
APPENDIX 2 – JOB DESCRIPTIONS 

- example of information sheet which can tailor made to each job and be given out online 

or hard copy to enquirers 

 

 

Aims of The Production 

 To create a high quality production of the story of the last days in the life of Jesus 

Christ that will be both a theatrical and religious experience.  

 To enable the cast to be involved in the creative process which can be exciting and 

significant as well as enjoyable  

 To give the opportunity for volunteers work together towards the finished product and 

in the process, will learn new practical, social and dramatic skills  

 To give the audience an experience of Theatre rather than just being a spectator  

 To challenge and inspire the audience and participants alike 

 

Who Does Welcoming Involve? 

The Welcome Team are the friendly face of the play, making people feel valued and relaxed 

as they come to something that might be very new for them. They will therefore be involved 

in a variety of key activities which will allow the Marshals & Stewards to concentrate all their 

focus on managing the flow of the crowd safely and in good time.  

 

 The main part of the team will greet people in the gardens, hand out programmes and 

point the way to the starting area.  

 Last year there was a lot of passers by wondering what was going on, quite a number 

came down and joined the audience which was great. So others in the Welcome team 

will have the exciting opportunity of being available in Princes Street to invite people 

and answer their questions as to what is going on and encourage more to come along. 

 As the gardens is a public space open to all, other groups may well be in the gardens 

at the same time as the play which are not endorsed by the project and its supporters. 

Some Welcomers will be available to engage with such groups in a positive way. 

 

Training and guidance will be given and you will not be asked to take part in an area of the 

welcome team you are not comfortable in doing. If you have a cheery, sensitive disposition 

and are enthusiastic to help in a practical way, this is a fantastic way to get involved. In doing 

so you can make a positive difference to many peoples experience. 

 

How Many do We Need? 

At least 20 

 

Who will be in charge? 

Tbc 

Are You Interested In Welcoming? 



 

 What is the commitment? 

 One of two training sessions prior to the event. 

 Welcoming duty on the day, Saturday 7h April 2007 

 

  

 

 

Job Description for Producer 

 

 Not one needed really, the buck stops here!  

 

The Producer is ultimately responsible for the overall organisation, finding finance and 

facilitating the Production with a lot of help from others! 

 

Job Description for Director 

 

1. To meet regularly with the Producers of the play to whom the Director is accountable 

2. To work with the Writer of the play on the Script  

3. To hold auditions for the lead actor along with the Producers and to liaise with the actor 

and/or agents when agreeing a contract of employment 

4. To hold drama workshops for the general cast pre-rehearsal as a means of recruiting 

personnel.  

5. To liaise with administration staff on notifying Amateur Drama Groups and Churches 

of the opportunities to participate 

6. To run rehearsals 

7. To liaise with Support Staff [sound, costumes, set, props etc.] on an ongoing basis by 

holding production meetings and thus ensuring that all production deadlines are met 

8. To document and file records of work done for future reference 

9. To help the Producers with practical advice where required  

 

 

Job Description for Stage Manager  

 

1. To liaise with the Director on a regular basis to whom the Stage Manager is accountable 

2. To ensure the rehearsal hall is ready for rehearsals and that there are adequate 

refreshments for the cast 

3. To liaise with the Producers on practicalities required for rehearsals/production 

4. To attend production meetings 

5. To assist the Director as and when required during rehearsals 

6. To prompt during rehearsals  

7. To take notes during rehearsals for the Director 

8. During production, to co-ordinate Support Staff  

9. During production, to ensure all cast are present 

10. During production, to call the show as and when required 

11. To keep and file documentation 

12. Post production to co-ordinate Support Staff and returns 

13. Other duties as required by Director and Producers 

 

PREPRODUCTION; 



 

1. Attend production meetings as and when required 

2. Read the play! 

3. Mark up script with all moves, cues etc 

4. Ensure Safety Regulations are met 

5. Gather rehearsal props and ensure set is built etc 

6. Mark out rehearsal area for set if applicable  

7. Liaise with all Technical personnel  

8. Ensure fireproofing and all safety requirements have been put in place 

9. Co-ordinate the get in 

10.  Liaise with stage crew and allocate roles as necessary 

11.  Prepare a breakdown of each scene and what is needed for props etc 

12. Do the mic plot  

13. Allocate dressing areas for cast and give cast announcements 

14. Ensure there is a signing in sheet for performances 

15. keep financial records for petty cash, props etc 

 

DURING RUN 

 

1. Co-ordinate stage crew, tech crew, sound crew 

2. Liaise with Director and Producer to ensure all requirements are being addressed 

3. communicate with cast and ensure all are onset when required 

4. set the props and ensure the set is safe and ready 

5. co-ordinate props helpers to ensure props are in place and struck after each scene 

6. liaise with Producer/Director as to who starts the show  

7. Calls the show as it progresses [gives all the cues to the sound company] 

 

AFTER RUN 

 

1. co-ordinate the getout with the Producer 

2. ensure all props are returned to a central location and stored and any hires are returned 

3. attend a debrief meeting  

 

 

Job Description - Costume 

 

1. To liaise with the Director on a regular basis through production meetings 

2. To design and prepare a quote for costumes for the full production 

3. To measure all actors required for fitting costumes 

4. To create costumes in consultation with the Director 

5. To hold regular costume fittings as and when required 

6. To attend rehearsals prior to costume rehearsals 

7. To fit costumes for Dress Rehearsal 

8. To attend Dress Rehearsals and make any required alterations as may be required by 

the Designer/Director/Producers 

9. To ensure cast know how to take care of costumes 

10. To co-ordinate washing and care of costumes during run 

11. To co-ordinate washing and storage of costumes post production 

12. To document and file records for future reference 

13.  To appoint a Wardrobe Mistress/Dresser for help during the production 



 

 

Job Description - Props 

 

1. To liaise with the Director on a regular basis through production meetings 

2.To attend site visits with Director and Producers to determine production requirements 

3.To design and prepare a quote for props for the full production 

4. To procure props in ongoing consultation with the Director and Producer 

5. To ensure that props being used are in accordance with Health and Safety requirements, 

working with the Director and advisor from the local Council.  

6. To prepare a Risk Assessment if necessary 

7. To attend rehearsals prior to final rehearsals 

8. To attend Technical and Dress Rehearsals and make any required alterations as may be 

required by the Designer/Director/Producers 

9. To ensure cast know how to use the props they should know in accordance with Health 

and Safety issues 

10. To ensure the props are in good working condition prior to each performance 

11. To pre-set any props that need to be on the Set prior to each performance 

12. To ensure actors have the props they need prior to each performance 

13. To ensure that all props are returned to the Props store after each performance 

14. To co-ordinate storage of Props post production 

15. To document and file records for future reference 

 

 

Job Description - Set Designer 

 

1. To liaise with the Director on a regular basis through production meetings 

2. To attend site visits with Director and Producers to determine production 

requirements 

3. To design and prepare a quote for Set creation for the full production 

3. To create Set in ongoing consultation with the Director and Producer 

4. To ensure the Set is in accordance with Health and Safety requirements, working with 

the Director and advisor from the local Council.  

5. To prepare a Risk Assessment  

6. To attend rehearsals prior to final rehearsals 

7. To attend Technical and Dress Rehearsals and make any required alterations as may be 

required by the Designer/Director/Producers 

8. To ensure cast know how to use any aspects of the Set they should know in accordance 

with Health and Safety issues 

 

9. To ensure Set is safe and secure prior to each performance 

10. To co-ordinate storage of Set post production 

11. To document and file records for future reference 

 

 

Job Description - Set Designer 

 

1. To liaise with the Director on a regular basis through production meetings 

2. To attend site visits with Director and Producers to determine production requirements 

3. To design and prepare a quote for Set creation for the full production 



4.To create Set in ongoing consultation with the Director and Producer 

5. To ensure the Set is in accordance with Health and Safety requirements, working with 

the Director and advisor from the local Council.  

6. To prepare a Risk Assessment  

1. To attend rehearsals prior to final rehearsals 

2. To attend Technical and Dress Rehearsals and make any required alterations as may be 

required by the Designer/Director/Producers 

3. To ensure cast know how to use any aspects of the Set they should know in accordance 

with Health and Safety issues 

4. To ensure Set is safe and secure prior to each performance 

5. To co-ordinate storage of Set post production 

6. To document and file records for future reference 

 

 

Job Description - CHIEF STEWARD 

 

 Advise and assist on the recruitment of official stewards. (anticipated source, police 

christian fellowship) 

 Advise steering group via health and safety officer on an appropriate stewarding plan. (this 

plan will not be formalised without full approval of chief steward) 

 Advise “audience direction officer” on boundary definitions of audience  

 Take training session for marshall team 

 Communicate stewarding plan to marshalls and stewards 

 On the day of the event take responsibility for the placement and direction of marshalls 

 On the day of the event take shared responsibility with the acting director and producer for 

the safe movement of the audience 

 

 

JOB DESCRIPTION – Steward/Marshal 

 

1.  About the event (information) 

 

You will be issued with a (abbreviated) copy of the health and safety document. 

 

2.  Purpose of stewards (intent) 

 

Stewards and marshals have an important role to play in contributing to the success of the 

event.  By being courteous and friendly to the public and efficient in carrying out your duties, 

you will help to make the event safe and enjoyable for all. 

 

You have specific duties in common with other members of your team and these are set out in 

the team briefing attached.  Each team will be issued with its own personal schedule.  As well 

as the specific duties, you have the following general duties in relation to providing information 

to the audience, public safety and equipment safety. 

 

Do not allow yourself to be distracted from your duties by friends, phone calls or strangers 

trying to distract you.  Also, do not be distracted by the performance itself: you are there to 

watch the crowd and the equipment, not the performance. 

 

2.1.  Audience information 



 

You should be prepared to: 

 Direct members of the public to first aid, toilets, scene one etc. 

 Provide general information on the play, if asked.   

 Provide information on diversions where public access has been restricted.   

 Treat the public with courtesy and respond to any reasonable request for assistance. 

 

2.2.  Public safety 

 

You are there to assist in protecting the safety of: members of the public (the audience and 

other persons in the vicinity); the performers; other stewards, marshals and contractors.  You 

should be keeping an eye on the audience and the vicinity of the audience, looking out for 

potential hazards or trouble from the audience or elsewhere.  Look out for: 

 drunkenness or other unruly behaviour; 

 suspicious behaviour (e.g. people hanging around the audience but not interested in the 

play); 

 equipment failure (structural, fire etc); 

 suspicious packages/devices.  Be familiar with equipment belonging to the production 

and normal street furniture so that you can recognise anything unusual; 

 other stewards or marshals needing assistance. 

 

You are not responsible for administering first aid and you will not be provided with first aid 

equipment.  Dedicated first aiders will be located to the rear of the Ross Theatre and you should 

direct anyone seeking first aid to that point or summon the first aid team, as appropriate. If a 

member of the public needs to be escorted, you should summon a "floating" marshal for that 

purpose. 

 

2.3 Equipment safety 

 

Keeping an eye on the equipment making sure that only authorised personnel have access to it.  

Look out for potential thieves and vandals (check identification). 

 

3.  Deployment (method) 

 

As well as your own schedule, you have been issued with a summary of the movements of the 

other stewards.  You must not leave your assigned position without permission to do so. 

 

You will be issued with a fluorescent tabard and identification badge showing your name and 

team. 

 

4.  Welfare (administration) 

 

You will be allocated breaks during which you can eat, go to the toilet, rest etc.  A simple lunch 

will be provided for you. 

 

You should bring warm and waterproof clothing in case of bad weather and water for your own 

personal use.  You should consider bringing some snack items. 

 

5.  Communication 

 



You must always maintain a communication channel with the Chief Steward and obey 

instructions from him/her.  Steward and some marshals will be issued with a two-way radio 

which you should keep on at all times from 14:00-17:30 on the day of the performance and at 

other times that you are on duty.  Your radio should be tuned to the right channel for stewarding 

communications (other channels may be used for other purposes, e.g. production 

communications). 

 

You must report any incident or potential incident to the Chief Steward, even if you have 

already successfully handled it yourself.   

 

You must report any departure from the agreed schedule.   

 

You must carry relevant information (e.g. your map and schedule) with you at all times during 

the day of the performance.  

 

If you have a mobile telephone, you should bring it.  You should inform the Chief Steward of 

your mobile telephone number at the briefing session. Mobile telephones should not be used 

for personal calls whilst on duty.  They form an alternative method for communicating with 

the Chief Steward and emergency services. 

 

 



Stewards Briefing Notes 

  

Thank you for volunteering to be a steward at this year’s event. You are vitally important to a 

successful and safe production, which would be unable to take place without a sufficient 

number of trained stewards. 

  

General 

  

You are responsible directly to the Chief Steward for the safety and security of the audience 

and cast of the play. Please ensure that you are familiar with the content of this briefing note 

and carry the document with you when acting as a steward. If you have any queries or 

questions, please ensure they are raised at the daily briefing session with the Chief Steward. 

  

By being courteous and friendly to the public, and efficient in carrying out your duties, you 

will help make the event safe and enjoyable for all. Do not allow yourself to be distracted from 

your duties by friends, telephone calls, etc. Please also do not be distracted by the performance 

itself – you are there to watch and assist the audience, not watch the play. 

  

A-Z 

  

(The following notes are set out under alphabetical headings and not in any order of 

importance). 

  

Accidents 

  

If you are involved in an accident, please seek help as required from the First Aid Attendant. 

Please also ensure that this is reported to the Chief Steward so that details can be recorded. 

  

Audience Information 

  

You should be prepared to: 

Advise members of the public on first aid, lost children and property, and programme sales. 

  

Direct the public to the ticket office, toilet locations, and food/drink area. 

Direct people to the locations of each scene of the play. 

Provide information on areas, which have restricted public access. 

Treat the audience with courtesy and respond to any reasonable request for assistance. 

  

Checking-In and Checking-Out 

  

When you arrive each morning, please check in with the Chief Steward at the Trip Field Car 

Park, where you will be briefed on any matters of importance, and also your duties for the day. 

A rota is attached to this briefing note giving expected times of arrival each day for each 

member of the stewarding team. 

  

You should not leave your post at any time, with out first advising the Chief Steward. At the 

end of each performance, please advise the Chief Steward of any problems or difficulties that 

have arisen. This helps with future planning. 

  

Children 



  

No child is taking part in the performances unless accompanied by a parent or designated 

guardian. Children – whether part of the cast or audience - remain in the custody of, and the 

responsibility of, the parent or guardian. For the avoidance of doubt, children attending as part 

of a school party are the responsibility of the teacher-in-charge. 

  

Where a child is lost, he/she should be taken to the first aid post (which is the Curling hut 

behind the portakabin, adjacent to the boat house on the loch side). Similarly, any 

parent/guardian who has lost a child should be asked to report to this location. The Chief 

Steward should be advised immediately a child is reported as missing. 

  

Disabled Assistance 

  

The terrain at Dundas is not well suited to anyone who is disabled, particularly if they rely on 

the use of walking sticks or wheelchairs. A handi-cab, specifically for the use of disabled 

persons will be available at each performance, and will transport them on to the next scene. 

Details of the uplift and setting down points will be advised at the daily briefings. 

  

Entrance/Exit 

  

The public and cast should use the south entrance to Dundas Estate during performance days. 

Access to the estate from the public road, will be controlled by police (traffic wardens). All 

cars should be parked in the trip field car park only – parking elsewhere on the estate is not 

allowed. Car owners should be discouraged from stopping on the driveway to set down 

passengers, and should be directed on to the car park. Buses will set down passengers at the 

car park and then be directed to park on the hard-standing  

  

beyond the trip field. The public should be directed down the ‘roped-off’ pathway to the ticket 

checkpoint, and on to the first scene of the play. 

  

Exiting procedure is also by way of the south drive only. Neither public nor cast should use the 

main access (north drive) to the estate. 

  

Fire 

  

Smoking is not permitted by anyone associated with the play whilst in the precincts of Dundas 

Estate. 

  

Everyone involved in the production must take all reasonable precaution against fire. Fire 

fighting equipment (extinguishers and blankets) will be located in each sound control hut, and 

also at each scene where there is a fire in use. Please ensure that you are aware where fire 

equipment is placed. 

  

In the event of a fire breaking out which requires assistance, the Chief Steward only will 

summon the fire brigade. Any stoppage of the play or evacuation of the audience and cast from 

the affected area will be directed by the Chief Steward after consultation with the producers 

and director of the play. 

  

First Aid 

  



During the performance, a first aid attendant will be available at each scene of the play. If 

assistance is required, the injured party should be directed/taken to the first aider in the first 

instance. If the injured party is unable to move, the first aider should be asked to attend. Where 

an accident or injury is serious, the first aider only will summon an ambulance, and then 

immediately advise the Chief Steward. The Chief Steward will then advise the producers and 

director of the situation. 

  

Health and Safety 

  

You are responsible for your own health and safety. If you are uncomfortable about any aspect 

of your duties, you should raise such issues immediately with the Chief Steward. 

  

Late Arrivals 

  

We have decided to have a specific late arrivals policy in place this year in an attempt to cope 

with the potential traffic problems on the A8000, resulting from repairs to the Forth Road 

Bridge. 

  

The car parking, and ticket collection operations will remain in place for a period after the start 

of the play, together with those steward(s) responsible for direction of the audience to scene 

one. 

  

On the hill side at the nativity scene, stewards will be asked to keep an area adjacent to the 

access stairway clear, so as to accommodate latecomers without disrupting the existing 

audience. 

  

Mobile Telephones 

  

Members of the audience should be actively discouraged from using mobile ‘phones, as it 

disturbs other members of the audience, and could interfere with radio based equipment. 

However, you should bring your own mobile with you and keep it switched on during the 

performance, as it may be a useful means of communication with the Chief Steward, 

particularly in an emergency. 

  

Party 

  

Sir Jack and Lady Stewart-Clark will host a party for the cast and all volunteers involved in the 

operations at Dundas. It will be held in the castle on Sunday 24th June, commencing at 6.30 

pm. You are warmly invited to attend this party. 

  

Personal Property 

  

You are responsible for your own property. The Trustees of the play and the owners of Dundas 

Estate accept no liability for any loss, theft or damage to personal property. You are strongly 

advised not to bring personal valuable items with you. 

  

Programmes 

  

Programmes for the event will be on sale each day at the ticket checkpoint. Stewards will not 

be responsible for the sale of programmes. 



  

Radios 

  

Radios will be in use by members of both the production and stewarding teams. If you are 

issued with a radio, please ensure that the volume is adjusted so as to minimise disruption to 

the audience, without making it inaudible to you. 

  

School Parties 

  

Much of the marketing activity is directed at encouraging schools to send parties of children to 

watch the play. Such parties usually attend on Wednesday and Thursday. Time allowing, we 

intend to brief each party before they leave their coach on points relating to safety and security, 

mobile ‘phones – and behaviour!!  It is important that all such parties are made welcome and 

enjoy the performance. We must also ensure however, that we take a robust attitude to any 

problems. 

  

Sound Huts 

  

There is a sound control point at each scene of the play, with the equipment being housed in a 

small garden type shed. This equipment, together with speakers and cables are very expensive, 

so it is important that they are protected at all times. During each scene of the play a steward 

will be asked to look after the sound hut and equipment in that location. 

  

Ticket Checkpoint 

  

All tickets will be checked at the Ticket Checkpoint, which is situated at the end of the ‘roped 

off’ section of the south drive. Stewards will be responsible for checking tickets at this location, 

where programmes will also be on sale. 

  

Ticket Sales/Collection 

  

Tickets are on sale for each day’s performance from the sales office adjacent to the entrance to 

the car park. Pre-booked tickets can also be uplifted from this point. 

  

Weather 

  

We have five performance days, together with a dress rehearsal day and, obviously we are all 

very keen that all should take place. However there are considerations regarding the weather 

that may affect whether or not performances go ahead. These are: 

The health and safety of the audience, cast, and production & operations personnel. 

The performance of the technology – particularly sound equipment. 

  

A decision on cancellation of any performance will be affected by conditions underfoot, 

temperature and wind speed. 

  

We should be prepared to deal with a last minute cancellation, and having to escort the audience 

from the estate. 

  

Welfare 

  



You will be allocated breaks during the play, and a lunch will be provided at the Market Scene, 

prior to the audience lunch break. You should bring waterproof clothing in case of inclement 

weather, and also water for your own personal use. You will be issued with a fluorescent tabard 

and id badge. 

  

 

Job Description - AMENITIES OFFICER 

 

 Consider the first aid, public convenience and information point requirements of the event 

(st andrews, epog, steering group to assist amenities officer in this) 

 

 Prior to the event liase with the st andrews team to establish their requirements and charge. 

On the day of the event welcome this team. 

 

 Liase with garden parks staff on the availability of public convenience and ensure open 

and accessible on the day. 

 

 Consider the requirments of the information point. (steering group to assist with this) 

 

 On the day of the event ensure smooth running of the information point 

(to be assisted by marshals in this)  

 

Job Description -  GRAPHIC DESIGNER 

 

 Liase with copywriter and producer in the designing of church leaflets, fliers, posters and 

programmes 

 

 Advise steering group on the production costs of the above 

 

 Liase with copywriter and producer on the time line for production and distribution 

 

 Take responsibility for liaising with printing company to ensure production of above stated 

literature adheres to time line 

 

 

Job Description - WEBMASTER 

 

 

The Webmaster has specific responsibility for the development and maintenance of the 

project’s public and private websites. As well as efforts being made to make the public website 

as accessible as possible (i.e. for disabled) it should be viewable as a minimum by 

 IE5 onward  

 Netscape 6 onward 

 Windows & Mac with the above 

 No scripting option activated 

 

 



SPECIFIC TASKS: 

 

 Update current web pages with information provided by the project areas. 

 Manage the look and feel of the pages using CSS. 

 Liaise with Project Director to further develop the public website, i.e. any additional 

pages. 

 Ensure testing is done to ensure the public website meets its accessibility aims. 

 Provide the IT tools/facilities in the private website to manage project information 

centrally. This will include a security structure to ensure only those who should have 

access do. 

 Take adequate backups of the information on the website 

 Monitor service from the web hosting company and report any faults in service to them. 

 Provide a monthly high-level summary of web statistics to the Steering Group. 

 Provide absence-cover for enquiries co-ordinator to manage email facilities 

 

IT SKILLS REQUIRED: 

 

As well as general IT technical awareness the skills used in this role include:- 

HTML, FTP, Cascading Style Sheets (CSS) mySQL, PHP, Scripting Languages 

 


