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CHILDREN’S LAUREATE ANNOUNCEMENT EVENT
MASTER SCHEDULE
Tuesday 9 June 2015

Main venue: BAFTA 195 Piccadilly, London W1J 9LN
Green Room space: Tasting Room, 4th floor, Fortnum and Mason: 181 Piccadilly, London, W1A 1ER

Key contacts
BAFTA main telephone number: 020 7292 5800
BAFTA contact for the day: Bogdan Starzec 07868 840926
Katherine mobile: 07837 035 398
Claire mobile: 07918 134 789
Catherine Alport mobile (Macmillan): 07841 764 119
Lauren Ace mobile (Riot Communications): 07786 910 938

Schedule
8.00am
Riot team (Lauren Ace, Jon Howells, Preena Gadher, Katie Hooley) to arrive at Fortnum’s 
Enter via Duke St side entrance (security guard will be briefed). Go to 4th floor Tasting Room 

· Check Tasting Room set up as Green Room and refreshments available
· Check wi-fi working (no password required)

· Preena and Jon quick tour of BAFTA to see the space and decide on camera crew locations

8.15am
BBC R4 & BBC TV news arrive at Fortnum to set up – Lauren meeting

8.30am
Riot team briefing at Fortnum
8.40am
Malorie Blackman car pick up from home
Booking reference 517636 with GLH Cars
8.45am
Catherine Alport to meet new Laureate at hotel and bring to Fortnum’s
8.45am
Katie Hooley and Jon Howells (Riot) to BAFTA to await crews/managed press desk

9.00am 
Catherine and new Laureate to arrive at Fortnum’s - enter via Duke St side 

entrance and go to 4th floor Tasting Room 


Katherine, Claire and Harriet to arrive at BAFTA

· Check logo slides on plasma screens
· Check lectern and 3 x chairs on stage in Princess Anne Theatre
· Ensure letter and medal set up for presentation in Princess Anne Theatre
· Pop-up banner at entrance to Foyer Bar
· Check flowers have arrived (Gus dropping off at 7am) and are set up for presentation in Princess Anne Theatre
Katie brief Harriet and 2 x BAFTA hostesses acting as runners


-  1 x hostess to be at BAFTA press desk to act as a runner if needed


-  1 x hostess to be at side door of Fortnum’s to meet journalists on arrival and 

direct to 4th floor Tasting Room



Katherine to take second pop-up banner to Fortnum’s and check Green 

Room 
arrangements/greet new Laureate
Fortnum - pre-record interview radio & TV – BBC R4 & BBC TV news
9.30am 
Book Trust helpers arrive
 
· Claire to lead a quick tour of event spaces for Book Trust team
Book Trust helpers to
· Set up reception table with badges for guests, plus press desk in Foyer Bar (Laura and Jenny - NB//Anna not arriving until 10.00am)
· Put out Laureate programmes on chairs in Princess Anne Theatre (Harriet and Beth)
· Reserved signs on front row of seats in Princess Anne Theatre (Harriet and Beth)
Nisha to test wi-fi connection and ensure website ready for switchover (NB// wi-fi password will be provided by Bogodan)

James to ensure that presentation is ready in Princess Anne Theatre and check in with technical team

Sandra Taylor, Waterstones, to drop in 2 x Waterstones banners to go in David Lean Room, plus 6 x easels and drawings to be hidden behind badge desk until after announcement


Photographer Tom Pilston arrives at Fortnum’s

Preena to meet.  Set up for portrait photos of new Laureate.
Katherine back to BAFTA to check everything set up in Members Bar for breakfast
9.45am
Fortnum – phone interview Daily Mail
10.00am
Other speakers arrive at BAFTA 

· Malorie Blackman (tel 07711 944736)
· Darren Henley 
· Abigail Campbell (tel 07989 421 836)
· James Daunt 
· Diana Gerald  (tel 07796 384 644)
· Gemma Malley (tel 07917 833785)



Claire to welcome - sound check and final brief.


Jenny to Fortnum’s to meet Tom



Brunch for Malorie Blackman in Members Bar – Katherine to oversee


Coffee, tea, pastries and juice for 15 people.
Attending: Malorie and family, Penguin Random House team, Waterstones, Children’s Laureate Steering Group, ALCS representative, Diana and Gemma. Badges all have BLUE stickers


BBC crew to meet Jon at BAFTA to set up

10.20am
Newsround crew to meet Jon at BAFTA to set up
10.30am
Coffee, tea and biscuits served in David Lean Room for guests – Claire to oversee
Guests start to arrive

Cloakroom open - Beth to help BAFTA staff to man

Laura and Anna to man badge table. Katie H to man press desk with Harriet on hand to act as runner for journalist interviews.

· All press badges will have a BLACK sticker on them

· Guests attending the breakfast will have a BLUE sticker and should be directed straight up to the Members Bar
Laura to have a particular eye to press guests if press desk not manned

(NB// Fortnum’s now open so any journalists arriving for media interviews at this point can use either main or side entrance)

10.30am
Jenny to bring Tom Pilston to BAFTA for brunch in Members Bar for quick team photo with Malorie – NB// Claire, Katherine and Lauren will also be required for this if possible
Toast for Malorie at brunch (Abigail Campbell)
10.45am
Photographer and camera crews go to Princess Anne Theatre – Jenny to check in place
Speakers to go to Princess Anne Theatre

Katherine and Claire to bring any speakers down from breakfast and check seated on front row
10.50am
BAFTA staff – PA announcement for guests to move through to the Princess Anne Theatre for the announcement

11.00am
Announcement event begins in Princess Anne Theatre
James tweeting throughout announcement
Laura and Anna to stay in Foyer to direct any latecomers


(NB// do not admit latecomers after 11.15am – they can join the reception afterwards).
(BAFTA hostesses to ensure kitchen entrance open and go to Fortnum’s Tasting Room to bring new Laureate, Catherine and Lauren over at 11.15am. Enter BAFTA via kitchen entrance/back stairs. Ensure outside Princess Anne Theatre by 11.20am.)

Running order: (all to come on stage, speak at lectern and then return to seat on front row unless otherwise specified. Gemma to remain seated on stage throughout.)

· Brief welcome from Gemma, including welcoming any children in the audience and acknowledging any former Laureates attending, then introduce Darren Henley – 2 mins

· Darren Henley – 3 mins

· Gemma thanks Darren, introduces Diana

· Diana Gerald, Book Trust, to speak about why reading matters and why the Laureate is important to Book Trust, plus thanking sponsors Waterstones, children’s publishers and Arts Council England – 2 mins

· Gemma thanks Diana, introduces James Daunt

· James Daunt, Waterstones, to speak about Waterstones sponsorship and why the Laureate matters to Waterstones – 2 mins

· Gemma thanks James, introduces Abigail Campbell

· Abigail to speak about the Steering Group and background to the Children’s Laureate, and about Malorie Blackman’s achievements in the role – 3 mins

· Abigail welcomes Malorie to the stage (Abigail to remain on stage, seated)

· Malorie to speak about her time as Laureate and show a short video – 5 mins

· Abigail to thank Malorie and present her with flowers (photo opp)

· Abigail to introduce Natasha Kaplinsky video about taking part in the selection process (Malorie to remain on stage, seated)

· Play Natasha video (2 mins)

· Abigail to speak briefly about choice and announce the new Laureate (2 mins)
· New Laureate comes out. Abigail and Malorie to present with flowers, medal and cheque (photo opp)

· Malorie and Abigail return to seats in audience

· New Laureate to speak – 4 mins

· Gemma to thank everyone, invite to move across to drinks reception and close – 1 min
NB// At 11.45, Laura and Anna to set out a selection of the new Laureate’s books in the reception area and put up easels with drawings


Nisha to switch website over when new Laureate announced
12.00pm
Official embargo time

Guests to move across to drinks reception in David Lean Room – Katherine overseeing
Catherine to stay with the new Laureate, encourage any well-wishers to go to the reception, and ensure they ready for the photo call by 12.05pm  
Claire to ensure that other speakers and Matt Burton remain in the Princess Anne Theatre for photographs

Preena leading on photo call: Harriet and Katie H to make sure photographers and journalists (BLACK sticker) in place in Hall 2 and hand out press releases
Jenny to assist Tom during photocall
James to tweet from reception
12.05pm
Press photo call in Princess Anne Theatre


12.20pm 
Photo call ends

12.20pm
Malorie interview - Newsround


Quick break for new Laureate

12.25pm
Tom to go to reception to take further photos - Jenny to accompany
12.30pm
New Laureate interview Newsround

12.45pm
New Laureate joins drinks reception – 15 minutes to speak to well-wishers - Catherine to accompany
1.00pm
Reception ends

Jenny, Laura and Anna to organise gathering of Book Trust materials including badges, books and banners for courier collection (Worlds End Couriers booked to collect from 2.00pm – tel 020 7731 8004)
 

New Laureate interview Guardian Kids


Table available for Laureate brunch at Waterstones 5th View

1.30pm
Lunch for new Laureate and guests at Waterstones 5th View – Katherine overseeing



Sharing platters, nibbles and drinks for 25 people
Attending: New Laureate, publisher supporters, Children’s Laureate Steering Group, Waterstones, Diana/Gemma



New Laureate interview World At One and BBC Radio 5 Live
2.00pm
New Laureate arrives at lunch

Toast for new Laureate (Abigail Campbell) 
3.00pm
Lunch ends
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