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GREENBELT COMMUNION PRODUCER – role description

The trustees will invite one person to take a lead in creating the content for the communion service, working with trustees. He or she will decide on the theme, the contributors, the musicians, how all ages are involved and so on. 

The producer’s role is to then make this service happen, using initiative and creativity, and working with the content person to fulfil the ideas agreed and pulling in enough people to make it run smoothly. The producer will liaise closely with the trustee who oversees communion, as well as with the site contractor and programme manager.

The producer can pull together a group to facilitate their role, and the Greenbelt office will be able to suggest people to involve.
Overall tasks:

PLANNING AND THEME

· deliver the ideas agreed with the content person, liaising with contributors where needed

· deliver a service that runs to time (75 minutes maximum)

· include a slot for the offering (Trust Greenbelt). Liaise with trustees about who should do this and how.

· get the relevant info to the GB office in time for inclusion in festival guide, website, essential info etc. Deadlines will be provided
· plan for music etc on mainstage while people start to gather 

· ensure the service is accessible to all, including the hearing impaired.

BUDGET

· manage an allocated budget from Greenbelt.

· make sure invoices are passed onto the programme coordinator

· arrange payments / bookings of any dedicated performers and speakers, in liaison with the programme coordinator
ORDER OF SERVICE

· organise the design of the order of service

· liaise with Greenbelt office over gift aid envelopes and Trust Greenbelt leaflets

· organise printing of the order of service. 

BREAD AND WINE

· order bread, wine and any other materials needed

· organise volunteers to fill the communion bags onsite including bread, wine and other materials
· ensure that alcohol-free wine and gluten-free bread is available and well-publicised

SITE AND STEWARDS

· liaise with a contact on the stewarding team about stewards for entry and exit, and handing out orders of service

· liaise with the stewarding contact about stewards to do the offering

· liaise with main stage manager, on sound, visual and technical aspects of the service, and site crew if necessary, including fire if there are any particular risks

REHEARSALS AND CONTRIBUTORS

· organise a rehearsal the day before – liaise with the programme manager re time, and with the main stage manager

· organise contributors passes for all contributors, as required
· organise soundchecks on the day of the service 
