
Spring Fete and Crowning of the Royal Party

Task completion On the day requirement On the day manning

Task Requirements & 
preparation

Who will do task By 
when?

Done No.
Tabl
es

No.
Gaz
ebos

No.
people
req 

Cash
float /
cash
bag

Committee names

Time from / to

Volunteer names

Time from / to

Get permission to 
use The Green

Liaise with SWC Secretary

Ask for The Green 
to be mowed before 
the day

Liase with ?

Arrange for key to 
clock tower for 
power

Liaise with Lynne Mannister

Make and print 
advertising posters

Liasise with SWC 
Marketing

Posters around 
village

Liasise with SWC 
Marketing

Advise press & 
publicity websites

Liaise with SWC Public 
Relations

Ensure Website 
page created

Liasise with SWC 
Marketing

Music & sound 
system / 
microphone

Power from Clock Tower

Check useability of 
the games

Check number of 
tables / gazebos 
available

Arrange equipment 
transportation on 
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the day to and from 
store to Green

Stall plan

Liaise with 
Volunteers

Complete On the Day 
Requirements

Start time for 
committee:-
 - Setting up 
gazebos
 - Setting up stalls

Decorated platform 
for Royal Party

Liaise with SWC Royal 
Party
Platform, throne, carpet, 
decoration
Find out if there are existing 
decorations and/or obtain 
suitable decorations

Raffle 1.Raffle tickets, pens,, table 
decorations, raffle prizes, 
container for draw tickets 
(usually done at Royal Party 
platform after the crowning)

2.Ask local businesses for 
prizes. Co-ordinate with 
carnival programme team re 
selling advertising space to 
donators

1.

2.

1 1 1 (+1 
to fold
tickets
)

Compere
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Signage

Photographer

Committee T-shirts

Bunting & flags

Banners

STALLS There is no charge for 
external stall holders – 
request a donation for a 
raffle prize

Save the Children External organistaion – book
for the day

Homewares External organistaion – book
for the day

Sara Diggins

Volunteering in
Health

External organistaion – book
for the day

Ice Cream External organistaion – book
for the day

Shaldon Zoo External organistaion – book
for the day

Jewellery External organistaion – book
for the day

Face Painting External organistaion – book
for the day

Candy floss / External organistaion – book
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popcorn for the day

Cakes 1.Tablecloths, napkins, cake 
servers, paper plates, paper 
bags, foil/cling film, sticky 
labels for pricing, boards & 
chalk

2.Ask as many people and 
businesses as possible to 
make and bring cakes to the 
stall (30 minutes before fete 
opens) - Advertise on 
Website and Facebook

1.

2.

3 1 2 Y

Plants 1.Plants, carrier bags, sticky 
labels for pricing, pens

2. Ask as many people as 
possible to grow and bring 
plants to the stall (30 
minutes before fete opens) - 
Advertise on Website and 
Facebook

1.

2.

1 1 2 Y

Big Mouth

Bottle tombola Blackboard & chalks 1 1 1 Y
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Buy or get wines donated. 
Ensure all bottles are 
wrapped in newspaper and 
that full bottles are kept 
separate, but that they do not
stand out from the empties.

Roll-a-2p Prizes

Coconut shy Coconuts

Hook-a-duck Plastic paddling pool, water, 
ducks, hooking sticks, 
blackboard & chalk, prizes.

Check paddling pool still 
inflates.Arrange for water. 
Buy prizes.

1

Bric-a-brac

Hoops Prizes
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Tuck shop

Slide-a-pint Prizes

Tea/coffee

Y

TOTALS

Total volunteers required - 


