dunsdon PENDING Weekend before event

Organise volunteers to distribute Pam Dunsdon PENDING On the Day

E-FLYER PENDING

Email to all businesses + Events Calendar circulation list Pam Dunsdon PENDING Leamington Switch On + Yuletide Fayres

Email to Royal Spa Centre distribution List x 13,000 

(includes schools)

Pam Dunsdon PENDING Leamington Switch On + Yuletide Fayres. Printroom sent to 

RSC as Jpeg.

Email to all businesses + Events Calendar circulation list + 

Royal Spa Centre distribution List x 12,000 (includes 

schools)

Pam Dunsdon n/a All Switch Ons - Leamington, Kenilworth, Warwick & 

Whitnash

GUIDE PENDING

Winter in Warwick / Winter Events Guide Design Pam Dunsdon PENDING Including info on Christmas Lights Switch On, Yuletide Fayre, 

etc.

Print Pam Dunsdon PENDING

Distribute All PENDING Circulate throughout Leamington. Distribute during the Farmer 

Market + 2 Yuletide Fayres before the event  - ask stall holders 

to place flyer in customer's bags + Regent Court events + in 

Royal Priors - display boards + VIC + Spa Centre + Town Hall.

Organise volunteers to distribute Pam Dunsdon PENDING Weekend before event

Organise volunteers to distribute Pam Dunsdon PENDING On the Day

MAGAZINE ARTICLES PENDING

BBC Countryfile Pam Dunsdon PENDING

Cotswold Life Pam Dunsdon PENDING

The Family Magazine Pam Dunsdon PENDING

Tracks Magazine ( PENDING

Warwickshire Advertiser Pam Dunsdon PENDING

POSTER PENDING

Warwick Victorian Evening Design posters Pam Dunsdon PENDING A4 - shop windows.  A3 - other locations.  Logos of all relevant 

sponsors - RLSTCP, Priors, Mercia, Tandy UK=

Print posters Pam Dunsdon PENDING WDC Print Room

Collect posters Pam Dunsdon PENDING

Distribute posters All PENDING To be displayed=where? Leave ALL POSTERS at Town Hall 

for Committee to collect - Fri 24 Oct.

PRESS RELEASES PENDING

Pre-event Include info re. parking  + IMAGES. Circulate to all local 

newspapers, TV and radio contacts.

Pam Dunsdon PENDING

Post-event Circulate to all local newspapers, TV and radio contacts. Pam Dunsdon PENDING

RADIO PENDING

Mercia FM Pam Dunsdon PENDING Send Show details to Dominic Parker & Richard Neale for 

Radio announcements.

Interview BBC Coventry & Warwickshire Pam Dunsdon PENDING Tim Boswell (19/11/10)

ROYAL SPA CENTRE PENDING

What's On Diary' Advert re. Switch On Pam Dunsdon n/a

Autumn Drop-off' ? X ? Pam Dunsdon n/a



TOURIST INFORMATION CENTRE DISPLAY PENDING

Leaflet/Programme Pam Dunsdon PENDING

Poster Pam Dunsdon PENDING

WDC FOCUS MAG PENDING

Double-page spread Co-ordinate four-page feature for Christmas Lights Switch 

Ons in Leamington, Kenilworth, Warwick & Whitnash

Pam Dunsdon DONE

WEBSITES PENDING

WDC Website Pam Dunsdon PENDING Send info to Michael Branson

WDC Intranet Pam Dunsdon DONE Send info to Rachael Carpenter

www.bbc.co.uk Pam Dunsdon PENDING Send info to Tim Boswell.

www.enjoywarwick.co.uk Pam Dunsdon PENDING Send info to David Way.

www.visitwarwick.co.uk Pam Dunsdon PENDING Send info to ??

www.warwickdc.gov.uk Pam Dunsdon PENDING

www.warwickdc.gov.uk/RoyalSpaCentre Pam Dunsdon PENDING Send info to Jo Lewis.

www.ideasforthekids.co.uk Pam Dunsdon PENDING Submit info (registered as Pamela Dunsdon / Sunsmart5#)

http://www.enjoywarwick.co.uk/
http://www.warwickdc.gov.uk/RoyalSpaCentre
http://www.royal-leamington-spa.co.uk/
http://www.warwickdc.gov.uk/
http://www.ideasforthekids.co.uk/
http://www.bbc.co.uk/
http://www.visitwarwick.co.uk/
http://www.royal-leamington-spa.co.uk/
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