
Dunedin Festival 2019 – how can you help? 
In order to run a festival, we need various key roles filled, and at the BGM it was agreed these need 
to be in place by the end of February 2018. At the moment it is looking like we don't have enough 
people to organise the festival, so the 24th Festival (2017) may have been the last. 

Can you help save the festival? 

We appreciate everyone is busy and maybe can't commit to taking on a role single-handed. So even 
if you can't take on a whole role, please consider if you might be able to help as part of a team.  

Given the relatively few volunteers so far, we suspect we will be moving towards paying for 
elements we have previously provided ‘in house’. This means roles may shift from organising and co-
ordinating to liaising with external suppliers. 

The most important thing we need to know is whether we can cover the major pre-festival roles (see 
question 2), but it would also be useful to get an idea of how much support there is for the roles 
closer to the festival time. 

You will find a survey with this newsletter which you can use to let us know how you can help. You 
can also submit it online at https://www.surveymonkey.co.uk/r/V5WKDYG, and there will be paper 
copies available on Wednesday night. 

We know not everyone is clear about what is involved, so here is a summary of the roles mentioned. 

Pre-festival coordinators 
These are people we need now. They take a section of the organisation of the festival and make it 

happen – finding people to do jobs, organising schedules, creating lists, finding suppliers, negotiating 

prices and so on. The Festival committee has ultimate approval, but this person provides the 

committee with solutions to approve. 

These jobs span the time between now and the Festival, but may not necessarily be very involved 

during the time of the festival. The coordinator is the one who makes sure all aspects are covered 

(hint: finding people to do them is a very good way of achieving this…). 

Festival Leader Runs the festival and the festival committee. Taken on by Katie Haigh. 
Secretary/Administrator Responsible for correspondence, booking and coordinating with the 

venue. Also for taking and distributing meeting minutes. 
Catering Coordinator Responsible for making the food happen. This may be ensuring there 

are people to run the kitchen and organise the serving, deciding on 
menus, arranging for the raw materials and supplies, etc, or it may be 
working with a caterer to decide on what they will provide and how. 

Dance and Music 
Coordinator 

Responsible for making the dance performances and the music 
happen. Must include making sure there is a music leader and 
musicians, and a dance leader and dancers, and arranging for practices 
as necessary. 

Sound Coordinator Someone who makes sure PA happens everywhere it is needed, both 
at the central location and at venues. Includes determining how much 
is needed, how to get it to venues and set up, where to source it from. 

Publicity Coordinator Makes sure publicity happens and decides what and how, including 
both print and social media. Also responsible for programmes and for 
arranging for advertising to offset publishing costs. 

Hosting and Groups 
Coordinator 

In charge of communicating with the groups before the festival, and 
making sure they have both somewhere to stay and people to look 
after them during the Festival. 

https://www.surveymonkey.co.uk/r/V5WKDYG


Day Leaders 
Coordinator 

Responsible for ensuring there are people in charge of each day and 
evening, and that there is a good range of plans for destinations. 
Ultimately responsible for making everything happens smoothly and 
legally on the day, and hence for overseeing the Day/Evening Leaders. 

Pre-festival Organising 
Committee 

Willing to be a general dogsbody attending committee meetings 
planning the festival, doing research, contacting potential venues and 
suppliers, and otherwise making sure things happen when needed. 

Additional Festival Roles 
Group Leader Looks after a group during the festival. Key point of contact, letting 

them know what is happening, and making sure their views are known. 
Makes sure they all have transport both to venues and to and from 
where they are staying, and handles any crises related to the group. 

Day Leader Organises a particular day, coordinating with venue owners, police, 
councils, arranging the timetable, performance spaces and changing. 
Makes sure everyone knows where to be when and actually has what 
they need when they get there. 

Dance Leader Organises the Dunedin performances, including dance selection, 
choreography and practices, plus keeping it running on the day. 

Music Lead Organises the Dunedin musicians, including music selection and 
practices, plus leading the music on the day and evenings. 

Musician Part of the band under the Music Lead 
Dancer A Dunedin dance performer under the Dance Leader 
Sound crew – travelling Helps with transporting PA to venues, setting up, running and striking 

it during the week. 
Sound crew – Theatre  Setting up, running and striking the sound at the Theatre for the 

rehearsals and performance. 
Lighting crew Setting up, running and striking the lighting at the Theatre for the 

rehearsals and performance. 
Theatre director In charge of the Theatre performance in collaboration with the Sound 

and Lighting crew, the groups and the backstage crew. Responsible for 
the running order, the rehearsals and the programme insert. 

Theatre front of house Ticket sales and stewarding (in costume) 
Theatre backstage Organises the performers, makes sure all equipment is ready when 

needed and that everything flows smoothly. Keeps the Lighting/sound 
crew informed. 

Equipment transport Helps get stuff from place to place. 
Visitor transport End-of-evening driver taking people home who don’t have their own 

transport. 
Evening caller Runs the evening programme, including MCing and coordinating any 

groups and performances. 
Workshop teacher Gives the visitors a taster in SCD. 
Bar organiser Makes sure there is a bar with appropriate supplies including glasses, 

sources the supplies, sets prices, runs the bar team. 
Visitor host Puts up one or more visitors during the festival. Typically gives bed and 

breakfast plus evening meals on Saturday and Sunday. Responsible for 
making sure the visitors can get in in the morning and back in the 
evening. 

 

Please respond by Sunday 18th February. Thank you for volunteering! 

The Committee 


