Summer Fair

The Event of the Year!

This is by far our biggest fundraising event of the year, raising around £9,000. It takes place on a Saturday in June. Planning for it starts in October and regular meetings of the organising committee take place from January. The day features great food, games for all ages, live music, tombola, raffle, auction and much more. Each class is given a specific stall to run and everybody gets involved. The day is not set as yet but previous organisers would suggest agreeing the date as soon as December. Remember 1. there are plenty of Mentors to get advice from and 2. you are the facilitators of the Fair and not expected to DO everything, that’s where the rest of the school helps out. Before we go into detail, let’s give you an overview of the key elements for consideration: 

	Key Areas of Responsibility


	Delegated Responsibility 

(with prior year group allocations)

	Publicity

· Advertising the Fair
· Letters home
Summer Fair Program

· Content
· Design, layout & printing
· Advertising
Auction

Bar (& license)

Barbecue

Class Rep Coordinator’s Role

Entertainment

Lunch vouchers

PA System

Prices Charged

Prizes for stalls

Raffle

Red Cross, Fire, Police

Rides, Pre-booking and ticketing

Sponsorship

Dry Supplies (e.g. paper plates, cups etc)

Trash Crew
	Stalls

· Admissions 
· Afternoon Tea (tea, coffee, cakes, biscuits) 
· Arts & Crafts 
· Books, tapes & CDs (normally Teachers)
· Bric-a-Brac 
· Cake Decorating 
· Coconut Shy 
· Face Painting 
· Hook the Duck 
· Lunches (including tea/coffee/cakes and Deserts)
· Rides 
· Strawberries & Ice-cream with Home Produce 
· Tin can Topple 
· Tombola 
· Toys & Games 
· Year 6 stalls (kids
· Other (e.g. plant stall/jam jar staff)


Let’s begin....

Publicity

Advertising the Fair

In the past we have not advertised the Fair outside the school. The thinking has always been that it’s a day for the school itself rather than for the wider Crouch End community and we’ve always enjoyed the rather intimate atmosphere (and made as much money as schools who advertise their fairs outside). Friends, neighbours, grandparents, of course, are welcome and come with school families.

We put up posters in the school just as a reminder to the school community.

In 2003 the governors specifically rejected a proposal from estate agent sponsors which would have meant the Fair being advertised more widely outside the school community (placards in the gardens of some Coleridge families) although they did accept sponsorship (see Sponsorship note).

Letters home

The school community is kept informed about progress in planning for the Fair as well as details of how they can get involved by letters home - in the past they have been sent out by the Summer Fair committee minute taker - the first one tends to go out about March but the bulk of them go out in the final 3 weeks as planning for the Fair heats up. They should be kept short and to the point for better impact. 

Summer Fair Program

Program Content

· Welcome Note (footer re First Aid and Lost Children)
· What’s On List (time, description, location) 
· Map (layout of stalls, lunches, entertainment etc)
· Food & Drinks
· Auction : Detailed List or Highlights (your decision)
· Adverts (full and half page)
· Contributors List (local traders who have made donations to the Fair for auction / raffle) 
Advertising

Advertising is discussed with local businesses by a couple of volunteers, taking around sample programs from earlier years. It’s suggested that this be done as a separate exercise to the one for donations as lessons from previous years showed that trying to combine both activities resulted in volunteers simply focusing on donations to the detriment of advertising. In 2008 we charged sole traders £40 for a half page advert in our A5 booklet and £75 for a full page add. Retail chains are charged a higher fee of what you think they will pay. 

Design, Layout & Printing

You need to produce around 1,000 programs – the lady who owned red shoes arranged the printing in 2007 for a discount as long as she had the back page as an advert for her shop. The key is to keep the number of people involved to a minimum to make the process efficient. Timing is key. Previous timetable: 

· 6 weeks to go: All copy to design and printers to be approached (e.g. adverts, summer fair layout map, welcome letter and contributors).
· 4 weeks to go (first pages) : Ads to be in position, proof-read.
· 3 weeks to go (second pages): Corrections to first page proofs and additional adverts to be added.
· 2 weeks to go (final proofs): Posters created from cover. Final proof-reading
· 10 days to go (printing) : Liaise with printer re requirements.
· 2 days to go : (delivery)
Tim Harris coordinated the program in 2008, Julia Cormican in 2005, Sarah Aspinall coordinated it in for the 3 years 2002 to 2004.

Auction

This takes quite a lot of organising and the earlier you start the more likely it is to be a success. 
Andy Kinloch has designed a web site where auction items can be loaded onto and bids can come in before the fair takes place.
Collecting Items for Auction

There are different categories of people who are approached:

· Local traders: these are done in person by volunteers trawling Crouch End. 
· National businesses: These are approached by letter.
· Parents - Many Coleridge parents have interesting contacts which they should be encouraged to exploit in order to come up with interesting offers for the auction. Parents are approached through the normal Summer Fair letters home.
There will be a duplication of approaches to local businesses, i.e. auction beggars as well as advertising beggars will be going to the same traders. See the note in the advertising section about possibly foregoing advertising and simply asking for donations.

On the Day: Running the Auction

A silent auction takes place in the Junior Hall with final bids at 3pm. It is important to have at least 3 people running the bids at any time.

Bar (& license)

To have a paying bar you will need to organise a license from Haringay Council (ask the CF Chair to organise this in May). We normally set up the bar in the Junior Hall alongside the Lunches and serve mostly beers, water, juice and Pommes. Wine has not been popular over the last two fairs and it’s been suggested we exclude it next year for simplicity.

Volunteers

You will need a Bar manager to be around all afternoon to check stocks, money and prevent sales to underage kids. The bar manager can also liaise with the BBQ stand, who this year sold 2 cases of beer for us.

Additionally, you will need to find at least 2 volunteers an hour to serve behind the bar, and then as many as 4 an hour during the busy hours of 2pm-5pm. One hour slots are preferable to 30 mins as people need to get used to it. We have also had mobile Pimms vendors in the last couple of years which has worked very well. 

Cash

All supplies that are bought in advance of the fair will be reimbursed on the day by the Summer Fair treasurer.

The Summer Fair treasurer will provide you the float on the morning. In 2006 our float was £320 (£100 in £5, £100 in £1 and £100 in 50p, 20p, 10p) which worked well.

Suppliers

Overall, it’s worth shopping around.

While buying wine from Majestic is popular with other school events (they often have good discounts for bulk buys and they have a “sale or return” deal up to a third) wine hasn’t been a drink of choice at the fair, most people go for beer or Pimms. 

When buying beer go for the well known brands, sticking to 1 premium lager (e.g. Stella Artois) and 1 other lager (Fosters). No bitter. Majestic are variable on beer. Costco is probably the cheapest however they don’t offer sale or return (this could work if you can sell the leftover drinks to your Year 3 organisers at cost price). Consider how you are going to store items before the fair and how you are going to chill beers in the morning. Oddbins will deliver on a Saturday morning provided you order a week in advance and will put your order in the cold store beforehand but YOU MUST ASK. They may not offer the same discounts though.

MAH Bros Wholesalers in Stroud Green are good for soft drinks, juices, lemonade and water.  Tesco can be just as cheap or cheaper sometimes. 

Disposable glasses/cups are best got through the Summer Fair Bulk Order, however MAH Bros are a good back-up for emergency supplies.

Quantities & Prices - 2006

The 2006 fair was relatively quiet but the 2007 and 2008 fairs have been pretty busy. It is best to buy items on a sale or return basis. The costs should be cheaper than a pub, but sold at double cost price on average. Juices and fizzy drinks affordable for the children. We bought 16 trays of soft drinks this year but we could have sold another 2 or 3 trays. We bought 9 cases of lager, giving 2 to Paul Baker for his help on the day (24 cans in a case). I would recommend buying 14 cases next year. Get a good variety of soft drinks, people are very picky! We needed all 12 bags of ice. 15 or 20 bottles of Pimms is recommended (25% Pimms / 75% Lemonade).

The bar has been run since the dawn of time by Tony Westbrook. You need someone new to run the Pimms bar. 

Barbecue

In the last 2 years the barbeque has been done by Andy Kinloch and Carl They have organised the whole thing including food, team, equipment. They may be happy to carry on however we’ve included the Barbecue notes from Paul Tredwell who managed the BBQ before Carl for completion.

The Approach

If you imagine that you are having a few friends around for a ‘barbie’, then you will fail horribly. If you think in terms of 600 covers for lunch, then you’re on the right lines. The prices you need to charge (ideally you want to clear £1000 profit), the number of people who come to the Fair on a hot June day, and the culinary expectations of the average Coleridge parent combine to make the barbecue a real challenge to do well. Done badly, it will be one of the worst days of your life.

The Food

It’s very tempting to want to provide a dinner party range of foods and sauces. Resist it. In order to avoid queues around the block you need a very simple formula which can be delivered quickly and well cooked during the peak lunch period. The recommended line up would be burgers, sausages and a veggie option (either burgers or sausages) plus ketchup, BBQ sauce and US style mustard. You could do a bowl of salad but we wouldn’t advise going any further than this.

We have tended to make the burgers ourselves (sometimes with the help of Steve from Banners) and charge a premium for them while buying in the sausages and veggie units in ready to cook form.

As regards quantities, in 2004 we had c420 burgers, 150 sausages and 80 veggie sausages. The ideal is probably nearer 350 burgers, 250 sausages and 60 veggies but the demand profile has been different every year. Remember the school is expanding so there are more visitors to the fair every year

All of the food comes from local suppliers and we would recommend that we keep it that way. Also, the credentials of the meat are often questioned on the day by parents – it is Crouch End after all.

Shopping List

Mince for burgers – from Freemans, contact Steve. Free range meat. 2004 price was £1.99 per lb, £1 per lb below normal price. For the 420 units we bought 90 lbs for £180. Steve also provides the cellophane discs to separate the burgers and the plastic trays.

Sausages – again from Freemans. In 2004, we bought 150 for £50, combination of basic pork and Cumberland. With plenty of notice Steve will make up special extra large sausages, which might be better, depending on price. NB the leaner the better, to avoid the flames caused by dripping fat while cooking. Sausages are high maintenance on the barbecue and can end up as charred offerings very easily.

Veggie – John from the Haelan Centre will supply these at cost (c£40 in 2004).

Buns/rolls – from Dunns, quantities based on burgers/sausages proportions. Again at cost. NB these need cutting open on the day.

Other items for burger mix – breadcrumbs from Dunns, 10% of mix, ie 60 lbs of mince needs 6 lbs of breadcrumbs. In 2004 we paid £5 for 9lbs. Eggs and onions, provided free (in 2004) by Chris at The Clocktower Store.

The Burger recipe

	Burger Recipe
	Make in Batches of 4lb Mince / 20 burgers -(22 batches!)

	4lbs Mince

6 eggs

2 onions

6.5oz breadcrumbs

2 teasp Aromat Seasoning Powder

2 teasp. salt

1 teasp. black pepper
	Chop onions in food processor, add eggs & seasoning, mix for a few seconds. Add to meat and breadcrumbs in bowl, mix really well with hands and shape into 20 burgers.

NB ideally make them on the day (very early start) or the night before. Making them earlier and freezing them is an option but the defrosted burgers disintegrate more than the fresh ones. And someone has to remember to get them out of the freezer.


The Cooking

After various experiments, you probably need 2 cooking gas barbecues and 1 warming tray (the latter best provided by a gas barbecue turned down low, plus metal trays either from the school kitchen or from home). This element is vital as it means that you can get ahead with the cooking and hopefully stay there, avoiding the moaning from hungry customers in a long queue. Also, the temptation to release under cooked food is removed. And boy do the parents let you know about pink bits in their food.

Weber kettle barbecues are great but make sure you find people who own relatively big ones as the food volume is considerable.

Things to have with you

matches/lighter, apron, sun hat, gloves, sharp knives, BBQ tools, sense of humour, good mates.

On the Day

You will need a good team, of c 6 people, some on cooking duties, some on serving the customers, and allowing for breaks. The Fair opens at midday but you should be there setting up at around 9am. The school provides the tables from which to serve the food but the layout of the stall is down to you. The first job is therefore to set up the barbecues, and agree who’s going to do what and where everything is going to go. Then, no later than 10ish, a team of 3 or 4 will need to cut through the rolls/buns so that the meat can be dropped in when being served. At around 11 am, light up 2 of the barbecues and the warming facility and start cooking as soon as they’re ready. The aim here is to build up a supply of food so that you can always stay ahead of the queues. 

The rush starts at around 12.30pm and runs ‘til 2.30 but people will still be buying until 4pm.

As for prices, in 2004 we charged £3.00 for the hand-made free range burgers, £2.50 for the sausages and £2.00 for the veggie sausages. When it’s all over, you will be expected to clear up and leave the area just as you found it. This will do your head in at the end of a long sweaty day but just so you know.

Entertainment

This is free entertainment from various sources. A timetable for performances throughout the day needs to be agreed and appears in the Summer Fair programme. Performers need to be booked as soon as possible after the Summer Fair date has been set (as early as January). Performers are entitled to free lunches (not barbecue). They are given vouchers which they can exchange for a free lunch. A stage is required for performances. (the school’s stage is heavy and requires lots of help to move). 

These are some of the bands we have had in the past. 

	Previous Sources of Entertainment
	Contact

	Coleridge Steel Band
	Adrian at school

	Highgate Wood Jazz Band (can be difficult to book)
	Francesca Badham

	Drumheads
	John Dylan 07702-127986

	Hornsey Girls School Music Dept
	Rachel Kilby 8348 6191 xt 243

	Haringey Music Centre (Big Band etc)
	Peter Desmond, 8489 5033


Performances are usually in half-hour slots with enough time between performances for setting up (say 30 mins on/30 mins off). If you are lucky enough to get both Big Band and Highgate Wood Jazz Band, make a choice between the 2. Having both there would be overkill.

In 2006 Fair, a Salsa Band and Capoeira dancers were booked in keeping with the themed Fair. Feedback suggests it’s not worth the effort / cost. The big attractions to parents/fair-goers are usually Coleridge school children.

PA System

Source and Set Up

Can be set up on a Friday evening.

The School PA system can be used in the Infant Hall (speak to Paul Sibson).  In the past, we have hired an outdoor system from Keith Storey who provides the PA system for the Coleridge Sports Day. However, last year a better PA system was sourced through Gem Archer (children in 6P and 3T) who might be able to facilitate us again next year. If unclear speak to Ilana. 

Announcements

Announcements need to be made frequently and heard both inside and outside so the 2 PA system(s) need to be linked allowing the announcer to make a single announcement to the entire school fair audience.  

Cut a couple of CD’s of suitable music to play between announcements (could be about 15 announcements in total). Children could choose which music is broadcast throughout the Fair with the proviso they understand the need for it to be upbeat.  Specific announcements could be prepared in advance of the fair  e.g. the auction will begin at 3pm, lost children should report to the Year 4 classrooms, First Aid is available in the Year 4 classrooms, beginning of performances, encouraging people to have some lunch / barbeque, directing people to stalls which are not very busy.

Volunteers

It would be ideal to have one MC for the duration of the fair. Make enquiries early on for a willing volunteer.

Bands & Live Music

There should only be one band playing at a time and all bands should play outside. 

Raffle

Prizes

These are decided by the committee once the begging letters have reaped rewards! It is important that the main 3-4 prizes are decided early as the tickets have to go for printing, the rest get chosen nearer the time.  Over the past few years the list of prizes has got longer and longer. In 2002 we had 19 prizes, which the committee felt was too many. I think around 10 is ample. The excess can go into the Tombola which needs new or nearly new items.

Once the prizes have been allocated print a list of the prizes on A3 paper and put up around the school - this may encourage more ticket sales! . Tickets are sold for 20p each or £1 for a book of 5. 

In previous years an A4 list has been put into the program along with the auction list, I’m not sure that this is necessary.

Make sure that you have all the prizes in a safe place! 

Ticket Supplies

Once the main prizes have been decided the tickets can be ordered. Hanley Swiffen is the company that we have ordered from for many years, they are competitively priced and in my experience have a quick turn around. Contact them for up to date information as follows:

Tel: 01709 892367,   Fax: 01709 880914, Email: sales@drawtickets.co.uk , www drawtickets.co.uk ) 

They take between 14 and 21 days from receipt of order. An express service is available for an extra charge if time is short or for some reason you need more tickets.  Request a cheque from the Coleridge Families treasurer and send that together with the order form. Coleridge Families are already registered with the L.B. of Haringey Lotteries and Amusements Act 1976, the number is 1023, this is needed when completing the order form. Our registered charity number 1001997. I normally order around 11,000 tickets, the majority of which are distributed to parents for selling.

Keep all receipts / invoices and give them to the treasurer.

Distributing Raffle Books

This is what takes the most time and where extra help is useful. Tickets go out about 3-4 weeks before the fair with each child/family getting 5 books (25 tickets) neatly packaged in a grip-lock bag with the child’s name, class, and ticket numbers together with an explanatory flier. Allow a week to organise the bags.

·   Generate a master list : Ask Bet in the Office for class lists and sibling list – it is unlikely that this list will be complete and therefore you end up making your own additions, but it is useful and I give Bet the final list that I make.  It goes without saying that it is really important to stay on good terms with the office staff, as they are very helpful. In the past, tickets have been given to the youngest sibling, as they are more likely to get home!  Go through the class lists crossing off the older sibling, and adding to the list as necessary!
· Buy grip-seal bags with write-on panels-5x71/2ins (12x19cms) in boxes of 1000’s from Priory Packaging. A box will last 2 years! Check if there are any left over from last year in the Coleridge Families cupboard. 
· Edit and print a flier for enclosure with the tickets, See the file Summer Fair Raffle flier.doc on the accompanying CD. As this is on A5 you can print 2 on an A4 sheet of paper, photocopy 200 and use the school guillotine to cut into 400.
· Doing one class at a time and using the master list, write a child’s name and class on the panel of the grip-lock bag.  
· Taking 5 books of tickets, write the first number and last number onto another panel of the grip-lock bag..
· At the same time, write these same numbers against the child’s name on the class list. 
· Continue through all the classes, bundling them in classes for easy distribution (see the Class Rep page of this handbook for the list of classes).
Ticket Returns

You will need a large box or tin (approx 12 x 8 x 18ins) with some form of lid, in which to put the returned stubs. On the tickets I put a ‘return by date’, which is usually the Tuesday before the fair, but the bags start coming back almost immediately and Bet will keep them in the office for you or locked in the safe. I try to collect them most days.

Things to check on returned bags-

· Correct amount of money.
· Cheques- Payee is written as Coleridge Families and not Coleridge School, or anything else!  It’s signed, dated and correct amount. On the back of the cheque I write the child’s name and class for easier tracing.
· The numbers on the bag and the stubs correspond.
· That ALL the stubs have been completed. I have in the past completed these myself, but last year I got fed up and returned them, in the bag with a note, via the child, they all came back!
Fill in the class sheet whether sold or which numbers have been returned, I tend to keep these returned tickets, but not reuse them.

Occasionally the wrong part is returned, send them back, as above, via the child.

Because there are so many stubs I tend not to fold them just put them into the large container and keep them safe.

I also kept the money and cheques, but this could be given to the treasurer so long as you keep a running total for your own notes. Bagging the money is also useful.

Keep a couple of raffle books, a copy of the letter, and any other useful information for the records.  

Two Weeks to Go

A table needs to be set up in the infant playground to sell and collect tickets before and after school if possible, although the evening is probably the more important time.

Try to set up a rota of volunteers from your year group. I ended up doing most days, as I was around anyway, but it’s nice to have company, and failsafe! I used a shoebox with - tickets, information letter, pens, bags, sheets of A4 paper to record details of tickets given out– name, class, ticket numbers. The box can be left in the office (on top of the filling cabinet!) so long as no money is left in it.

So that I could keep on top of things, I tended to check the tickets every few days. This also meant that any problems, i.e. wrongly written cheques, incorrect money etc. could be returned straight away.  

On the day of the Fair

Selling & Collecting

Prizes – Put these into the ‘green’ room. This is the room next to the main office and is used to keep items safe during the day. It is kept locked, and the treasurer usually keeps the key. The box containing the raffle stubs is also left in the green room.

Although we try to encourage everyone to return their tickets prior to the fair, not all do!  Set up a table near the entrance to collect and sell additional tickets. Decorate it as you wish. You will need pens, tickets, lists of prizes, your master list. The raffle is drawn after the auction, so there is loads of time to sell tickets!  Mrs. Boffey has drawn the raffle in the past.

Prize Draw

As the tickets are drawn I mark the back of the ticket with it’s number i.e. 1st, 2nd etc.  If the winners are at the fair, the prize can be given if they have the matching ticket half. The remaining winners need to be contacted, usually by phone.

Keep a record of all winners and their numbers for reference! Most people have contact with the school, and will be happy to collect their prize from the school, (other arrangements need to be made for the few who don’t.) The prize needs to be labeled with the winners name and ticket number so that Bet can check the details before giving out the prize. 

Check with Bet that the prizes have been collected. Only then do I dispose of all the paperwork just to be on the safe side!

Banking

The committee have a grand counting and bagging evening, usually the following day, it is also a time for a brief post mortem, and a pat on the back for everyone. I bring along my cash and cheques then for counting, bagging and passing onto the treasurer.

First Aid, Fire, Police

First Aid

Ring the British Red Cross or St John’s Ambulance about March time. In 2006 we used the Highgate division of St John’s Ambulance. Contact ops@highgate.sja.org.uk Charlie was one of the first aiders on the day. In earlier years we have called on Andrea in the British Red Cross. You can reach her on 0208 493 8357 and ask for a  ‘Request For First Aid Cover’ form to be faxed to the school. Coleridge fax No is 0208 348 7775. Nicola Rowell has organised this in the past.

The cost was around £40 per 1st Aider. We agreed on £100 for 2/3 personnel. The school is invoiced after the fair. As it happened, only one person turned up and we paid £40.  It is a good idea to request a casualty simulation (cas sim) at the same time as booking. This is separate to 1st aid cover and any money made is kept by the Red Cross to restock supplies. A week before the fair it is a good idea to ring and remind them of the booking. 

A room needs to be allocated for 1st Aid, this is usually one of the downstairs junior class rooms. Most of the chairs and tables in these classrooms are taken for use as stalls so make sure at least one table and a few chairs are left in the room! The room should be clearly sign posted, and announced over the PA system regularly. The position should also be noted on the map in the program. This room is also used for lost children.

A supply of 4 litres of still water and 50 cups needs to be left in the room. This can be obtained from the bar. The 1st aid personnel will need lunch vouchers, this allows them to have a free lunch from the hall, and unfortunately this does not include a BBQ. It is important to check with the 1st Aiders regularly that they have everything that they need, and there are no problems. 

Fire 

Having a fire tender at the fair is great fun for the kids, obviously they can only come if they are not on a call, but they do try. Their arrival needs to be announced over the PA. Contact the Hornsey Fire Station on 0207 587 4152, which is in Park Avenue South, and put your request to the station commander. He will tell you which watch is on duty the day of the fair, and you will need to ring them and speak to their officer in charge. 

Write a letter confirming the details. Ring and remind them of the booking about a week before the fair. When the firemen have been able to attend they have either parked beside the kitchen, which can cause a bit of difficulty with the rides’ vans, or by the Nursery Entrance in Crescent Rd (accessible via the Organic Vegetable Garden).

Police

Sam Elikwu is the local beat officer, he is very keen to be involved.  The number for the Community Police Unit is 0208 345 2124. Leave a message and he will get back to you. In the past he has requested a table so that he can display police information, stickers and fingerprint the children.

All the above need regular reminders of the fair date and their requested attendance!

Lunch Vouchers

Approximately 100 lunch vouchers will need to be printed. They should be given to the entertainers, people running the rides, first aid staff, police, sponsors’ staff.  The vouchers are for lunch and a drink but not for the barbeque.

Prices Charged on the Day

Historically, these are the prices charged on the day. It’s always worth a review before the Day.

	Admissions
	£1 Adults 50p Children

	Tombola
	25p or 5 tickets for £1

	Lunches
	Small plate £1.50 / Large Plate £2.50 / Dessert £1

	Strawberries & Cream
	£1

	Icecream cones
	80p

	Ride Tickets
	50p

	Teas
	Tea or Coffee 30p / Squash 20p / Cakes 30-50p (take care to distinguish with Desserts at £1)

	Cake Decorating
	50p per cake or biscuit

	Face Painting
	£1.00

	Coconut Shy
	50p for 3 balls

	Hook-a-Duck
	25p a go or 5 goes for £1


Prizes for Stalls

Prizes will need to be distributed to the following stalls:

· Coconut Shy (consolation prize only, main prize here is the Coconut)
· Tin Can Topple
· Hook-a-Duck
Buy “winning” prizes e.g. whistles and “consolation” prizes e.g. individual wrapped sweets (e.g. Opal Fruits)

Rides, Pre-booking and tickets

Overview

Each year, 3 rides are booked for the Summer Fair in addition to the Bouncy Castle. They are not money spinning, if they can break-even great, if not the cost is swallowed by the other events as this is purely for the children’s entertainment and is a highlight of the Summer Fair. Rides may vary from one year to next. It’s up to the committee to choose what they want. Prices may need to be reviewed; the price of 50p a ride has been unchanged for a number of years. If you want help booking the rides Ilana Wegrzyn (07711-638091) is happy to do this for you as she has established relationships with many of the suppliers. 

Suppliers

Roy Barlow Entertainment

Tel 01202-576622; Fax 01202-57822 (based in Bournemouth). Their website is www.rbls.uk.com . Rides need to be booked around February / March time. The combined price of 3 rides is typically  £1,100. So far, we have had

· Surf Simulator
· Rodeo Bull Simulator
· Pitchburst
Bouncy Castle - YMCA

This will need to be booked as early as possible. Contact Jim Shepley at the Fitness Centre at the YMCA on 8340-6088. You can expect to pay upto £50 or if you’re lucky get it for free. You will need to agree collection and dropping off with Jim. For safety reasons, we book one of the YMCA instructors to monitor the bouncy castle on the day - historically we have paid £25 for a 4 hour period. This takes the pressure off parents selling tickets. 

1 Week Before 

You will need to call around the rides supplier and YMCA to reconfirm the bookings and times of arrival.

On The Day

You will need to provide luncheon vouchers to the operators.

Sponsorship

In the past the fair has been sponsored by Winkworth Estate Agents. Their terms have been negotiated and agreed with the School Governors. The agreement includes:

· a sponsored banner at the entrance;
· a small Winkworth stall giving out free balloons to the children
· an ad in the Fair Programme.
Whilst their commercial presence at the fair is very low key, they donate £1,000 to the school. There have always been some misgivings about this kind of sponsorship (voiced in previous years by a few parents and the school’s board of governors). However, the sum of £1,000 is significantly large figure and makes a real difference to the final total raised from the whole event and should not be discounted.

Dry Supplies (e.g. paper plates, cups, cutlery etc)

All Coleridge Families’ supplies are kept in the sports cupboard, infant hall. The plates, cups etc in a large box on the floor, and the coffee, tea etc is usually on one of the shelves on the left of the cupboard. These supplies are used for various CF events over the year and therefore amounts need to be checked before buying more.  A bulk order will need to be made to supply the Bar, Pimms BaR, Afternoon tea & cakes, Lunches, BBQ, 1st Aid AND Ice Cream/ Strawberries stalls.

Where to Buy

Priory Packaging

You can sometimes park outside although there is a bus lane! Or in Linzee Road, they will help you to the car with purchases. Payment can be made by cheques or cash. Keep all receipts and give to the treasurer for reimbursement. These supplies need to be bought at least 2 weeks in advance in case there is a problem with stocks, don’t forget that lots of schools have fairs around this time. *Remember, you need to send out 500 large plates 1 week before the fair for cakes.

M.A.H. Brothers Cash & Carry

Entrance is via Everleigh Street, where there is pay and display parking. Open Mon-Sat. Payment can be by cash or Switch.

	Suppliers / Supplies
	Bar
	Lunch
	BBQ
	Strawberries & Cream
	Tea & Cakes
	Cleaning
	First Aid
	Total

	Priory Packaging
	
	
	
	
	
	
	
	

	Large Plates (9in)
	
	500
	
	
	* 400
	
	
	1,400

	Small Plates (7in)
	
	500
	
	
	
	
	
	500

	Bowls
	
	300
	
	100
	
	
	
	400

	Cups - Hot drinks
	
	
	
	
	300
	
	
	300

	Plastic - clear Pimms
	600
	
	
	
	
	
	
	600

	Plastic - white 7oz (juice)
	
	350
	
	
	
	
	50
	480

	Forks
	
	400
	
	
	
	
	
	400

	Knives
	
	250
	
	
	
	
	
	250

	Desert Spoons
	
	150
	
	100
	
	
	
	250

	Teaspoons
	
	
	
	
	400
	
	
	400

	Napkins
	
	500
	500
	100
	400
	
	
	1,500

	MAH Bros
	
	
	
	
	
	
	
	

	Kitchen Towel
	
	
	
	
	
	4 rolls
	
	

	Tea Towels
	
	
	
	
	
	1 packet
	
	

	J Cloths
	
	
	
	
	
	1 packet
	
	

	Bin Liners
	
	
	
	
	
	50
	
	

	Washing Up Liquid
	
	
	
	
	
	1 Large
	
	

	Pan Sponges
	
	
	
	
	
	Pack of 10
	
	

	Coffee, decaf, tea & sugar sachets
	
	
	
	
	1 of each
	
	
	

	Gingham tablecloths
	
	check  stocks
	
	
	
	
	
	


Trash Crew

Established by Helga Shepherd and Fiona Brown in 2004 – as part of their responsibility on the Year 6 Stalls, Alison de Cleyn organised this in 2005.

The ‘Trash Crew’ was introduced as a new idea in 2004 to reduce the huge amount of rubbish that accumulates in the playgrounds and school during the Summer Fair. The Trash Crew is open to any Year 6 children who want to volunteer.  This was especially good for those Year 6 children who hadn’t thought up a stall to run at the fair because they too could feel ‘involved’ with the fund raising.

How It Works, in Theory

Each Year 6 Volunteer was given a white T shirt with ‘Trash Crew’ written on it, one week before the Fair.  Helga found a supplier of good value T shirts! They had to decorate it as they wished and then return it to us BEFORE the day of the fair.

At the Fair when they reported for duty, they then put their T shirts on.

They had to collect at least 2 full bags of rubbish to qualify to keep their T shirt as a ‘souvenir’.  Also, for each bag they collected and brought to us they were paid either one drinks can, one doughnut or one ride ticket (they needed 2 ride tickets to get them onto the mechanical rides).

How It Works, in Practice

Rubbish was cleared continuously throughout the Fair (reducing the amount to clear at the end of the day – usually by tired and emotional Summer Fair committee members).  The teams were really motivated to begin with (when there wasn’t too much rubbish to collect!)

Many of them lost interest later on when we really needed them. Better to start the Trash Crew, say 1 hour after the Fair opens and brief them to prioritise rubbish / litter on the ground, rather than emptying rubbish bins.

The payment system lost its appeal after a few bags had been collected – we need to think of something to keep them motivated later on when the rubbish clearing is really needed otherwise you have to do quite a bit of bribery to keep them working! Suggest maybe a bigger reward for whoever collects the most bags – e.g. something (smaller item) from the Auction / Raffle donations? Suggest different payment levels throughout the Fair (more / higher payments later in the day?)!

The Crew worked hard, but definitely need more recognition to maintain the appeal of collecting litter! Next year we could try one set of volunteer parents running the Y6 stalls and one set running the Trash Crew 

Class Stalls 

Admissions 

Overview

You will have a table at the entrance gate and be taking the Admissions money as well as giving out the Summer Fair program.

Volunteers

Please organise a rota of volunteer parents from your class to man the stall from 11.15am onwards.  You will need at least 2 volunteers to run the stall during set up time and probably 3 volunteers once the school gates open at 12 noon to take money and give out the programs, etc.  The more the better as it keeps the queue for the entrance moving quickly (especially if it is hot & sunny)

Banner

Please make a large banner/poster, with entrance prices:

· £1.00 Adults
· 50p Children/Senior Citizens
· Discretion is permitted
Stall Set Up

Please decorate your area festively with bamboo/ bunting etc.

Volunteers doing the setting up will need to find one of the summer fair organisers who will have the box of programs and raffle list. Assign one of the stall holders to rove around inside the school and playgrounds between 11.15-11.55am asking all those parents setting up stalls for their admission fees (and their children's if they've brought the kids with them). This worked well in 2005 raising £50 from those already in the school setting up

EVERYONE pays to get into the summer fair, including those helping on stalls, organising food in the kitchens etc.  It is surprising how many people try to avoid paying because they are volunteer helpers!  In theory, every parent/carer at the school could be helping and we would have no admissions to charge! Consider stamping hands as people pay,

Please do not open the entrance gates to the school until 12 noon - people always try to come in early and the stall holders need the time to set up! In the past the set up crew got stressed by early entries constantly asking 'How much is this? Can I buy that?’ whilst they were trying to finish off setting up!

Afternoon Tea & Cakes 

Overview 

Your stall will be in the junior hall area.  Tea and Coffee is served from the kitchen through the serving hatch in the Junior Hall, working alongside the classes serving Lunches (Year 1).  It has been suggested that someone takes OVERALL responsibility for the kitchen. See lunches note. Afternoon Tea, Coffee and cake is normally served from 2pm-4pm (or when cakes are sold out!), running for a short time alongside the puddings section of Lunches where everyone mucks in together for a short time! It has been suggested that this could start at an earlier slot of 1pm-4pm as some people wanted tea and cake instead of pudding after their lunch.

Volunteers

Please organise a rota for parents to help on the day (45 mins shifts), starting with a setting-up shift, and ending with a clearing-up shift. On the same rota you will need to ask parents to lend you 3 kettles and a couple of milk jugs on the day.

Banner

Please make a banner/poster for your stall with prices

· Tea & Coffee:

30p
· Squash:


20p
· Cakes:        

30-50p – you decide, but similar to cake sale prices
Stall Set Up 

On the day of the fair, please fill up the 2 tea urns in the school kitchen (provided by the Coleridge Families Committee) and switch them on at 12.45 to be ready on time (you can ask someone serving lunches to keep an eye on the urns for you).  

You will also need the 3 extra kettles to boil water quickly and use it to top up the urns – vital during busy periods, as the urns take too long to bring water back up to the boil if you just add cold water to them. You will need to bring along a power extension lead for the extra kettles. This works very well as long as someone on the shift always remembers to fill up the kettles and re-boil them once the urn has been topped up! (Especially important to tell parents arriving to start their shift!)

Make individual cups of tea – not pots of tea.  The pots just get cold or the tea gets stewed if you get a lull in demand!

The cakes can be set up on tables near the serving hatch, so that people can help themselves to milk & sugar and choose and pay for a cake.

Cake Supplies

A week before the fair, you will need to prepare and distribute “cake sale” paper plates to all classes (including nursery am and pm) (see cake sale chapter) so that parents have plenty of notice to bring in cakes on the day.

Shopping 

You will need: 

· Milk, 10 pints (buy on the day)
· Squash. (e.g. 1litre bottle of Orange, 1litre bottle of Blackcurrant).  Before you buy the squash, check the Coleridge Families’ supplies, there may be some left over from previous cake sales, these are held on the left hand side of the sports equipment cupboard in the infant hall. 
Dry Supplies

The Summer Fair committee will provide a supply of tea/coffee/sugar and cups suitable for Hot and for Cold drinks - take care to serve Teas & Coffees in the appropriate cups or people will get burned (it has happened before!). 

Bring along some large, empty bottles of squash kept to make up larger batches of squash (before the stall opened), so that it was ready to pour - this saved us time.

Money

As you won’t be setting up your stall at the start of the fair, speak to the Treasurer in advance of the day to agree a time to collect your float. Bring along a carton for your change.

Arts & Crafts 

Volunteers 

Please organise a rota for parents to help on the day, starting with a setting-up shift, and ending with a clearing-up shift. This is always a popular stall, so you need lots of volunteers (at least 3 per shift)

Banner 

Please make a banner/poster for your stall, with pricing - If you need advise / suggestions on how to price your activities Diane Winters would be the best person to speak to. Equally, feel free to price them based on what you have paid on stalls with similar activities in previous years!

Stall Set Up 

You may need to provide shade for your stall.  Check your location in the playground on the Summer Fair map or with the Organisers. 

Details

Keep the activities on offer simple and fairly quick to do, so that even young children will enjoy doing them.

There are some Arts & Crafts supplies held in the Coleridge Families section of the Sports Cupboard (Infant Hall), including fabric trimmings, plain plaster cast models ready to paint / colour.  Please visit the cupboard and have a look at what is there - it will give you ideas and allow us to use up supplies instead of using precious funds to buy more equipment

If you do need to buy supplies please check with the Summer Fair committee when you have priced up what you will need

This stall has been run by Diane Winters routinely over the last few years so if you have any questions she is a good person to catch in the playground.

Books, tapes & CDs - Teachers

to be completed

A teacher will need to be appointed to coordinate the Books stall and put up a rota in the staff room. Banana boxes will be needed to organise the books.

Bric-a-Brac 

Volunteers

Please also put up a rota in your classroom for parents to sign up to help on the day, as usual, starting with a setting-up shift (before the fair opens at 12 noon), and ending with a clearing-up shift.  Shifts are usually 30-45mins long.  For example, you can make the shifts last 30 mins but encourage parents to sign up for 1 hour!

Banner

Please make a banner/poster for your stall

Stall Set-up

The stall will be outdoors in the junior playground, under shade. You can bring in some fabrics on the day of the Fair to decorate your tables – (you will have 2), one of which could be used for ‘special’ items - this is optional!

Details

A letter asking everyone in the school to bring in donations (including Bric-A-Brac) will be sent out by the summer fair committee.

During the week before the fair, donated Bric-A-Brac will need to be sorted out, in the infant/junior hall area, daily.  Donations tend to really flood in on the Thursday and Friday before the fair!  This is bit tiresome process BUT well worth it in the end. It means you know how much Bric-A-Brac you are going to have to set out on your stall on the day of the fair - and you can identify any fragile or 'special' items to put aside somewhere safe (where they won't 'mysteriously disappear' overnight).

Whilst sorting through the donations, keep an eye out for Bric A Brac that are new or good as new.  These items can be given to the Tombola stall.  They are always short of prizes and run out very quickly

You can store sorted items in black bin liner bags or boxes for fragile/breakable items under the infant hall's platform.  

Make sure you label them clearly - other stalls will also be sorting and storing items in the same area

Don't be shy about asking parents in the class to volunteer to help you sort through donations.  It only takes a few of you, spread over the 3 school mornings before the fair and it makes the job much quicker and easier - or you'll end up doing it all yourself! It typically takes 30 mins each morning.

Cake Decorating 

Volunteers

Please also put up a rota in your classroom for parents to sign up to help on the day, as usual, starting with a setting-up shift (before the fair opens at 12 noon), and ending with a clearing-up shift.  Shifts are usually 30-45mins long but encourage parents to sign up for 1 hour! You will need at least 2 volunteers for each slot.

Banner

Please make a banner/poster for your stall, with prices (usually 50p for cakes and biscuits). 

Stall Set-up 

You will need shade. Please would you bring gazebo/umbrellas with you for this stall (any problems getting hold of these, please give your class rep coordinator a call). It is worth setting up a separate table for washing up. This stall gets quite messy.

Shopping

· 2 x 3kg icing sugar from M.A.H. Brothers (see contact sheet) 
· 300 fairy cakes
· Food colouring - pink,  blue, green
· Sweets - £10 worth of small sweets, dolly mixtures,etc from pick and mix in Woolworths, Tesco etc. plus approx £3 of sprinkles (don’t buy chocolate, it melts in the sun). Note : check which sweets are vegetarian – you WILL be asked!
Things to Bring with you On the Day

· A thermos of hot water to make the icing
· Additional bottled waterto mix more icing / thin out set icing if necessary
· 8 small bowls for coloured icing
· 8 small bowls for sweets
· Plastic spoons and knives for children to do the toppings
· Washing up bowl(s), cloths, tea towels, washing up liquid, kitchen roll, bin liners, carrier bags, J cloths
· Large container for money
· Lots of teaspoons for serving & wooden spoons for mixing
Coconut Shy 

Volunteers

Please put up a rota in your class for parents to help out on the day starting with a setting-up shift, and ending with a clearing-up shift.  Minimum 2 people (ideally 3 people) on the stall at any one time. 1 hour shifts are recommended.

Banner

Please make a banner/poster for your stall, with pricing.

· 3 balls for 50p
(there is no need to give discounts, eg 7 for £1, as everyone is willing to queue and pay the going rate!)

Shopping

You will need to buy the coconuts yourselves.  You can ask at ‘Oliver Marcus’, and order 3 sacks of coconuts. In 2004, 150 coconuts were used. The stall uses all the coconuts as prizes!  (DON’T sell any, you WILL be asked – it’s about the glory of winning!

Equipment

The coconut shy equipment (poles, nets & balls) are usually kept in the Sports cupboard (Infant Hall) or in the boiler room.  3 weeks before the Fair check the cupboard to ensure you have what you will need. If you can’t find them, ask Paul Baker (caretaker).  If there are not enough balls and nets, speak to the organising committee and they will order more (at least 2 weeks notice required). It’s was suggested after the last Fair to buy some new balls as they are getting a bit old AND to colour them bright red or yellow as they can be quite tricky to find in the undergrowth. You will need 9 balls at any one time to keep up with the queue of hopefuls waiting their turn.

Stall Set-Up

This very popular stall is usually on the grassy verge, under shade. 

· Use the fabric behind the netting to stop balls going through. 
· Use Bunting to mark out an alley. 
Make the kids fetch the balls themselves!!

Face Painting 

Volunteers

The fair runs from 12 noon till 4pm.  Please organise a rota for parents to help on the day, starting with a setting-up shift, and ending with a clearing-up shift. This is always a popular stall, so you need lots of volunteer face-painters (at least 4 per shift)

Banner

Please make a banner/poster for your stall with prices

· £1.00 for full face painting (e.g. butterfly, tiger, cat, football team colours, etc.)
· 50p for small decorations (small area of face, Harry Potter scar, little flower etc.)
Stall Set-Up

You may need to provide shade for your stall. The children will need to sit on adult sized chairs.  Bring a mirror or two!  Also Hair bands or something to tie long hair back off the face. One person should be designated to clean water and deal with tickets

Shopping

You’ll need good quality face paints – big individual pots – available from ‘Fun Learning’ at Brent Cross (opposite Waitrose), and sponges and brushes. A couple of years ago Giselle Easterling bought a large selection of paints, equipment and some books and donated them to Coleridge Families.  These will be given to you by the Summer Fair committee.  Please make sure you return them after the fair - do not try to store them in the sports cupboard (infant hall) as they always go missing and they are EXPENSIVE to replace! It was suggested at the last fair that a wider variety of brushes, glitter, and separate sticks for lips could be used.

Planning

Look through books for ideas & simple designs before the fair, photocopy them and put on a board, so children can decide what they’d like while they wait. Think about whether you want a number ticketing system, with numbers given out, current numbers on blackboard or whiteboard, so kids aren’t queuing for hours.

Hook the Duck 

Volunteers

Please put up a rota in your class asking for parents to help in shifts on the day, as usual, starting with a setting-up shift (before the fair opens at 12 noon), and ending with a clearing-up shift.  Shifts are usually 30-45mins long but encourage parents to sign up for 1 hour! 

Banner

Please make a banner/poster for your stall, with pricing

· 25p per go or £1.00 for 5 goes
Equipment

The ducks and hooking poles are normally kept in the sports cupboard - Infant Hall.  Please ask a member of the Summer Fair committee or Paul Baker at school if you have checked the cupboard and can't find them.

Please would you bring the paddling pool for the ducks.  You may be able to borrow a pool to use on the day from one of the parents in your class (also check with the class parents that ran the stall last year to see if they bought one for the school or used their own). 

Stall set-up

Your stall will be outdoors, in the Millenium Garden. As this is a bit out of the way it is worth making some extra posters to put above the entrance to the garden area.  Speak to the PA system organiser about making some announcements about your location. Roughly plan how long it will take to set the stall up and how you are going to fill the pool with water (e.g. need to bring watering cans / buckets to fill the pool with water obtained from the school kitchen?)  Keep a watering can filled by the stall to top up the water in the pool from time to time if necessary. 

Rules

THERE ARE TWO SETS OF DUCKS.  Those with ‘Stars’ on their base and those with ‘numbers’.  These 2 sets are mixed up and placed in the pool together.  Children who hook ‘Star’ ducks get the main prize, eg Whistle, whilst those who hook the normal / number ducks get a sweet as consolation prize.

Prizes

There are two types of prizes and these will be bought for you by the summer fair committee and given to you on the day.  Please bring with you 2 big bowls or jars to store the prizes. Don't give the children a choice between Sweets or Whistles - Sweets more popular and ran out after a couple of hours. We went out to buy more sweets at approx. 2pm! Loads of whistles left over.  Instead, if they win/hook the ducks with Stars on they are congratulated and offered the tub containing the main prize.  If they win/hook a duck with a Number on then they are offered a Sweet as a consolation prize

Lunches (including Deserts) 

Overview

Both of the Year 1 classes are doing lunches.  Please make contact with the other class and agree how you will coordinate the running of the stall. It has been suggested that someone needs to take OVERALL responsibility for the kitchen and then communicate between the kitchen staff and the Lunches / Afternoon Teas classes.  It is critical to ensure that everything is left as found.

Volunteers

Food is served from 12 noon until approx. 2.30pm (or when food runs out!). Leave plenty of time for setting up and getting food sorted, to get the tables set up and cut the cloths to size (a roll of sellotape is handy). Lunches always need a lot of people – If people can do 1 hour shifts, it makes life easier! Aim to have 6 people per hour on the rota so you can wash up as you go along.

· One person sells plates, bowls etc. and takes the money while people queue, this makes the process more efficient 
· One person responsible for knives (cutting Quiches, etc)
· 4 others serving at any one time.
· Remember, you will also need parents to MAKE lunches as with the rest of the school
You will need the most number of volunteers helping between 10.30am and 2.00pm and then some to help at 4pm to clean the kitchen / walk around the tables clearing up into black bin liners whilst the auction is going on. From 2.00pm your serving area will be reduced by about half, as the class serving teas/coffees and cakes will be using half of the serving hatch, but this works quite well as people generally muck in together and help with serving puddings/tea/coffee/cakes

Send a note home to all Year 1 parents about the lunch system and follow up individually (tel calls or speak to parents in class) to make sure slots are covered.  Rather than leaving parents to sign up on the food/dishes list, ask people to make specific dishes. Include a section on the class rota for Parents to volunteer to bring in Water Jugs and Serving Spoons (and remind them verbally on the Thurs/Fri before the fair)

Banner

Please make a poster for your stall showing prices to charge:


· Small plate:   

£1.50
· Large plate:  

£2.50
· Dessert bowl:     

£1.00
Stall Set-Up

A week or two before the fair, please arrange to go to the kitchen and speak with Moira.  You need to ask / check that it is OK to use the kitchens for the summer fair, and to assure her that you will personally make sure that the kitchen is left as it was found! 

Before 11am:  Set out tables & tablecloths in the junior hall; less stressful than doing it at the same time as setting up in the kitchen

For Health and Safety, please make sure everyone knows that there should be no children in the kitchen behind the serving counter

Jugs of water and cups are set-up on a table at the side, so people can help themselves (there's no charge for tap water and other drinks are served at the bar).

Supplies

The class rep coordinator will send out letters to the class reps in each school year, requesting 6 dishes to be provided by each class, all to be brought to the school kitchen by 12 noon on the day of the fair 

Dry Supplies

Plates, bowls, cutlery  and  paper table cloths will be bought for you by the summer fair committee and brought to the kitchen on the day

Rides - Year 6

Overview

Each year, 3 rides are booked for the Summer Fair. They are not money spinning, if they can be made to break-even great, if not the cost is swallowed by the other events as this is purely for the children’s entertainment and is a highlight of the Summer Fair. Rides may vary from one year to next.

Before the Day

The Summer Fair organisers will book the rides in February / March. You will need to buy Blue cloakroom tickets for selling the rides on the day (approx 1,500).

Volunteers 

Please organise a rota for parents to help on the day (45mins-1 hour shifts), starting with a stall setting-up shift at 11.30am, and ending with a clearing-up shift (until 4.30 - 5.00pm). You will need 2 parents at any one time. Their role is simply selling tickets. 

Banner

Check with a member of the summer fair committee before the day of the fair to get a list of all the rides on the day.  Please make a large banner/poster, with prices:

Bouncy castle (Infants Only)
Free 

1 Blue Ride Ticket 

50p each

1 Blue Ride ticket pays for 1 ride on any one of the following :

· (commitee to advise)
· (committee to advise)
· (committee to advise)
Stall set up

Please decorate your area festively with bamboo/ bunting etc.  Bring along a couple of spikes to put used tickets on. 

The operators will arrive around 10.30-11am to set up. Make sure the area across from the Year 4 area is kept clear. The operators get free lunch vouchers on the day. These will be provided by the Summer Fair committee. 

Set up your stall for selling tickets in front of the wildlife area (refer to the map). The operators will manage everything in terms of queuing and length of ride. Instruct the operators to tear the tickets so that they can’t be reused. 

Roy Barlow people help set up the Bouncy Castle (ie electrical connections). You will need to get some gym mats from the PE Cupboard in the Infants Hall to lay in front of the Bouncy Castle.

Strawberries & Ice-cream with Home Produce 

Volunteers

Please organise a rota in your class for parents to help on the day (half-hour shifts), starting with a setting-up shift, and ending with a clearing-up shift.  Don't forget that you will need to wash and hull / cut the strawberries in the school kitchen before the fair begins. You really need more than one person there per shift, one to scoop the other to cut strawberries

Banner

Please make a banner/poster for your stall with prices:

· Strawberries & Ice-cream (2 scoops) 
£1.00
· Ice-cream Cones 




80p
· Cakes / Home Produce - Priced individually (you can decide - but similar to cake sale prices)
Stall Set Up

Get to the fair early to wash, hull and prepare the strawberries in the school kitchen before the fair begins.  Cut the strawberries into bite size quarters if they are large! You will need 

· Tablecloths (1 x large rectangular or 2 small square (best))
· 3 ice cream scoops
· 3 large bowls (to keep strawberries in), 
· Clean tea cloths to cover bowls (to keep out dust and bugs)
· 2 containers for fresh water (to store / rinse scoops in between customers)
· an extension lead to plug the freezer into a nearby power point
· Large cool box : Can be used by Year 6 children who may offer to rove around the playground selling ice-cream for you.
Liaise with Afternoon Teas stall to see what you will use for Home Produce.

The freezer (normally kept in the staff room entrance area) will keep the ice cream cold on the day.  Please liaise with the staff about 1 week before hand to ask them to empty the freezer.  You also need to organise a couple of (strong) parents to come in early on the morning of the fair to help you move it to your stall area (and return it to the staff room at the end of the fair)

Home Produce

A week before the fair, paper plates (similar to the Cake Sale system) will be sent home with all the children requesting cake donations.  This will be organised by the class running the Afternoon Tea stall.  The cakes that come in on the day are shared between Home Produce and Afternoon Teas.  Small, individual cakes/biscuits are offered for sale with the Teas and the larger (whole) cakes are sold by Home Produce along with Strawberries & Ice Cream.

Shopping - Strawberries & Ice-cream

Supplies of Strawberries (30-35 punnets) are often donated by local fruit shop during the donations trawl or at least the committee negotiate to buy them at 'cost' rather than retail.  The less we spend the more funds go towards the school.  Don't forget to agree with the greengrocers what time you will be collecting the fruit on the day.  They may also appreciate a reminder call/visit a couple of days before the fair.

Ice Cream must be ordered well in advance, 3-4 x 10’ litre tubs is the usual quantity ordered. Each 10 litre tub of ice-cream should give 85-88 scoops. The strawberries are served with usually two scoops of ice-cream, (£1 is charged but a very generous portion is given)

One box of cones.

Dry Supplies

Request 200 bowls, 100 spoons and napkins from the organising committee. Dry Supplies are ordered centrally for the Fair.

Tin Can Topple 

Overview

The aim of the stall is to provide some of the younger children with a fun 'shooting range' where they try to knock down as many tin cans as they can.

Please start to collect tin cans (various sizes, with labels & lids removed) in the weeks leading up to the fair.  You will then have a (clean!) supply of cans that you will be able to bring to the fair and set up on the day, either in lines or in a pyramid style (or both) for your stall. You can involve parents in Nursery by asking them to collect and wash cans for you and bring them into school

Volunteers

The Summer Fair opens at 12 noon and finishes at 4pm.  Please put up a rota in Nursery asking for parents to help in shifts on the day, starting with a setting-up shift (before the fair opens at 12 noon), and ending with a clearing-up shift.  Shifts are usually 45mins long but encourage parents to sign up for 1 hour! We would suggest that you will need at least 2-3 parents to help per shift - especially setting up cans that have been knocked down by enthusiastic little throwers!

Banner

Please make a banner/poster for your stall, with the name and pricing

· 25p per go or £1.00 for 5 goes
Stall Set-Up

Your stall will be outdoors, in the junior playground. Bean bags for throwing at the tin cans are normally kept in the Sports cupboard - Infant Hall.  Check that you know where they are during the week before the fair as you will need to go and get them and bring them out to your stall during set up time on the day of the fair.  Please ask a member of the Summer Fair committee or Paul Baker at school if you have checked the cupboard and can't find them. 

Prizes 

These (usually a supply of sweets or small toys, eg Whistles) will be bought for you by the summer fair committee and given to you on the day.  Please bring with you 2 bags or big bowls in which to keep the prizes.

Money

The Treasurer will bring a float to you at stall set-up time. Please bring a container to hold your cash. It will be collected from you throughout the day by the treasurer.

TOMBOLA

Overview

Your stall runs two Tombolas - one for adults and one for children, with the prizes sorted into the appropriate groups. Prizes are distinguishable from Bric-a-Brac, Toys and Books stalls in that are always New or Good as New. A letter asking everyone in the school to donate prizes for the Tombola will be sent out by the summer fair committee.

Banner

There is a banner in the Coleridge Families lock-up. This does not include prices as these may change over time so you will need to make separate notices with these on. Current prices are:

• 25p each or 5 tickets for £1

Alternatively, make your own banner/poster for you stall, with prices.

The banner is normally tied to the fence or marquee poles behind the tables, depending where the stall is situated and the weather on the day!. 

Volunteers

Please put up a rota in your classroom for parents to sign up to help on the day starting with a setting-up shift (before the fair opens at 12 noon), and ending with a clearing-up shift.  Shifts are usually 1 hour long. The Tombola is always busiest for the first couple of hours so try to recruit at least four people for these shifts and two people thereafter. It is a good idea if the reps can be on hand both to set up and clear up at the end.  

We recommend that you e-mail your class to request volunteers as well as putting up a rota on the class notice board. A couple of days before the fair it is also useful to send round a further e-mail to everyone who has volunteered confirming their time slots.

The summer fair committee will normally set up a rota of volunteers to help sort through donations.  Each class will be asked to provide volunteers for approx one hour after school drop-off on a designated morning in the week or two before the fair. This makes the job much quicker and easier - and avoids the same people doing everything themselves! 

Sorting

The summer fair committee will provide boxes on the bridge inside the school gates for donations at school drop-off during the run-up to the fair. These will be labelled according to each stall and will include a box for the Tombola. KATY: NOT SURE HOW THIS WILL WORK ON TWO SITES? AN INFANTS CO-ORDINATOR AND A JUNIOR CO-ORDINATOR TO MARRY THE TWO?

The volunteer sorters will check the items in each box and will be on the look out for brand new or as good as new items from other boxes that could be used for the Tombola. It is a good idea to keep in touch with the organisers so you will have an ongoing idea of how many prizes you have accummulated. The Tombola is always very popular and usually needs more prizes than the number donated! You will need at least 100 for each of the adults stall and kids stall. For example if you don't have enough chrildren's prizes the TOY and BOOKS stalls would be happy to donate.

Supplies

You will need to buy the Cloakroom/Raffle tickets for the tombolas, any colour is fine, EXCEPT BLUE (the ride tickets will be blue). IS THIS STILL THE CASE? THINK WE HAD BLUE ONES

At Least Two Nights Before

We recommend that one of the reps takes the prizes home and organises a sorting/sticking session at least a couple of nights before the fair. That way, if you appear to be short of prizes you still have time to seek out additional items (e.g from the Bric-a-Brac or Toys and Books stalls). This will also save on the setting up time on the day leaving you free to decorate the stall and put out the prizes.

Try to recruit about five volunteers to help with this. You will need to stick all the winning raffle tickets (numbers ending in 0s and 5s) onto the prizes and put the other half of the winning tickets together with one half of the non-winning tickets into two separate “draw boxes” or buckets (one for adults and one for kids).  If using a draw box it will need to have a big enough opening to put a hand into without the drawer seeing the tickets. Its worth folding the drawing tickets in 4. NB WE JUST USED BUCKETS WHICH WORKED FINE!

It is a good idea to get some clear cellophane and ribbon so that smaller items can be grouped together to make more appealing prizes. Two or three rolls of sticky tape on dispensers will also help save time.

When putting the labelled items back into boxes remember to keep the kids' and adults' prizes separate and to keep them together in numerical order so that the prizes will be easier to find on the day. This is particularly important as you will probably find that you cannot fit all the prizes onto the display to begin with so you will need to keep a box or two under the table until more space becomes available.

That said, if you allow enough time for labelling the items on the day, you can tape the tickets in numerical order once you have decided on how you will display them and this will make the prizes easier to find. YOUR CHOICE! I'M NOT SURE ABOUT THIS - THINK WE WOULD HAVE BEEN IN CHAOS IF WE'D LEFT IT ALL TO THE DAY! I AGREE TOO CHAOTIC ON THE DAY!

It is a good idea to store all the prizes at home until the day of the fair to keep them safe. In a previous year some of the prizes went missing overnight, this went unnoticed until a person picked out a winning ticket but the prize was not there - very embarrassing!

Stall Set-Up

The stall will be outdoors in the junior playground. You will get 2-3 tables. Bring along a couple of rectangular tablecloths to dress the tables. Empty shoe boxes or other boxes are useful to display the prizes on the stall tables (set up under the tablecloth) - adding a bit of height at the back of the table.

Allow at least one hour for setting the stall up. During set-up time, or during the fair if you start to run low on supplies, it is worth visiting other stalls to look for more New or Nearly New items that could be used to boost the number of Tombola prizes. Some prizes may go 'missing' on the day so do keep an eye on your stall and group the more desirable prizes in the centre rather than the sides of the tables.

Note : there will be plenty of children trying to win booze from the adults stall - simply tell them that they have to have an adult with them before you can give them the prize.

Check-list of things to bring along on the day:

Banner

Price boards

Strong string (for attaching banner)

Draw-boxes or buckets (labelled 'Adults' and 'Children')

Table cloths

Shoe boxes

Sticky tape on dispenser

Pens

Spare raffle tickets

Scissors

Have Fun!


 

.

Toys & Games 

Volunteers

The Summer Fair opens at 12 noon and finishes at 4pm.  Please also put up a rota in your classroom for parents to sign up to help on the day starting with a setting-up shift at 11am (before the fair opens), and ending with a clearing-up shift between 4-5pm.  Shifts are usually 45 mins long but encourage parents to sign up for 1 hour! 

Banner

Please make a banner / poster for your stall

Sorting

The letter asking everyone in the school to donate toys and games will be sent out by the summer fair committee. During the week before the fair, donated toys and games will need to be sorted out on a daily basis, in the infant/junior hall area, daily.  Donations tend to really flood in on the Thursday and Friday before the fair!  This is a bit tiresome BUT VERY IMPORTANT and well worth it in the end. Don't be shy about asking parents in the class to volunteer to help you sort through donations.  It only takes a few of you, spread over the 3-4 school mornings before the fair and it makes the job much quicker and easier - or you'll end up doing it all yourself!

Whilst sorting we were ruthless with poor quality/dirty/broken toys!  Therefore the stall was only selling good quality stuff (there are so many donations you won't be short of toys or games!).

As we sorted (into black bin liners) we grouped toys by category – boys / girls / cuddly toys / pre-school / puzzles & games.  This made it all easier to set out on the day.  We stored sorted toys in their bin liners under the stage in the junior hall

Stall Set-Up

The stall will be outdoors in the junior playground, under shade. While the trees by the Wildlife area behind the stall provides useful shade / shelter it does shed bits down onto the toys – which can make the cuddly toys look a bit grubby when they are not!

A minimum of 3 people will be needed on the stall at the start of the Fair when the gates open (for the first 90 minutes). This is when it is very popular with kids and very busy! You need at least 3 people to help tidy up the stall at the end of the fair - more people the better (and quicker)

The stall needs to be set up at least one hour before the start of the Fair.  Bring carrier bags, sellotape/marker pens & card for pricing. 

Toys in bargain crates, crates priced at 10p/ 20pm for children to rummage through, sell fast as they make the children want to buy. You will need approx 10 crates for this.

About 1 hour before the end of the fair make some plastic bags available, eg. Tesco shopping bags and offer everyone ‘Fill a bag with anything you like – then pay only 50p.  This will shift quite a lot of the left over stuff! 20-30mins before the end of the fair you can reduce the ‘fill a bag’ cost to 30p or 20p! 

Take all left over toys to a charity shop at the end of the day or leave under the stairs in the hall for selling at the next cake sale. 

Note : Big toys don’t shift so well, it’s generally their size, not price. Similarly pre-school toys do not sell well.

Year 6 Stalls (Coordinated by 2 x Year 6 parents)

Overview

Each year children in Year 6 are invited to devise and run a stall, coordinated by a couple of Year 6 parents. 

A Stall Proposals Form is prepared in advance by the children and vetted by a member of the Summer Fair committee – mainly to check for viability.  The children have to present a realistic plan – team members, timing slots & rotas, costs, etc.  This makes them focus.  The ideas generally start out BIG and have to be brought into line/back to reality!  The rules for each stall idea are: no electricity needed, maximum £10 outlay for stocks, children have to commit to doing the stall once they fill out and discuss the Stall Plan sheet with the Coordinators.

See the CD for SF - Year 6 Class Stalls, Stall Summary Sheet.doc

The parent coordinators oversee each of the stalls on the day, acting as Year 6 Stall Treasurers.  Year 6 children are responsible enough to handle money.  Also, if they take money they will be able to calculate how much they made on their stall (in the past ride tickets have been used as payment for goods on year 6 stalls but this has not worked well).

Stall Set-Up

Base all stalls together in junior playground below the Millennium Garden, this will make it easier to supervise.

Children are allowed to roam around the fair selling goods to help shift the stock. You may have a few stalls selling the same thing, but it doesn’t really matter.

Remember to tell them to make a sign for their Stall!

Each stall has a £3 float.

Examples of previous stalls include:

· Hair, nails and tatoos
· Beads and bracelets
· Guess the number of sweets in the jar
· Popcorn
· Donuts
