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PLANNING
MISSION STATEMENT
From the very start, the Australasian Handbell Festival 2015 Committee identified that our 
Festival’s mission statement was to create connections and build community. Defining the 
objective of the Festival from the outset was very beneficial as it informed all of our ongoing 
decisions, and it was important to us to have an inclusive festival, welcoming old friends and new 
HSA members alike,  of all ages and musical experiences.

DATES
The organising committee proposed the dates 2-4 October 2015 to the HSA committee, which was 
endorsed immediately. We selected these dates as they fell on the middle weekend of the school 
holidays for SA, WA, NZ and TAS and the final weekend for the eastern states, to ensure as many 
people as possible could attend.

PEOPLE

Committee 
Our committee was comprised of three members of Synergy Handbell Ensemble: Ali O’Connell, 
Emma O’Dea and Belinda Warnes. As someone already in regular communication with the HSA 
Executive Committee, Ali was nominated as convenor. The tasks were divided amongst the 
committee members according to experience and interest, although there was often crossover, 
depending on people’s time commitments etc.

Ali: liaison with HSA Executive committee, venue liaison, workshop and massed 
ringing selections, equipment sourcing and hire, mail outs, catering, 
scheduling 

Belinda: registration, marketing and publicity, equipment sourcing and hire, 
sponsorship and donations, catering, MC/housekeeping scripts, scheduling 

Emma: website design and management, sponsorship, scheduling, information 
management

Initially, the committee met every two months, but closer to the event, met briefly after rehearsals 
and had longer “working bee” days on the weekends. 

Staff 
The committee decided very early on to employ a professional stage manager, who would 
coordinate all venue activity to allow the committee to teach and participate in the Festival.

Volunteers 
Synergy Handbell Ensemble provided volunteer support with venue set-up and pack-down, 
registration, meet & greet trolley service, and information service. The Synergy people all wore 
bright green t-shirts so that they could be readily identified and sought out by attendees requiring 
information. Family members and friends manned the tea and coffee station throughout the 
weekend, and provided front of house support for the concert. We were also very grateful that a 
number of attendees arrived early to assist, and all helped to pack up tables at the end of the 
event. 
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Attendees 
There were 132 attendees at the Festival, 115 ringers and 17 non-ringers. Estimated numbers 
received from the organisers of previous festivals were between 95 and 100 attendees in total 
(only 75-85 of these were ringers), reflecting a significant increase from past festivals. See post-
event survey results for a breakdown of demographics.

Suppliers 
The organising committee were committed to using local, family-run companies as much as 
possible for our event to ensure that the wider community would benefit from the event.

FINANCE

Budget 
The organising committee was committed to maintaining similar registration fees to previous years’ 
events ($200 per person for ringers). We established that attendance numbers from the previous 
three festivals (Christchurch 2009, Launceston 2011, Fremantle 2013) was between 95 and 100 
ringers, and set a minimum “break-even” point of 85 attendees to ensure that we could still run the 
event if our attendance numbers were lower than expected.

We also put together a budget for essential requirements (e.g. tables, foam, venue, food) and a 
budget for value-added extras (e.g. gift bags, venue decoration), with the extras only being an 
option if we were able to reach our target of attendees (100 people).

Registration fees: Ringers $200
Non-ringers $125

Post-event feedback indicated overwhelmingly that attendees found the registration to be good 
value for money. We did have a few attendees enquire whether there was a student or pensioner 
discount, but we felt that we had kept fees low for everybody, knowing that a large proportion of our 
attendees would fall into these two categories.

Income 
The Festival was solely self-funded by registration fees, plus a small amount of fundraising by 
Synergy Handbell Ensemble.

Sponsorship 
We were unable to source any external sponsorship for additional cash. Unfortunately, one of our 
potential sponsors was celebrating their 100th anniversary, so less sponsorship money was 
available. Due to our small committee, we did not have the resources to spend the considerable 
time required to chase or develop relationships with potential sponsors. Many organisations are 
constantly approached for sponsorship, of both cash and in-kind, and it is incredibly competitive, 
even for professional arts organisations with dedicated sponsorship staff. Future organisers should 
not underestimate the difficulty in securing these sorts of funds in our current economy.

In-kind sponsorship was obtained from the following companies in return for featuring their logos 
on the website, in our festival booklet, concert program, and an acknowledgement at the concert:

• Roche Foam: provision of foam, and buy back clean foam at 50% of original price
• Haycom: audio and lighting equipment at discount price
• White Marquee: catering, tables, chairs hire at discount price
• Pulteney Grammar School: loan of equipment, access to IT facilities, reduced venue rental
• Wines by Geoff Hardy: wine available for purchase at a lower price
• Silver Needle Hotels: accommodation discounts 
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Grants 
2015 was a very challenging and competitive year for grant rounds. The Festival was very difficult 
to fit in the criteria of many grant programs, for example, it was a “one-off” event whereas many 
grants apply only to yearly events; it was a community event but only benefiting a select group of 
participants; or our numbers were not large enough.

We did apply for a grant with the Adelaide City Council Cultural Grants, but were unsuccessful.

Fundraising 
Synergy Handbell Ensemble supplemented the Festival income by selling chocolates via Cadbury 
Fundraising. 

Income:  

Registration fees  $ 24,825.00 

Concert tickets  $   1,760.00 

Sponsorship  
(discounts & refunds)  $   1,122.00 

Miscellaneous 
(inc. fundraising chocolates, t-shirts, wine sales)  $   4,251.00 

TOTAL  $ 31,958.00 

   

Expenses:  

Venue Hire  $   2,500.00 

Catering (inc. meals, drinks, crockery)  $ 13,528.00 

Equipment (inc. foam, tables, AV, stage)  $   4,940.00 

Gift bags (inc. contents)  $   1,284.00 

IT, Printing, website hosting  $       340.00 

Labour 
(inc. set up/pack down crew, SM, dinner performance)  $   1,612.00 

Miscellaneous 
(inc. t-shirts, wine, chocolates, van hire, HSA Concert payment, petty cash, 
stationary)  $   5,030.00 

   

TOTAL  $ 29,234.00 

   

Profit/Loss  $   2,724.00 
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RISK MANAGEMENT

Risk management is the process of identifying potential hazards to your event (including OHSW, 
financial and reputation), prioritising those hazards and implementing control measures to avoid 
any harm coming to your attendees, volunteers or to your organisation. Risk management plans 
are now required by many venues, and is an excellent working tool for your planning to ensure that 
you have covered all potential risks. 

Most councils will have risk management plan templates and information for use by local 
community groups, and we highly recommend contacting your local authorities for further 
information. We have attached an example of our completed risk management template that we 
obtained from the Adelaide City Council.

MARKETING

Email 
Email was our primary method of marketing the Festival, although being aware that some people 
do not have access to email, we offered a postal communication option in our original 
advertisement in the Handbell Herald. No-one took up the offer, however, so all information was 
sent out via email. The post-event survey indicates that the vast majority of attendees preferred to 
receive information via email.

We used MailChimp to send out emails HSA members and registered attendees. It is easy to use, 
web-based and free, enabling you to send out professional looking email newsletters.

We were able to import the email addresses of HSA members from an Excel spreadsheet sent to 
us by the HSA Treasurer. Once attendees had registered, we were then able to export their email 
addresses from TryBooking into MailChimp, so that we were able to email attendees directly. It was 
much easier, slicker and more professional than copying and pasting addresses into a regular 
email app. MailChimp also tracks which emails have been viewed, and how many people clicked 
through to the enclosed links. We averaged a 60% success rate, which apparently is quite high.

We would highly recommend this online application for mail-outs: www.mailchimp.com 

Website 
The website, as in previous years, was our main source of information for our potential attendees. 
The committee was keen to ensure that the website was attractive, modern looking, with clean 
lines and easy to navigate. With her significant background in IT, Emma offered to build and 
manage the website, and sought out a package that would assist in that process. As well as 
website building software, we also required hosting and a custom domain name. The criteria in 
selecting a package were: 

• ease of navigation of the web-page design tool
• ease of creating and updating the website
• price: must be inexpensive to purchase both a design package and hosting
• availability of templates to get the website started
• ability to adjust HTML to provide custom features should it be required

The main providers and options investigated were:
• Weebly
• Wix
• Wordpress
• Code our own website with HTML5

�6

http://www.mailchimp.com


Ultimately, Emma decided to use Wix as the website build provider as the package comes with 
nearly everything required to build a professional-looking website very quickly and easily. With 
short timeframes and ongoing workload, Wix provided a simple and quick solution, yet gave 
excellent results. While it was a more expensive option than Wordpress or coding our own website, 
the time, frustration and effort saved was worth the cost.

Emma waited until Wix were having a 50% off sale on their web hosting packages before 
purchasing, so the whole package (inclusive of online design software, hosting and domain name) 
cost just over AUD$100. The Australian dollar was quite strong at the time, which also reduced the 
costs for purchasing the package from a US-based company.

The best part of Wix was the ease of navigation, and the ease with which we could add images, 
and have those images linked to music purchasing, hotels, conductors and presenters bios, which 
helped make our website easy and intuitive to use. We also linked TryBooking, our online 
registration system, to our website, to ensure that our attendees could seamlessly move from 
seeking information to directly registering and paying. We had no feedback from attendees prior to 
the event that they found the site difficult to navigate.

It would have been better, however, to have an .org.au or .com.au web address rather than the 
standard .com address. Unfortunately, Wix is a US-based tool, so only offered .com, and we were 
under pressure to have the website live as soon as possible, so we compromised. Further 
investigation could have come up with a hybrid solution whereby we could have had 
hsafestival.com.au or hsafestival.org.au. It would be even better to have such a domain name and 
website already created and made available for all future organisers of the Festival, as it does not 
make sense to “reinvent the wheel” each time, and to allow less tech-savvy organisers to run a 
professional website without having to expend significant time, effort and money in designing and 
learning about the website building process. We were fortunate to have the skills already on our 
committee, but this will not always be the case for future organisers.

We felt that we included significant amounts of information on the website, although we did have a 
few groups who contacted us with questions, where it was obvious that they had not been able to 
find that information. Generally feedback was positive. 

Facebook 
We created a Facebook page for the Festival primarily to engage potential attendees prior to the 
event, and made regular posts. Potential attendees or interested parties must “like” the page for 
information to appear on their newsfeed. We found that our most successful posts were not those 
that were informational (as most people were already receiving official information via email), but 
the candid “behind the scenes” photos of the event planning or information about Adelaide, 
particularly those posts which invited comment by the readers.

Handbell Herald 
Unfortunately, with the timing of distribution of the Handbell Herald (only twice a year), and the print 
deadlines, we did not find that the Herald was a particularly useful way to distribute information 
except for making the initial announcement of location and dates. Emailing all members was a 
more immediate way of getting in touch with everyone and communicating updates to information.

Publicity 
We were lucky to gain two prime media opportunities with ABC Adelaide 891 in the lead-up to our 
event. There is always considerable competition for these spots, and we credit Belinda’s excellent 
media release for our success. A good media release should not be too long and detailed, but 
should include an explanation of the purpose of the event, background of the instrument, details of 
the concerts, quotes that can be used in an article, and contact details for further information. 
Belinda gained valuable assistance and advice in creating the media release from a colleague at 
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Adelaide City Council. The media release was emailed to print, TV and radio journalists (see 
attached example).

ABC Adelaide 891 invited us to the “Meet the Instrument” segment, a 25 minute spot, which 
included a live studio performance, an interview about handbells in general, plus promoting the 
Festival concert. This was held about two weeks prior to the festival.

ABC Adelaide 891 also offered a live phone interview on the weekend of the Festival, where we 
were able to promote the Festival concert, and there was a short replay of our live performance 
from the Meet the Instrument segment. We had anecdotal reports of people attending the concert 
after hearing about it via the interview. 

In addition to radio, we also promoted through the “What’s On” sections of the local newspaper and 
Adelaide City Council website. The Festival and Concert details were also included in a mail-out to 
the Adelaide City Council’s “What’s On” email subscriber group.

We consider our media release to be very successful, as although we did not secure a print 
interview, the total 30 minutes of radio air-play was excellent free promotion of the instrument and 
Festival.
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LOGISTICS
VENUE

The Festival was held at Pulteney Grammar School, an independent ELC-Year 12 school located 
on the edge of the CBD.

Originally we had attempted to find a school with onsite accommodation 10 minutes from the CBD, 
however negotiations with the preferred school broke down, and we needed to find another 
location quickly.

Pulteney Grammar School was selected for the following reasons:
• Space: the school had two large spaces, suitable for dining and performance, an onsite kitchen, 

plus a number of classrooms for workshops.
• Location: only 15 minutes taxi from the airport, close to accommodation to appeal to different 

budgets.
• Public transport: located on several major bus routes and the free tram line, the school was easy 

to access for those people who chose to stay away from the adjacent hotels.
• Access: as Ali works at Pulteney, we had significant access throughout the school and support 

from colleagues.

The support we received from Pulteney was invaluable. We would like to particularly acknowledge 
Kym Wilson (Head of Performing Arts), Chris Cartwright (Facilities Manager), and Mike Nielsen 
(Grounds Manager) for their work on and around our event, loaning us equipment, and allowing us 
access to the facilities.

We used the following spaces:

Sports Centre: Massed ringing & performance space, 36m x 20m, included ringing 
space for 116 and seating for 200. The space may have been able to 
fit up to 140 ringers and 250 seats. Also used for workshops.

School Hall: Dining space adjacent to Tuck Shop kitchen, 12m x 20m, capacity 
was 130 people seated at chairs and tables. Also used for 
workshops.

Tuck Shop: Not a full commercial kitchen but adequate for our needs.

Classrooms: We ran four workshops in each session, so used three normal sized 
classrooms for workshops, plus the gym. With higher numbers of 
attendees than anticipated, these rooms were too crowded for some 
activities.

Toilets: We had access to two toilet blocks, which seemed adequate to our 
needs.

We had originally booked the school hall with the idea that it would be our performance space, as it 
had retractable tiered seating for the audience, using half of the Sports Centre for dining. When we 
reached 100 registrations, we realised that the space would not be big enough, and swapped to 
the Sports Centre, using the Hall as our dining area. 

�9



EQUIPMENT

Tables 
We used 55 tables for the massed ringing set up. In planning, we estimate 2.5 people per 1.8m 
table, but with three groups using 5 octaves of bells, this average went down (2.1 people per table) 
as the larger bells require more space.

We placed the tables so that there were 2 metres from table front to table front, which allowed 
space for the ringer, a chair and a little room to move. Any more space would have meant that the 
back rows were too far back to see the conductor.

When planning the table layout in your space, consider the sight-lines from the conductor to the 
musicians. Inevitably, the ringers at the very back and the front, are going to have a difficult time 
but we felt we made the best compromise possible.

We also used 28 tables for dining, plus an additional 14 tables for the catering service area and 
coffee stations. Approximately half the tables were loaned to us by Pulteney, and the rest were 
hired from a local party hire company.

Chairs 
We used 120 chairs in the Sports Centre for the massed ringing set up, plus another 200 in the 
audience. In addition, we used 140 chairs in the hall for dining. Approximately half the chairs were 
loaned to us by Pulteney, and the rest were hired from a local party hire company.

Foam 
Foam was purchased from a local company, and was approximately 3 inches thick. We used about 
110 linear metres of foam for the massed ringing tables, plus some extra as emergency spares and 
for workshops. This was one of our largest expenses, and Roche Foam provided in-kind support 
by buying the clean foam back from us at 50% of the original sell price. (Incidentally, this was the 
same company who provided the foam for the 1994 International Symposium in Adelaide, and they 
remembered the event!) 

Conductor’s podium 
The conductor’s podium was hired through Global Staging. The units were 2.4m x 2.4m and 1.2m 
high, with a set of stairs, and hand railings at the sides and rear. We would highly recommend 
doing this in the future, as it provides a safe, secure and visible position for the conductor.

Audio & lighting equipment 
Audio and lighting equipment was hired from a local company, Haycom. We had a PA suitable for 
the space, plus a lectern and a radio microphone and stand for use in the main performance 
space. In the dining hall, we used the existing school PA and microphones for occasional 
announcements, plus decorative lighting for the Saturday night dinner. We also attempted to use 
the AV set-ups provided in each classroom for workshops, but most did not function properly, 
despite the school IT department performing checks on them prior to the event.

Handbells 
Additional sets of handbells for “orphan ringers” and for use in workshops were borrowed from two 
local Adelaide schools (1 x 3 octave, 1 x 4.5 octave).

Flags 
Flags and flag poles for the opening ceremony were loaned to us by the Adelaide branch of the 
RSL. 
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On-site office 
We set up on-site “office” at a table at the rear of the venue, which had a computer and printer. 
This was invaluable for last minute printing and checking registrations and emails without leaving 
the venue. We also had access to a photocopier within the building, and the school set up a guest 
wifi network, that both the event organisers and attendees could use.

Catering equipment 
We hired all tablecloths, crockery, glassware and cutlery from a local party hire company, but the 
tea and coffee set-up (cups, saucers, urns etc) were loaned to us by the school.

CATERING

Catering was provided by Helen McNicol Catering, specialising in camp and retreat catering. Her 
food was absolutely delicious, excellent quality and very reasonably priced. She charged us $90 a 
head for the whole weekend, which included staffing for service and clean up, and equipment hires 
to supplement the Tuck Shop kitchen. Having a caterer who is able to cope with numerous dietary 
requirements is essential: out of 136 attendees, 35 had dietary requirements, including 
vegetarians, gluten free, dairy free and wheat free. Due to the registration timeline, we were able to 
provide the caterer with dietary requirements 4 weeks prior to the event, allowing her to plan the 
menu with these requirements in mind.

In the past, some Festivals have had a more formal, off-site sit down dinner. We could not find any 
reasonably priced options close to the venue that could accommodate our numbers, so we decided 
to provide dinner in our regular facilities, but made the evening more fancy by decorating the room 
and tables, providing table service, and having a mini-concert by Rachel Johnston (cello) and 
Ashley Hribar (piano). Most attendees loved the evening, and the musical performance made it 
particularly special.

We had very little but positive feedback about the food, even on the Saturday evening when a 
technical hitch in the kitchen meant that some attendees did not receive their meal for half an hour. 
The caterer was able to provide some additional bread rolls, and the committee raided their own 
personal snack box to keep people happy until dinner was served. 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REGISTRATION
GENERAL NOTES

Registration timeline
• Registration open 15 June 2015 (16 weeks prior festival)
• Early Bird registration discount available for first two weeks
• Registrations close – 3 September (4 weeks prior to festival)

The cancellation refund policy is set out by the Australasian Handbell Festival Terms of Agreement 
document, provided by the HSA.

• Cancellation before 20 August 2015: 100% refund (up to 6 weeks prior)
• Cancellation between 21 August 2015 to 10 September: 50% refund (between 4 to 6 

weeks prior)
• Cancellation from 11 September: No refunds (after 4 weeks prior to the festival)

The committee provided an outline of the schedule on the website from mid-March (including the 
start and finish times for each day, and the concert times) prior to Team Registration opening, to 
allow attendees to make travel arrangements. 

A detailed Festival timeline and workshops schedule were confirmed at opening of paid 
registration.

TRYBOOKING

The committee was keen to automate the registration process as much as possible, so selected an 
online booking site, TryBooking, to handle all registrations. This system is used extensively by 
schools and smaller organisations as it is inexpensive and user-friendly. As we are aware that 
some people prefer to work with paper and post, we also included printable forms. 

We had a two part registration process:
• Part 1 (opened in mid-March):

• Intention to gauge numbers attending, to confirm that the venue size would be 
suitable, and allow for forward planning for equipment

• Information requested at this time included number of ringers, table space required, 
interest in performing at Rally Ringing and Concert. (see attached sample registration 
form)

• Part 2 (opened 15 June, once schedule and workshops confirmed):
• Collection of individual attendee information, including personal contact information, 

allergies and dietary requirements.
• We also collected workshop preferences, social information/“get to know you” 

questions, and attendees’ expectations for the festival.

We found TryBooking very easy to use. The cost to use the service was 2.1% of the ticket cost, 
plus $0.50 per ticket (no cost for free tickets/events). Data was very easy to export to Excel for 
reporting purposes, to create booking sheets, workshop preference sheets and dietary requirement 
lists. TryBooking also has a number of in-built reports, including door lists and financial reports.

Approximately 80% of attendees registered and paid online. Printed registrations received were 
entered manually into TryBooking by the registrar, so that these attendees could be included in 
reports.

Paying individually by credit card was a real boon to many of our attendees, however some 
preferred to pay as a group or by cheque. Where possible, we accommodated these alternatives.
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ATTENDANCE

From previous Festival reports, we were expecting similar numbers of 70-80 ringers at our event. 
We were therefore very surprised to have 115 ringers, and caused us to re-think many of our 
logistics close to the event. Thankfully, having made registration deadlines a few weeks out from 
the festival, we were able to change our plans accordingly.

Just a couple of days prior to the final deadline, we had two groups who had not registered 
individual ringers, who had indicated their intention to come via team registration, whom we had to 
chase to submit their registrations, meaning that we had approximately 15 registrations only a few 
weeks prior. The two part registration process, while seen as overly complex to our attendees, 
saved us the stress of receiving a large number of late registrations from groups who were 
expecting to attend.

Attendance breakdown
• Total number of attendees: 132
• Total number of ringers: 115

• HSA members: 107; non-HSA members: 8
• Adult ringers: 87; Junior ringers (under 18): 11; Directors: 11; Orphans/Individual 

ringers: 7
• Non-ringing chaperones or family members: 17
• 45 ringers purchased early-bird registrations (40% of ringers)

EARLY BIRD REGISTRATION

The early-bird discount was very popular. Our discount was calculated on our expected cost price, 
minus $10. This proved to be disconcerting when there was a much higher uptake of the early bird 
discount than expected, resulting in less income for the event. We would recommend that in future, 
set the expected cost price as the early bird amount, and add $10 for registrations after this date. 
This will ensure your minimum budget is still met, and provide you with a little extra “fat” in the 
budgets for cost blow-outs or options to “value add”.

The benefits of encouraging early bird registration was that the committee was able to gage 
numbers early for room and class sizes, and amounts for equipment hire quotes (e.g. chairs, 
tables, foam etc). The money was also available much earlier in the account to pay for equipment 
hire deposits.

While we were able to apply for an advance from the HSA to cover deposits, the school did not 
require us to pay a deposit for venue rental, so we did not need to access this. Early bird 
registrations would not be sufficiently early should your venue require this.
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PROGRAM
MASSED RINGING

Repertoire 
The massed ringing music was selected to be as inclusive as possible, whilst adhering to the 
Festival Terms of Agreement document.

• All music was AGEHR Level 2 to 3+.
• There was at least one piece that was suitable for 2 octave groups, giving smaller groups 

the opportunity to use the piece after the festival in their own programs.
• One piece had been featured at an International Handbell Symposium.
• One piece had the opportunity for accompaniment on another instrument.

The short-listed titles were sent to the HSA Executive for approval, who indicated that they were 
happy with all choices and for the committee to make their final selection.

Conductors 
As massed ringing conducting is seen as a training opportunity, conductors were recommended by 
the Music Education & Training sub-committee as those who had completed the Handbell 
Director’s Certificate Conducting Level 2. All conductors agreed to be mentored and receive 
constructive criticism during the festival from their appointed mentors. Conductors included:

• Ms Barbara McGeever
• Ms Ali O’Connell
• Mrs Samantha Cook
• Mr Sam Robinson (inaugural youth conductor)

In addition, we also welcomed Mr Lee Afdahl from the USA, to be our guest massed ringing and 
Distinctly Australasian guest conductor.

WORKSHOPS

Due to attendance numbers being much higher than anticipated, we were completely over-
subscribed for most workshops. It was unfortunately not a simple matter of adding additional 
workshop sessions, due to the availability of external presenters, presenters who were already 
running more than one workshop, rooms, and equipment. We also had a number (approximately 
15) registrations only 6 weeks prior to the event, which immediately put us over-capacity in most 
instances, with insufficient time to reorganise the workshop schedule.

Five or six workshop options were programmed for each session. If expecting similar numbers of 
attendees again, we would have added another workshop per session to reduce numbers in each 
group.

Finding suitable workshop presenters who were not already over-committed at the festival was a 
challenge. The post-event survey indicated that most respondents want to have high-quality 
learning experiences, but feel unable or are unwilling to run workshops themselves.

The allocation of attendees to workshops was an arduous and complex process. Several 
workshops were a lot more popular than anticipated, but where possible we placed people in their 
first or second preference. Some groups had many members wanting to attend the same 
workshop, meaning that with workshops with low capacity were immediately filled by members of 
the same group. We therefore made the decision to immediately move half the group to their 
second preference to free up spaces for other groups, and encouraged people to share information 
from their workshops when they went home. We did this in the interest of fairness, however, a 
number of attendees did not agree, particularly if they had registered early and had not received all 
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of their first preferences. Our workshop allocations were probably the one area that attracted the 
most number of complaints during the event, but we were making the best of a difficult situation.

High interest workshops to consider scheduling more than once next Festival: Ringing Techniques 
(Ali O’Connell); I’ve Got Rhythm; Basic Four In Hand (Monica McTaggart, Kate Robinson & Sam 
Robinson); Plink Plank Plunk: Mallet Techniques (Damien Lim).

A breakdown of workshops requested against capacity is below. The capacity was greatly 
extended from our original numbers in an attempt to accommodate everyone. Many of the 
workshops spaces were too crowded.

Workshop # people 
requested (1st 

Pref.)

# spaces 
allocated

Notes

Introduction to Change Ringing 15+23 20+24 2 x sessions held.

Bellementary 20 23  

Foundational Conducting: 
Communicating through 
Gesture

17 24  

Handbells in the Liturgy 10 16  

I've Got Rhythm 46 39  

New Music Reading: Session 
Four

6 16 Variety of music provided at each 
session at varying levels. Intent was 
to ‘trial’ some music as it postage is 
very expensive & can deter people 
from purchasing new music unseen. A 
good opportunity for people who ‘just 
want to ring!’. Mixed feedback 
depending on group – some felt it 
was too challenging; some thought it 
was good fun. 

New Music Reading: Session 
One

15 20  

New Music Reading: Session 
Three

15 21  

New Music Reading: Session 
Two

13 14  

Plink Plank Plunk: Advanced 
Mallet Techniques

47 44  

Plink Plank Plunk: Mallet 
Techniques

22 27  

Ringing Techniques 42 29  

So you want to ring Four In 
Hand: The Basics

51 33  
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New Music Reading Sessions 
The “New Music Reading Sessions” were a new idea based on a regular workshop featured at 
many festivals in the USA. At US festivals, the organiser purchases the preferred pieces from 
Jeffers (or other distributor) and receives the sheet music in the post. The music is then provided in 
packs for participants at the workshops, who then have the option to purchase individual sheets 
from the organiser. The organiser can then return unmarked sheet music in pristine condition to the 
distributor for a refund.

We contacted Jeffers Handbell Supply to see what options we had to acquire suitable music. In 
these discussions, we established that the postage costs to and from the USA for this would be 
prohibitive to follow the traditional US model. Jeffers now has a digital download option for selected 
publishers, so suggested that they could provide digital copies on the proviso that they were 
displayed for ringing via a projector. As all of our workshop rooms supposedly had the facilities to 
do this, we agreed to the digital option. On the weekend, however, we could not get the projectors 
to work properly, and at the last minute, had to print music packs for each workshop so we could 
get by. We carefully numbered each pack, and asked each of the conductors of the sessions to 
explain to all attendees that packs must be returned at the end of the session, and that they may 
not keep the music. At the end of the festival, we then shredded all music and deleted the original 
files, to ensure that adhered to the spirit of the original agreement with Jeffers.

For each session, we attempted to choose a range of music that would suit as many attendees as 
possible, including at least one 2 to 3 octave piece, one Level 1 to 2 piece, and one Level 4 piece. 
We also had a mix of sacred and secular works. One of the problems we had was that many of the 
larger publishers on Jeffers did not have a digital download option, so the music of many of the 
most popular composers was unavailable, and we felt quite limited in our options.

Reactions from participants in these sessions was a little mixed. Some really enjoyed the chance 
to extend their sight-reading, to enjoy ringing next to new friends and to experience some new 
music. A few directors enjoyed the opportunity to try out some new pieces before committing to 
expensive shipping costs. Some of the ringers, however, found some of the music too challenging, 
or did not find the sessions as useful as they hoped. 

For the logistical challenges this particular workshop series presented, we are not sure whether the 
New Music Reading Sessions were worth the effort. Future organisers, however, may find more 
creative ways to run similar sessions.

Table Topics 13+4 21+12 2 x sessions held. The idea behind 
this workshop was to connect people 
together. Often the best 
conversations happen over a short 
morning tea break. Held in semi-
structured environment with facilitator 
to help conversation if needed. Bullet 
points for conversation ideas 
provided. Worked very well – good 
option for people who needed a 
‘break’ from learning/rehearsals.

Wee Bells for Wee Ones 15 22  

Whole Body Musicianship 16+21 19+22 2 x sessions held.

 Played at Church 8 8 One team arranged to play off-site at 
a church service & did not attend 
Sunday Workshops.
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CONCERT

The final concert was incredibly well-attended given that it was a long weekend, with considerable 
alternative activities in Adelaide that day. The program included 5 massed ringing pieces, every 
individual group who requested to perform, and the Distinctly Australasian repertoire, and ran for 
just over two hours. We opened the concert with an Acknowledgement of Country, and a welcome 
from the President of the HSA and the Festival Convenor. We also had a guest MC, local actor, 
Andrew Jefferis, to alleviate some of the workload on the committee.

Attendance:
• 182 tickets sold in total (plus Festival non-ringing family members attended)
• 105 x pre-sold tickets (Note – 52 of pre-sale tickets occurred the weekend of the Festival. 

Sales were very slow in the weeks leading up.)
• 71 x door sales
• 6 x complimentary tickets (for volunteers, sponsors etc)

Income:
• Tickets $10
• Total Ticket sales: $1,760.00
• Booking Fees: $47.05
• Total concert profit: $1,712.95
• Concert profits provided to HSA as per the Festival Terms of Agreement

SCHEDULE
On the whole, we felt the schedule worked reasonably well, however, despite our best efforts, was 
too tight. A number of workshop presenters went overtime, which cut into meal breaks etc. Most 
feedback was that we did not allow sufficient time for breaks. See attached production schedule for 
a full list of activity.

A few groups requested individual rehearsal time at the event. In the past, groups have always 
“pinched” this time for meal breaks, or come to the venue early. For many, this was insufficient 
time, and there was a perception that “only the best ringers got to rehearse”, although this was not 
the case. None of these groups requested time prior to the event, so it could not be accommodated 
in our schedule at the last minute.

POST-FESTIVAL DINNER
In previous years, some attendees have gone out for an informal and spontaneous meal at the end 
of the Festival. There has been a perception from some that missed out, or that they were not 
invited. We therefore decided to make the unofficial dinner an optional extra on the registration site 
so that it was clearly open to everyone if they wished to come. We booked space in a local pub, 
but attendees paid for their own meals and drinks. To our absolute surprise, we had over 80 people 
indicate that they would like to attend. 

RINGING CENTRE TOUR
As Adelaide is the home of the world’s largest and newest training centre for tower bell ringing, we 
felt that it was an excellent opportunity for interested people to add a tour to the end of their 
Festival experience. We offered this as an optional extra, at no extra cost, on the Monday morning. 
We would like to thank Matthew Sorell, and the bellringers of St Peter’s Cathedral for providing a 
fascinating experience for our attendees. The organising committee was not involved with the tour 
beyond collecting the numbers of interested parties.
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POST-EVENT DEBRIEF
SURVEY

In order to assist with the next Festival, we created a post-event survey using an online tool called 
E-Surv, to collect information regarding demographics, needs and expectations. Overall, responses 
were very positive, although there are a few key points that should be considered for future 
festivals. 35 of 132 attendees completed the survey. Please find results in Appendix 4. 

REFLECTIONS & RECOMMENDATIONS

Objectives of the Festival 
The HSA Executive Committee has discussed in recent years the objective of the Festival. We 
have two distinct “camps”: those who attend for training opportunities, knowledge sharing and to be 
challenged; and those who attend for community building and for social reasons. There are, of 
course, people who attend for a combination of these reasons, all of which are entirely valid. We 
attempted, as far as possible, to find a balance between the two, ensuring there was a mix of 
challenging and easier repertoire, workshops for beginners and experienced musicians, and a 
balance of “work time” with “social time”. Having Distinctly Australasian immediately prior to and 
during the Festival also helped extend those musicians who wanted a real challenge.

We recommend that the HSA continues to review the objectives of the Festival, and to assess 
whether the Festival continues to meet the needs of members. 

Committee 
The skill set on your committee is very important. While it is tempting to have the hardest-working 
people from your handbell group on your committee, we feel that it is important to seek out people 
with the expertise to fill in any gaps in your committee’s skill set. We felt that we had a significant 
advantage in organising our Festival as we had two highly-experienced event managers and an IT 
professional on our committee. In addition, one of our committee also worked at the school where 
the Festival was held. This was invaluable, as we had excellent access to the facilities and staff. 
Our professional networks also gave us some contacts and leverage for in-kind support from some 
of our suppliers.

Given our background, we would be happy to mentor the next Festival organising committee, 
offering experience, document templates, suggestions, and answering questions throughout the 
planning period.

Expectations 
We feel that attendees’ expectations for the Festival have risen in recent years. In the past, the 
Festival has been held in school gyms, and attendees have stated in dormitory accommodation 
and in sleeping bags on the floor. In recent years, the trend has been towards having hotel 
accommodation nearby and more professional venues. 

From attendee feedback both before and after the event, we have a number of attendees who wish 
to attend a highly professional event, with excellent teaching and training opportunities, good 
acoustics, excellent sight-lines to the conductor, good food served quickly, yet want low registration 
fees. 85% of each registration fee went towards catering and venue rental, two expenses where 
we were able to negotiate very inexpensive and competitive rates, but left very little budget leftover 
for other items. 
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95% of the work on this Festival was by volunteers, with the only paid labour being for professional 
stage management and set-up/bump-out of the main performance space, purely to allow the 
committee to participate in the Festival. It is a huge and sustained effort, and we worked incredibly 
hard to do the vast majority of work ourselves in order to keep the registration fees reasonable. 
Managing a team of volunteers also requires significant time and effort. 

Should members wish for the standard of the event to rise, there must be a corresponding rise in 
registration fees. If low registration fees are the priority, then we need to educate our membership 
on the costs of running an event, and ask them to adjust their expectations on the service we are 
able to provide. 

Website 
Have a standard website available for future organisers, managed and paid for by the HSA, which 
could even be part of the existing HSA website.

IT Management 
Have a standard collaborative IT environment for storing and sharing all documentation pertaining 
to the Festival proved invaluable. We used Google Groups for Committee emails and Google Drive 
as our storage environment. This meant that the documentation and email was available on many 
different devices at all points in time. We would highly recommend such an environment for future 
Festival committees. 

Timeline 
Do not underestimate how early you need to provide information to potential attendees. Many 
prefer to book flights as early as possible to save money, and want to know all of the information 
before committing. Some of our attendees complained that we did not have information available 
early enough, although we believe that our timelines were similar or even earlier than previous 
Festivals. We did provide a basic outline of the schedule on the website 6 months prior to the event 
so that attendees could organise travel, and prior to this, were very responsive to any queries. 
Some groups also need to know massed ringing repertoire as early as possible, as for some, it will 
take many months to prepare.

Communication 
We received a few complaints that information was not available to potential attendees when in 
fact, it was clearly communicated on our website. For example, in the post-event survey, two 
people stated that we did not have any information regarding our workshops available, when in 
fact, we had full descriptions and biographies of presenters available at the time of registration on 
our website. It is very difficult to find the balance of too much information, and insufficient 
information. We did receive a number of phone calls to this end, and made a point of being 
available to answer the numerous questions that people had. It may have been that our website 
had too many pages, or that people had difficulty navigating the website.

Sponsorship and funding 
Have one person on your committee whose sole task is to build relationships with potential 
sponsors, constantly follow up and chase leads, and apply for grants and seek funding. This work 
is time-consuming and deadlines can easily creep up on you if the committee members are already 
involved in other tasks. Optimally, you should start the process in the year prior to the Festival, as 
sponsorship and funding is often allocated 12 months in advance.

In addition, you should not rely on grants in your budget. The results of the grant round we applied 
for were not released until July 2015, which would have been far too late to try to source additional 
funding given that we were unsuccessful.
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Schedule 
Allow more time for breaks, although finding a balance is necessary. We have attended festivals in 
the past where meal time seemed to be allocated more time than rehearsal time, and we felt 
annoyed that we had travelled a long way to sit around!

Consider allowing some rehearsal time for individual groups during the festival. This would need to 
be scheduled and closely managed to allow quiet time in the venue for one group at a time. It may 
not be feasible, but possibly future groups could be asked to nominate whether they need this time, 
and they would then receive priority in the venue. The other option would be to offer a room where 
the groups could take their bells and rehearse on their own.

Workshops 
Workshop allocation should have been done on a “first come, first served” basis, in that once a 
workshop was full, it was full. This would have encouraged people to register earlier, and would 
have had greater transparency in the workshop allocation process. We made the decision to use 
preferences in order to allow a degree of flexibility on our part, but with much higher numbers than 
we expected, it was difficult to manage. 

Venue layout 
Allow yourself considerable time to allocate groups to tables - it will take much longer than you 
expect! You will also need more space for groups with 5 octaves of bells, as while you can fit 3 
people per table for smaller bells, you can only fit 2 per table with the large bass bells. 

Distinctly Australasian 
If Distinctly Australasian is to be held immediately prior to or after the Festival, this needs to be 
factored for in the Festival organising committee’s time and workload. While assured throughout 
the planning stages that we would not have to be involved, as the local “on the ground” contacts, 
there were tasks that fell to us, which added to our significant workload in the two weeks prior. This 
is completely understandable, but it would have been better to have had this in mind from the 
beginning.

Also, we would strongly recommend against the committee participating in Distinctly Australasian if 
held immediately prior to the Festival. All three of our committee members did, as being the 
inaugural event, we were keen not to miss out. Our involvement, in hindsight, probably negatively 
impacted our final preparations for the Festival, and our ability to be musically sensitive in DAB 
rehearsals.

Conclusion 

Organising the 2015 Australasian Handbell Festival was incredibly fulfilling. It was 14 months of 
consistent and continued effort, and it was truly wonderful to be rewarded with one of the highest 
attendances ever. In the months leading up to the Festival, our committee dealt with a number of 
“real life” issues (including pregnancy, moving house, home renovations, significant illness) as well 
as the normal day to day pressures. Finding a balance, particularly in the last two months, was 
very difficult, but we made it through with family relationships intact!

When you have worked incredibly hard on an event for many months, negative feedback can be 
difficult to handle. The Festival is an inclusive event that serves a diverse group of people, who all 
have an opinion on how things should be done. On any given aspect of the Festival, one person 
will think that it has been wonderful, and another will think that it is terrible, and still more will be 
completely neutral. It is important to listen to the feedback of your “customers”, but you cannot 
keep everyone happy all of the time. If you aim for “most people, most of the time” you will be 
doing very well. There were ways we could have made our Festival even more professional and 
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seamless, however we were faced with our own limitations of time and workload. We felt, however, 
that our Festival was well-organised and professional and we were happy with our own 
performance as a committee.

We would like to thank the HSA Executive for their faith in us to present the Festival on behalf of 
the Handbell Society of Australasia. The assistance by Synergy Handbell Ensemble (The Green 
Team) and family members in setting up, packing down, and running the event, was truly 
invaluable. Thank you!

Ali O’Connell
Emma O’Dea
Belinda Warnes

2015 Australasian Handbell Festival Organising Committee  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APPENDIX 1: MEDIA RELEASE
MEDIA RELEASE

2015 Australasian Handbell Festival brings the unique art of handbells to Adelaide

The 2015 Australasian Handbell Festival is set to come to Adelaide between Friday 2 October 
and Sunday 4 October and includes a public performance at Pulteney Grammar School. The 
Festival is biennial and attracts up to 120 musicians from around Australia, New Zealand and Asia 
coming together to celebrate the beautiful sound of handbells.  

Adelaide based ensemble, Synergy, is one of Australia’s leading handbell ensembles, and is proud 
to be the host of the 2015 Australasian Handbell Festival. This will be the first time the Festival 
has been held in Adelaide since the late 1990’s.

The three day Festival includes workshops, massed ringing rehearsals and networking for the 
participants. A unique feature of the Festival will be the performance of “massed ringing”, where all 
attendees will rehearse and perform under the one baton at a public performance, Festival 
Handbells in Concert, on Sunday 4 October at 2:00 pm.

Carmel Daveson, President of the Handbell Society of Australasia says, “I am delighted to join the 
Handbell Community of Australasia as we travel from New Zealand and the various states of 
Australia to make music together in Adelaide for our 28th Australasian Handbell Festival. The 
beautiful city of Adelaide provides a stimulating artistic environment for this little known musical art 
form and is an ideal city for this event as handbell ringers have been visiting Adelaide and 
performing there since the late 1860s.”

“Internationally handbells are a symbol of peace and handbell ringing makes an important 
statement in our troubled world,” says Carmel. “It will be a rare opportunity for the citizens of 
Adelaide to hear so many Australasian handbell musicians performing together.”

Ali O’Connell, director of Synergy Handbell Ensemble and Festival Convener says, “I’m really 
excited to welcome my handbell friends and colleagues to Adelaide to create music together. 
Throughout our planning, our motto has always been ‘Creating Community’, and we are looking 
forward to bringing all the right people together in the one place, to learn and to share knowledge.”

Handbells are a rare and unusual instrument which take their origins from tower bell ringing in 
churches in England. Church bells are rung in highly complex patterns which take many hours to 
practice. Small, portable sets of bells were developed to allow bellringers to move out of the cold 
and drafty towers and practice without disturbing the entire village. The melodic potential of 
handbells was realised in the 1800s and “tune-ringing” was developed, and handbells became an 
instrument in their own right. Sets of handbells arrived in Australia with colonial settlers, and touring 
handbell teams from Britain performed at the Adelaide Town Hall in 1866.

As handbell musicians were mostly young men, the musical art nearly died out after World War 1, 
but is currently experiencing a renaissance through the efforts of organisations such as the 
Handbell Society of Australasia. With fewer than 1,000 practitioners in Australia and New Zealand, 
the biennial Australasian Handbell Festival brings handbell musicians together to share knowledge, 
develop skills, and make professional and social connections. These connections are vital to assist 
directors, music educators and community musicians to continue to share knowledge and provide 
support well after the conclusion of the event.
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Synergy Handbell Ensemble, the hosts of the 2015 Australasian Handbell Festival, was formed in 
2007. Rehearsing at Bethlehem Lutheran Church in Flinders St, Synergy was the opening act in 
the 2012 & 2014 Lord Mayor’s Christmas Gala Concerts and part of the Adelaide East End’s Living 
Advent Calendar in 2013. Synergy is committed to promoting Adelaide as a vibrant and creative 
destination, and a major hub of handbell music in Australia.

Belinda Warnes,  Synergy and Festival committee member say “We are really looking forward to 
showcasing exceptional, local South Australian products and companies to our international and 
interstate delegates. This is an event that will allow us, in our own unique way, to give something 
back to the the city that has supported us too.”

For more information on the 2015 Australiasian Handbell Festival or to purchase tickets to the 
public concert, please visit http://www.hsafestival.com/

Festival Handbells in Concert: 2.00pm Sunday 4 October. Pulteney Grammar School, 190 South 
Terrace, Adelaide

Media Contact: Ali O’Connell, 0402 008 039 or alioc@internode.on.net

�
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APPENDIX 2: VENUE PLAN  

�24



APPENDIX 3: PRODUCTION SCHEDULE
Start Finish Activity Location

MONDAY 28 SEPTEMBER

8:30 Pick up rental van Cut Price Rentals

9:00 9:30 Pick up easels at Kilburn store AFC Kilburn Store

9:45 10:15 Pick up St Andrew’s bells & tables St Andrew’s School

10:30 11:00 Pick up flag bases & flags Torrens Parade Grounds

11:15 11:30 Pick up Synergy bells & tables Bethlehem Lutheran Church

11:15 11:30 Pick up programs, t-shirts etc Bethlehem Lutheran Church

11:45 12:00 Pick up Walford bells Walford Anglican School

12:15 12:45 Deliver to Band Room @ Pulteney Pulteney Grammar School

13:30 Return van Cut Price Rentals

TUESDAY 29 SEPTEMBER
11:00 12:00 Set up tea & coffee area in upper music 

classroom
Bring tables upstairs

Upper Music Classroom

12:00 12:30 Lunch (provide your own)

12:30 14:00 Distinctly Australasian registration & set 
up

Drama Room

14:00 15:45 DAB tutti rehearsal Drama Room

15:45 16:15 Afternoon tea Upper Music Classroom

16:15 17:45 DAB tutti rehearsal Drama Room

17:45 18:00 Bring easels inside

18:30 20:00 Synergy rehearsal TBC Drama Room

20:00 20:15 Lock up venue

WEDNESDAY 30 SEPTEMBER
8:00 Venue access Drama Room

8:30 10:15 Tutti rehearsal Drama Room

10:15 10:30 Morning tea Upper Music Classroom

10:30 12:35 Tutti rehearsal Drama Room

12:35 13:35 Lunch (provide your own)

13:35 15:15 Sectional rehearsal Drama Room

15:15 16:00 Afternoon tea Upper Music Classroom
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16:05 17:35 Tutti rehearsal Drama Room

17:35 18:35 Light dinner provided Upper Music Classroom

18:40 20:00 Tutti rehearsal Drama Room

20:00 20:15 Lock up

THURSDAY 1 OCTOBER

8:30 17:30 Place carpet tiles Gym

8:30 Venue access Drama Room

9:00 10:30 Tutti rehearsal Drama Room

10:30 10:45 Morning tea Upper Music Classroom

10:45 12:45 Tutti rehearsal Drama Room

12:45 13:30 Light lunch provided Upper Music Classroom

13:30 15:30 Tutti rehearsal Drama Room

14:00 Foam delivered Gym

14:00 Rental company (TBC) to deliver trestles, 
chairs, crockery & cutlery

Wyatt Hall

15:30 15:45 Afternoon tea Upper Music Classroom

15:50 18:00 Tutti rehearsal Drama Room

18:00 18:30 Pack up bells and bring gear downstairs Band Room

18:30 19:00 Mark up performance space Gym

19:00 Lock up

FRIDAY 2 OCTOBER
8:30 Venue access

9:00 9:30 Briefing Gym

9:00 11:30 AV company TBC to set PA & lighting Gym

9:30 10:00 Set up registration area
3 trestle tables
3 table cloths
3 chairs
2 pin up boards
Registration lists
First aid kit

Wyatt Hall foyer

9:30 10:30 Global Staging deliver conductor’s 
podium 

Gym

9:30 11:00 Set trestle tables & chairs for playing Gym

9:30 11:00 Set trestle tables & chairs for dining & 
tea/coffee

Wyatt Hall

10:00 11:30 Stuff bags with materials Wyatt Hall

10:30 12:00 AV company (TBC) to set lighting Wyatt Hall
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10:30 Caterer to arrive to set up (time TBC) Tuck Shop

11:00 12:30 Set up workshop spaces 
Bring Synergy & St Andrew’s 

bells over

various

11:00 12:30 Place foam on tables
Complete any remaining tasks

12:30 13:00 Lunch (provide your own)

13:00 14:00 Complete set up

14:00 17:00 Tea & coffee station open Wyatt Hall

14:00 17:00 Registration open Wyatt Hall foyer

14:00 17:00 Attendees set up bells Gym

14:00 17:00 Greeters float between South Tce & Gym 
with flatbed trolleys

17:00 17:45 Opening Ceremony Gym

17:45 19:00 Massed ringing rehearsal Gym

19:00 20:00 Dinner Wyatt Hall

20:00 21:30 Rally Ringing #1
including DAB performance

Gym

20:00 20:30 Clean up tea & coffee station from dinner Wyatt Hall

21:30 22:00 Pack up & lock up Wyatt Hall

SATURDAY 3 OCTOBER
8:00 8:30 Reset tea & coffee, turn on urns etc Wyatt Hall

8:00 16:30 Info desk open Wyatt Hall foyer

8:00 8:30 Unlock all rooms various

8:45 9:00 Housekeeping and briefing Gym

9:00 9:45 Workshop session #1 various

10:00 10:45 Workshop session #2 various

10:45 11:05 Morning tea Wyatt Hall

11:05 13:00 Massed ringing rehearsal Gym

11:00 13:00 Reset workshop spaces as required various

13:00 14:00 Lunch Wyatt Hall

14:00 15:00 Rally Ringing #2 Gym

15:00 16:00 Massed ringing rehearsal Gym

16:00 16:30 Afternoon tea Wyatt Hall

16:30 17:45 Massed ringing rehearsal Gym

17:45 19:00 AGM Gym
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17:45 19:00 Set centrepieces and lighting for dinner Wyatt Hall

18:15 19:00 Sound check Rachel and/or Ashley Wyatt Hall

19:00 21:00 Dinner
Music performance by Rachel & 

Ashley
Thankyou speeches

Wyatt Hall

21:00 21:30 Clean up tea & coffee station from dinner Wyatt Hall

SUNDAY 4 OCTOBER

7:30 8:00 Reset tea & coffee, turn on urns etc Wyatt Hall

7:00 7:30 Unlock all rooms various

8:00 13:00 Info desk open Wyatt Hall foyer

8:30 9:15 Workshop session #3 various

9:30 10:15 Workshop session #4 various

10:15 10:35 Morning tea Wyatt Hall

10:35 12:30 Final massed ringing rehearsal Gym

12:30 12:45 Final housekeeping notes Gym

12:45 13:30 Lunch & final concert preparation Wyatt Hall

13:30 13:45 Pack up tea & coffee station Wyatt Hall

13:00 13:00 Set up front of house table Gym

13:45 Doors open for concert Wyatt Hall

14:00 16:30 Concert Gym

16:30 17:00 Pack up performance space
Pack up own instruments
Stack chairs
Stack foam
Pack down trestle tables

Gym

17:00 18:00 Pack up workshop spaces
Bring any equipment to Wyatt 

Hall

various

18:30 Dinner King’s Head Hotel

MONDAY 5 OCTOBER
10:00 12:00 Ringing Centre tour St Peter’s Cathedral

12:00 18:00 Winery tour for Lee Afdahl McLaren Vale

TUESDAY 6 OCTOBER

8:30 Pick up rental van Cut Price Rentals

9:30 13:30 Commence packing up tiles Gym

9:00 Foam to be picked up Gym
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APPENDIX 4: RISK MANAGEMENT
Please see attached file.

APPENDIX 5: POST-EVENT SURVEY RESULTS
Please see attached file.

9:00 11:00 AV company (TBC) to bump-out lighting, 
PA etc

Wyatt Hall

9:00 Rental company to pick up trestles, 
crockery, cutlery etc

Wyatt Hall

9:00 10:00 Load gear into van
Remaining foam
St Andrew’s trestle tables
St Andrew’s bells
Synergy’s trestle tables
Synergy’s bells
Easels

10:00 Global Staging collect conductor’s 
podium

Gym

12:00 17:00 Return all equipment Various
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