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Eltham Lights Up and Woolwich Winter 

Warmer 2017 
 

Delivery of community workshops and parades  

 

The Royal Borough’s programme of winter events takes place in November and 

December each year.  

 

Two events - Eltham Lights Up and Woolwich Winter Warmer - feature community 

workshops and parades. The workshops and parades are managed and delivered by a 

community arts organisation working under contract with the Royal Borough of 

Greenwich.  

 

The events are well established in the Royal Borough event calendar, having 

successfully run for over 15 years. 

 

We are now inviting community arts organisations to send in proposals for 

delivering the 2017 workshops and parades for both events. We are keen to see 

fresh ideas for the workshops and parades and would consider alternative 

suggestions in how to engage the local community in the events.  

 

2017 event details: 
 

Eltham Lights Up 

16 November  

4.00 pm – 7.00 pm 

Eltham High Street 

Eltham  

London 

SE9 1AA 

 

Woolwich Winter Warmer 

2 December 

12 noon – 6.00 pm 

General Gordon Square  

Woolwich 

London 

SE18 6HD 

 

Event background 
 

Eltham Lights Up 

 

Eltham Lights Up is a winter lantern festival and Christmas lights switch on in Eltham 

High Street.  During the event period Eltham High Street is closed to traffic and the 

shops (a popular mix of national branch and independent outlets) stay open for late 

night shopping.  
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Local community buildings are also utilised -  with live music inside The Eltham 

Centre and open days at the local fire and police stations. The Eltham Lights Up 

parade route is along the length of Eltham High Street. 

 

 

 

Woolwich Winter Warmer 

 

Woolwich Winter Warmer is a festive themed celebration held in General Gordon 

Square and around Woolwich Town Centre. The official lighting of the square’s 30 

foot Christmas tree has featured in past events.  

 

Last year Woolwich Winter Warmer linked up with a festive event taking place on 

the same day in the Royal Arsenal. This was done by extending the Woolwich 

Winter Warmer parade route to end at the Royal Arsenal. The 2017 event will again 

be linked with the Royal Arsenal event.   

 

In the past, both the Eltham and Woolwich events have separate event 

themes but share many of the same general content features. 

 

Before the event day: 

 An INSET day for teachers 

 Arts and performance workshops for schools and community groups in 

school or community settings from October onwards. Some schools choose 

to support the workshops with curriculum based activities. 

 

On the event day: 

 Static winter and Christmas themed displays (ice carving, children’s 

fairground rides, school art displays etc.)  

 A live music stage for local performers 

 Pop up performance spaces and street entertainers 

 Commercial and information stalls 

 Drumming and music performances – the drummers or musicians may also 

join the procession 

 An illuminated street parade with lanterns, larger structures and costumes 

(budget permitting).  500 - 800 adults and children participate in each parade.  

 A finale display that is easily viewable by all (including the parade 

participants)featuring fireworks, pyrotechnics, aerial acrobatics or similar 
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Themes 

Over the years there have been a variety of parade themes such as  ‘People and 

Places’, ‘Royal Greenwich Past and Present’,  ‘Night Time Festivals from around the 

world’ ‘Roald Dahl Centenary’ and ‘Winter Wonderland’. The parades do not have a 

strong religious or Christmas story theme. 

 

Eltham and Woolwich town centres 
 

This is an exciting time for both Eltham and Woolwich. Along with Greenwich, they 

form the three major town centres in the Royal Borough.  

 

In Eltham major public realm improvements and redevelopments are well underway 

in the High Street. Along with a new cinema due to open in 2018 there is a growing 

arts sector. 

 

Woolwich is set to see the opening of a new Crossrail station at the end of 2018. 

There has been a substantial investment by the local authority with regeneration 

works planned for the town centre and a commitment to the development of a new 

Creative District in the Royal Arsenal.  

 

Eltham Lights Up and Woolwich Winter Warmer offer the successful arts 

organisation the opportunity to work with a cross section of the local community.  

 

General requirements 

 

The selected community arts organisation will liaise with the Royal Borough and its 

partners to ensure the events are effectively delivered and in line with the Royal 

Borough’s policies on equal opportunities and inclusion. Other requirements are as 

follows: 

 

 Develop and oversee the delivery  of the Woolwich and Eltham winter events.  

 A representative will be expected to attend regular planning meetings. 

 All staff working on the event must have current DBS checks in place. 

 Risk assessments and health and safety checks must be carried out with all 

relevant documentation supplied by agreed deadlines. 

 Adequate public liability insurance required.  

 Monitoring information is required for all elements of the event, including 

participant numbers and the ethnic group breakdown. 
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The Royal Borough will: 

 

 Undertake marketing and publicity for the project/event by designing, producing 

and distributing the event marketing materials. 

 Provide the infrastructure and frontline stewards/security for the event (this 

does not include the general parade stewards which your organisation will have 

to arrange/provide). 

 Liaise with statutory authorities, e.g. police, licensing, highways departments to 

arrange any necessary road closures and town centre infrastructure including 

stage and preparation zones etc. 

 Apply for the event's entertainment licence. 

 Programme the stage based and street entertainment. 

 

 

 

Requirements for our 2017 events 
 

 We are looking for new approaches to community participation and group 

activities for these events.    

 

 We would consider having the same or similar themes for both events as 

long as the visitor experience is not identical. We expect to see variations in 

the parade and finale content.  

 

 As the general theme for each event is still to be confirmed, we can consider 

theming the event/s around the proposed parade theme/s - for instance, we 

will book street entertainers who can join the parade. 

 

 You must take a proactive approach to working with school and community 

groups. Past participants include church groups, young organisations, drama 

groups and dance academies, as well as schools. We will send information to 

our existing contacts and publicise the opportunity locally to generate 

interest.  However, in order to recruit the desired number of 

schools/groups, you may need to research and approach additional contacts 

as well as following up expressions of interest. 
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 We are happy to accept proposals that feature themes, structures, music etc. 

that have been successfully used in previous parades outside the Royal 

Borough. 

 

 For further details of our requirements, please refer to appendix 1 - Event 

timetable and special considerations and appendix 2 - Expectations of 

delivery. 

 

The event finales 

 

Please feel free to include a proposal for the two event finales. This proposal is 

optional and the costs will be met by us from a separate budget if agreed.  

 

In the past, the finales have usually involved pyrotechnics or fireworks. They need to 

be accessible to all spectators, so they cannot be at street level.  

 

As well as fireworks or pyrotechnics proposals, we are happy to look at proposals 

for street theatre or aerial performances, light shows, musical performances or 

something entirely different.   

 

Please be aware that the finale may be delivered in partnership with other providers 

contracted by the Royal Borough. 

 

Budget 

 

The budget available for the delivery of the workshops and parade management, 

excluding the finale, is in the region of £10,000 for each event. 

 

Please ensure that you provide a detailed budget in your proposal, which should 

include a full breakdown of your costs (to ensure that direct comparisons can be 

made between organisations). This should cover the following: 

 

 Artistic development, direction and management 

 Participatory workshops or similar in school and community settings 

 An illuminated street parade or similar with animation, structures etc  

 

Finale proposals must include a separate break down of costs. 

 

Costs/fees must be calculated per item: i.e. Cost per artist per workshop, materials 

etc. 
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Applications will be considered from sole organisations or organisations working in 

partnership in order to deliver the whole event. If in partnership, please be clear on 

which organisation takes overall responsibility.  

 

Please ensure that any in kind costs/contributions are fully detailed. We are also 

interested in hearing about any added benefit that your organisation might be able to 

bring to the project (i.e. additional cash or in-kind match funding, materials, 

structures etc. if available). 

If performers (drummers, dancers etc) are included in the parade proposal, please 

state if they can also perform independently of the parade – for instance as street 

entertainers or on stage.  If so, please make it clear if this would incur any extra 

costs to the Royal Borough. 

 

If your proposal includes extra elements that exceed the anticipated budget please 

state these as additional options. However, it is important that your main proposal 

meets the expectations of the brief and the stated budget. 

 

The Contract 

 

Please note that the contract will be to provide the services detailed above in 

relation to the 2017 Eltham Lights Up and Woolwich Winter Warmer celebrations 

for the Royal Borough of Greenwich. The contract value will therefore to be in the 

region of £20,000.   

 

RBG will ensure that planning for the event delivery begins no less than one calendar 

month before each event date.   However, we reserve the right to last minute 

alterations to any requirements. If, as the awarded contractor, you are not able to 

supply the revised requirements, we reserve the right to seek an alternative supplier 

elsewhere. 

 

If you are unable to deliver any element of the activity or would like to 

deliver the event in partnership with another organisation please ensure 

the details, (highlighting areas of responsibility and associated costs), are 

clearly stated.  

 

 

Please send your proposal to Joan Dance by 5.00 pm Thursday 14 

September 2017 

 

Joan.dance@royalgreenwich.gov.uk 

 

Royal Borough of Greenwich  

The Woolwich Centre - 35 Wellington Street 

Woolwich, London SE18 6HQ 

Tel: 0208 921 5049 
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Appendix 1:  

 

 

Event timetable and special considerations 
 

Please note timings are approximate. 

 

Eltham Lights Up 16 November: 

 

Workshops  

October and November – school and community group workshops 

w/c 6th November and 13 November – drop in community workshops   

 

Event 

15:00 - Closure of Eltham High street to vehicles  

16:00 - Entertainment in the High Street and the Eltham Centre 

18:00 - High Street Christmas Lights Switch On and parade starts  

18:45 - Finale spectacular  

19:00 - Parade dispersal and packdown 

19.30 - Eltham Lights Up event ends 

20:00 - Road re-opens  

 

Special considerations 

 

 It is not possible to use pedestrian barriers to mark the parade route.  

 

 The parade route is on both sides of Eltham High Street (the parade goes up 

and down) so the turning circle of large structures needs to be assessed in 

relation to the road width.  

 

 The High Street is also the location of the event finale and the live music 

stage. As there is a risk of congestion, it’s important that the parade 

organisation can effectively manage parade participants to avoid crowd build 

up. 
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Woolwich Winter Warmer 2 December: 

 

Workshops 

October/November – school and community group workshops 

2 December drop in community workshop at Woolwich Library 

 

Event 

12 noon - event opens in General Gordon Square and Powis Street and drop in 

community workshop session begins 

16.30 - parade starts  

17.15 - parade enters General Gordon Square for a celebratory display with stage 

announcements  

17:25 - parade goes onwards to the Royal Arsenal main entrance 

17:45 - parade arrives at its final destination in the Royal Arsenal. 

17.50 - firework finale in Artillery Square, Royal Arsenal 

18.00 - Parade dispersal and pack down. Woolwich Winter Warmer event ends. 

19.00 - Royal Arsenal event ends 

 

Special considerations 

 

 It is not possible to use pedestrian barriers to mark the parade route. 

 

 General Gordon Square is an important stopping point in the parade route. 

The parade needs to pause here for a display/performance before proceeding 

on to the Royal Arsenal.  

 

 The Royal Arsenal event will still be running till 8.00 pm or later, so once the 

parade finishes, any pack down activity in this area needs to be discreet. 
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Appendix 2 

 

Expectations of delivery 

 
 Artistic direction and development of the theme in consultation with Royal 

Borough of Greenwich 

 Overall design and delivery of illuminated lanterns/structures and other content 

 

 Community participation in the form of art and performance workshops 

 

1) Workshops for School and Community groups – 

design and facilitation. 

 
We require a separate programme of workshops for each event.  

 

The selected community arts organisation will be responsible for recruiting, 

timetabling, booking, organising and running workshops for schools and groups.  

 

RGB will send out initial information to schools and community groups. The arts 

organisation will be responsible for recruiting the agreed number of schools/groups 

and take a proactive approach to following up expressions of interest and sourcing 

further group contacts  

 

The arts organisation is must ensure the workshops engage the community in 

delivering the required parade content (lanterns, structures, performances etc).  

 

 The design and quality of the work should enable participation of mixed 

ability groups in primary, secondary or community settings. 

 Workshops should have strong curriculum links which can be further 

explored by schools if appropriate. 

 INSET/training sessions should be provided so schools/groups can run their 

own workshops (an increase in the number of schools/groups doing this will 

reduce the facilitation costs and allow for areallocation of the budget 

elsewhere). 

 Groups who are facilitating their own workshops should be given support and 

advice.  (All group leaders will be required to attend the INSET session). 
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Workshop facilitation and delivery requirements: 

 At least 6 schools/groups plus 1 community open workshop for each event 

 Workshop duration of at least 1hr 30 minutes 

 

Effective management of artists and performers:   

 Artists should be experienced in working in schools and able to interact with 

young people. They should have a level of expertise above the teacher/group 

leader(s)  

 Artists should arrive in ample time to prepare for each session 

 

Workshops must monitored by the organisation and included in their reports and 

evaluation of the event. 

 

 

 

2) Parade management and co-ordination  
 

The selected community arts organisation will be responsible for delivery of 

parades that meet the proposal as agreed with the Royal Borough. On the day of 

the event, the organisation will take the lead in managing all parade participants.  

The organisation will be responsible for the following: 

 

 Integrating the parade with other elements of the event, including working 

with Royal Borough event sponsors by facilitating a sponsor presence in the 

parade. 

 

 Providing the agreed parade content including lanterns, structures, 

performers, crew and procession stewards. 

 

 Managing the parade participants, musicians and other performers. 

 

 Managing the pickup, drop off, pack down and disposal of lanterns, structures 

and all other parade content. 

 

 Recruiting stewards for the parade; including volunteer parents/stewards 

from schools/community groups to accompany the parade participants.  

(Professional security stewards will be supplied by RBG to marshal the High 

Street).   
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 Producing clear and timely information on parade arrangements for stewards 

and participant groups.  

 

 Attending Royal Borough event planning meetings, SAGS, and on the day 

briefings as required.  

 

 Completing/providing technical spec, risk assessments and health & safety 

checks. 

 

 Reporting and evaluation, including parade monitoring information. 

 

 

 

 

ENDS 
 

 

 

 

 

 


