Known World Dance and Music Symposium Event Organization Guide

This guide is designed to help you organize Known World Dance and Music Symposium (KWDMS). KWDMS is a large-scale event focused specifically on dance and music of our time period and open to general attendance and participation by both SCA members and non-member participants. KWDMS is different from other regional dance events due to its concentration and scope. Classes usually focus past the standard repertoire bringing in sessions about theory, history, culture, reconstruction, and non-European art forms, and may include a guest instructor from the academic world. 

How do groups decide to host KWDMS?
First, a group will determine if there is enough interest to host KWDMS. This is a very important first step! The event will need to have popular support from the group in order to find enough volunteers to help make things happen. It is a particularly good idea to have support from people not interested in dance or music so that they can focus on the administrative aspects of the event and not be disappointed by missing a class or ball. 

Then, depending on the group’s governing procedures and customs, a volunteer will offer to run the event for the group as the event steward, usually in the form of an event proposal.  The event proposal is the official request to hold the event. The more information provided to the people deciding on awarding the proposal, the more confident they will be that the submitter can run the event. 

Use the KWDMS Event Proposal Template to prepare for your event. 

The group and proposed event steward should also review these websites early on in the planning process to understand expectations for the event: 

Society Seneschal’s Website: www.sca.org/officers/seneschal
Society Calendar and Known World Event Policy: www.sca.org/docs/pdf/kweventpolicy.pdf
It is important to review these sites for the most current requirements on hosting KWDMS. 

How are event proposals awarded? 

The SCA Dance community as a whole has had a tradition of first confirming support from the community for a KWDMS before a branch formally submits a proposal to run the event. This is purely custom. Basically, we work out an order before submitting to Society Officers for approval to use the ‘Known World’ name on the event. 

Generally a volunteer will come forward at KWDMS and declare interest in hosting the event at some point in the future. They will share their ideas and gain support from other dancers. When there has been more than one group interested they have either negotiated who would host next themselves or they have held a galliard dance off competition.

Once an event steward is sure that they have support from the larger dance community they also need to fulfill SCA administration requirements. Part of the event bid template has a planning calendar that will help you with setting a timeframe to get through all of these steps. 

The local group’s customs and governing documents will decide how the event proposal is approved at the local level. For a local group, the Seneschal and Treasurer will be involved and there may be a group Curia or Financial Committee that must be consulted. Landed Nobles will usually have input for their Baronies and their sponsored groups. Consult your local group’s governing documents to see what is required. 

Next the hosting group will need to consult the Kingdom for support. The Kingdom will likely not be involved in the actual organization of the event but it will have some oversight responsibilities. The details of this process may vary from Kingdom to Kingdom. It helps to be well known to the Crown and/or Kingdom Seneschal or to have someone on your event staff or from your local group that can advocate on the event’s behalf.
Then the branch and event steward will need to submit the event proposal to Society for approval. Proposals are submitted to both the Society Seneschal and the Society Arts and Sciences Minister. Submissions will need to include letters from the Kingdom Seneschal, Kingdom Exchequer, and Kingdom Arts and Sciences Minister along with evidence of support from the local branch. 
If there are multiple proposals to choose from, it may be decided based on supporting information and budget. The final proposal will also turn into a good planning document and a way to keep current with staff and their contact information.
Each Society Officer will make a policy regarding how events focused on their joint or several venues are to be awarded. Once a Known World Event proposal has been awarded, the sponsoring Officer will inform the Seneschal of the Kingdom hosting the event, and the Society Seneschal’s Office will then place the event on the Calendar. It is the responsibility of Society Officers to coordinate Known World Event activities to minimize scheduling and resource conflicts. Exchequers for Known World Events will be warranted as deputies to the Exchequer of the Kingdom hosting the event.

What plans are made after an event proposal is chosen?  
Once a group has the go-ahead for to host a KWDMS, all of the plans that are in the proposal need to be put into action and, anything not already detailed needs to be fleshed out. Most importantly, this all starts as early as possible. The more that gets done in advance, the more smoothly the event runs. This is especially important for a KWDMS. You should be expecting people to travel from all over the globe and they will need to make plans for the event as soon as possible. 

A group will start by confirming the date and location followed by finalizing the event staff. Consider any Kingdom laws that may govern when you can hold your event. These may include restrictions on how close events can be held to each other (no less than 200 miles apart for example) or if they conflict with an event (Coronation or Crown Tourney for example).  If you do need to conflict with other close by events make sure that you will not be overlapping with interests so that you do not loose attendance. Also make sure that you do not loose your support staff for the event. By acting quickly to register an event with the Kingdom event calendar it is easier to get the dates wanted and help having any other local events scheduled against it. A year in advance or more is a good rule of thumb.  
The staff may also have to submit required event paperwork such as a ‘Calendar Date Request’ form or an ‘Event Steward/Autocrat Warrant’ form depending on the Kingdom. It is also wise to check the modern calendar for holidays or local activities that could affect travel and site or hotel availability.

What makes a good event site? 

Groups have many things to consider when deciding to hold KWDMS. 

· Adequate Space: Consider the event activities and if there is space enough to hold all of them with the people anticipated attending the event. Crowded events are not as much fun. Note if there is handicap access. 

· Classrooms: Look for sites that have six to nines classrooms. When scheduling you may have classes for music, discussion, European dance, and non-European dance. Look for class rooms that have space to dance in and floors that are comfortable. 

· Ballrooms: Look for sites that have at least one if not two ball rooms. They should have enough room for a large number of people to dance as well as social space. You may be scheduling a European ball at the same time as a Hafla. 

· Comfortable Floors: Wood floors are best, especially for the ballrooms. Carpeted floors are best to avoid. If getting access to a studio make sure people know if they will need special foot wear and if street shoes are not allowed. 

· Ambiance and Historical Mood: Look for opportunities that will increase the feel of the event. This will make the experience more memorable. 
· Parking: There should be adequate parking available to handle expected attendance. Any limitations should be published in advance. 
· Kitchens: Confirm whether adequate kitchen facilities (stove, oven, refrigerator, freezer, sink, running water) are available, or if food must be cooked elsewhere and brought in. Check if there is potable water. 
· Sanitary facilities: Determine whether there are enough facilities on site based on expected attendance. Keep them clean and well stocked with toilet paper, soap, illumination, etc.

· Merchants: If the site allows it and has room to spare, then the group will decide whether they want to permit merchants to set up tables (booths, pavilions, etc.) and sell their wares. Depending on the site, merchants may need to be charged for their space and they may be required to charge taxes. Keep in mind that this is generally based on state law and cannot just be ignored by a local group.
· Alcohol: If alcohol consumption is allowed on site, be aware that some sites will require uniformed police officers or bonded security guards.
· Temperature: Work with building maintenance to make sure that classroom and ballroom temperatures are good for dancing. You may need to schedule extra fans or ask them to turn the temperature colder in preparation for a large number of people being active in the same room. 

· Overnight Accommodations: The event runs multiple days and people will be traveling from afar, having affordable lodging near the site is of significant importance. If you offer a variety of lodging it may be a plus to match different attendees’ desires. Lodging can be a net positive to the event budget as it may reduce the fees charged for event spaces, but may require taking on a potentially expensive commitment to rent a certain number of rooms. Event stewards should be very conservative about these commitments, and should be explicit about encouraging attendees to use the onsite lodging for this reason. Be especially cautious if there is less expensive alternate lodging nearby.
· Transportation: Many people will be flying to the event; is there a major airport nearby? How do typical fares to this airport compare with fares to other airports? Is it feasible for people to attend the event without access to a car (distance from airport, distance from lodging to site, public transportation options)? Consider typical flight arrival times plus travel times from/to the airport when assembling the event schedule.

Once the group has decided on a location, they will want to secure and prepare the site as soon as possible. This can easily be done well before the event date. They need to sign a contract with the site owner, reserving the site for the desired dates and fixing a price for the use of the site. Inspect the site with the site owner.

If necessary, repair, clean up, or otherwise upgrade the site to make it suitable for the event. The host group may need to disinfect the kitchen or perform other tasks. It is a good idea just prior to the event to inspect the site again with the site owner. The group will not want to be held responsible for any pre-existing conditions or damages. Likewise, inspect the site with the owner after the event and make arrangements to repair or clean up if the group hasn’t already done so. 
In some cases, the site owner may require the group to have proof of insurance. Insurance guidelines are published in the Society Seneschal’s Handbook. The group can give a copy of the current insurance letter from the SCA to any site owner. If the site requires its name to be listed on the insurance certificate, then the corporate office must be contacted well in advance for instructions. 

Who makes up the event staff?

A number of people are involved in making KWDMS. The work of the event can be divided up in any number of ways. How these volunteers are chosen depends on how the group works. Sometimes the event steward will appoint the different volunteers. They may also be chosen by the group’s officers or by some other means the group decides. The event staff could also be very small. This depends on your event steward’s style and your volunteers’ capacity to handle multiple tasks. 

Here are some common event staff positions: 

· Event steward (Autocrat): A Deputy Seneschal appointed to run the event. As a deputy, the steward has the ability to make commitments (such as rentals) for the event. The steward will work to find volunteers for the other staff events and make plans for the event. 
· Feast steward (Feastocrat): The main cook for the feast. The feast steward works to have cooking assistants, dishwashers, and servers.  
· Head Server: The main server that organizes the food going to the tables. 
· Registration Coordinator: In charge of the registration table (also called gate or troll).
· Luncheon Steward: Head cook for the mid-day meal served. 
· Web Minister: Maintains the event website with current information. 
· Setup coordinator: Gathers volunteers and materials to set up the event before it opens to the public. May include decorations and information for guests like maps and class listings.  
· Cleanup coordinator: Gathers volunteers to clean up the site and return materials after the event is closed to the public.
· Merchant coordinator: Main point of contact for merchants; assigns where they set up their booths. 
· Children’s Activities Coordinator: Sets up activities focused on the youth depending on different age ranges and local expectations. 
· Chirurgeon: responsible for any first aid services provided. 
· Royal/Nobility Liaison: Main point of contact for any visiting Royalty and Nobility 
· Herald-in-Charge: Tasked with finding heralds to make announcements, help with tourneys, work Court, set up consultation tables, and other activities. 
· Scribe (Signet): May set up a table for scribal arts or may finish award scrolls needed for the event. 
· Class Coordinator: Tasked with scheduling classes and making that information available for any publications such as announcements, web site, or proceedings. 
· Crash-space Coordinator: Tasked with finding local volunteers who have space in their homes to offer to travelers who need a place to stay overnight. 

· Proceeding Editor: Tasked with gathering class publications and then publishing them for attendees. 

· Newcomer Coordinator: Act as point of contact for newer members to help make sure they have clothing to wear for the event and can show them around different activities or introduce them to people. 
Who else might be involved in the event? :

Sometimes there are people who are not actually event staff but they are part of the process for the event. It is important that the event steward know who they are and how to contact them in case there are questions. These people may be decision makers or they may need to receive reports after the event.

Some of the other people may include: 

· Crown
· Coronet/Tanists 
· Kingdom Seneschal
· Kingdom Waiver Deputy

· Kingdom Calendar Deputy

· Kingdom Exchequer

· Kingdom Chronicler
· Kingdom Herald

· Regional Seneschal
· Regional Exchequer
· Local Seneschal
· Local Exchequer
· Local Branch Webminister
· Local Branch Quartermaster

· Media Liaison 

· Kingdom Non-Member Surcharge Deputy

· Other Kingdom Chroniclers

· Society Officers 

How are events advertised?

There are many ways that a group can promote the KWDMS that they are holding. Word of mouth is usually the most successful way to get people excited about coming to the event but the group still needs to make detailed information about the event available. 
Different advertising options: 
· Kingdom Newsletters: These newsletters usually have strict deadlines and publishing guidelines and involve a cost. Confirm early on for planning purposes. Know World events receive free advertising space of one full-page or two half-page advertisements in each Kingdom Newsletter. Kingdom Newsletters may require a payment to print advertisements over this allocation.
· Kingdom Online Calendars: People often check the Kingdom’s calendar for upcoming events when they are planning their schedules. Getting an event listed early can help increase attendance. 
· Society Calendar: All Known World events are published on the Society calendar once the proposal has been approved and accepted. 
· Local Newsletter: Contact local chroniclers and ask them to publish the ad. This is a free way to get more publicity. 
· Webpage: Try and keep published information as current as possible so that people can plan accordingly for your event.
· Electronic Mailing Lists: Send emails to lists that would have an interest in the event. This is a wonderful way to promote interest in the event or to make last minute announcements concerning changes to it. This can included changed feast menu, road construction announcements, and weather updates.  (...and sometimes the site just burns down…)
· Fliers: Print and distribute fliers at other group’s events or in conjunction with demos. Bring fliers to wars and other society events. The group may wish to give some coupons reducing or waiving the site cost for newcomers to encourage them to attend. 

People are very eager for information and the sooner something is published, the more likely you are to have good attendance. The Event Steward is in charge of constructing the advertisements but may also delegate.
Information typically included in an event advertisement: 
· Event name

· Event days and times 

· Local Group Name sponsoring event 

· Site name, address, map
· Event steward name and contact information 
· How to make checks payable 
· Requirements for minors to attend 

· If site allows for alcohol 
· Feast information

· Prepayment and reservation instructions 

· Schedule

What are some best practices to running KWDMS? 

These are some ideas that are good to try to implement when running an event. Of course, the group may have other ways of getting things done. 

· Creating a planning calendar: I like working with a timeline that helps me get different tasks done ahead of the event and help make things fun and on time the day of the event. I try calendar my list of things to do four or five months before the event all the way to the month following the event.  

· Contact staff regularly: I find it very important to stay in constant communication with my staff.  Don’t expect them to contact the event steward, and if they don’t need help it at least reassures them that you are available. Remind them to be asking for volunteers so that they are also completely staffed for any shifts they need to fill.  They may also need to send advertisements out to different email lists. 
· Hold staff meetings: At least four weeks and two weeks before the event I plan meetings with my staff and officers.  It is important to see them face-to-face to take care of any last minute concerns or issues.  

· Keep to your schedule: Begin and end activities as close to the published time as possible (people may travel long distances expecting to participate in activities at the published times).
· Publish site rules: Put into print the rules that people will need to follow at a site. The location may have particular rules that people would not know otherwise. 
· Accept prepayments: If the event accepts prepayments, then it can better predict how many people to expect for the event. It is especially useful for people cooking if meal tickets are sold ahead of time so that they do not over cook. If the event does accept check payments, make sure to deposit them as quickly as possible. The group may also consider using the SCA credit card prepayment system. 
· Plan for Nobility and Royalty:  Determine whether Nobility or Royalty is expected to attend the event and hold Court. If so, make sure to plan time and space for Court. The group may want to waive their site and/or feast fees; if so, build this into the budget. 
· Send invitations: It is a personal touch that may encourage people to come to the event. Send them early.  The group may want to invite champions, the Crown and Coronet, or the landed nobles.  
· Make event tokens and gifts early: Make site tokens, staff thank you gifts, competition prizes, etc., as early as possible rather than the week before the event.  This is something that is usually left to the end but is often labor intensive and will add unnecessarily to your last-minute stress.   
· Registration: Someone must be in charge, and there must be enough volunteers to keep it manned while open. Provide a place for volunteers to sit, a table, and some shade if outdoors. The person running registration, or the local exchequer, should make sure the correct forms are available, but it's a good idea to confirm that is being taken care of before the day the event starts.
· Consider Overnight Accommodations: Publicize local reputable hotels in case people need a place to stay while traveling. You can contact a hotel beforehand and see if they will offer a discounted block of rooms for the event. Having a crash-space coordinator is a long-standing SCA tradition and can help make it easier for people to attend events as well. 

· Directional Signs: People get lost. If signs are set up on the road pointing them to the event or parking it will help people get around. Printed maps of the site and more posted signs help people know where to go once they have registered. 

· Site set-up and clean-up: Plan to have time before the event opens and after the event closes to take care of the entire event set up and cleaning. This is much easier to do when it is just the event staff on location. If your group has a storage facility or is planning to bring a lot of equipment, make sure you allow time for loading and unloading. You may want to have a separate person in charge of that activity.
· Raffles, auctions, and other fund raisers: Occasionally someone will want to hold a raffle or some such activity. If so, make sure that someone is in charge of it, and that both room and time for it is planned into the event. Make sure everyone understands you are asking for donations and selling the tickets. Selling raffle tickets is often not allowed by state law. Giving them away and accepting donations usually is allowed.
· Security: If the site is open to the public, then the group may want to have a volunteer to patrol the parking and camping areas or parts of the building.
· Publish lost and found items: People will forget something at the event or misplace it. Make sure all unclaimed items found at the event are gathered and send out an email or list them on the webpage so people can claim them. 
· Publicly thank your staff:  There are many people who work on an event and all deserve some amount of gratitude. The steward and the people in charge of an activity should make a list of everyone who helped and then publish the list on the local email list and publish it in the local newsletter. It is a small thing but worthwhile. 
There are also some best practices that are particular to KWDMS.

· Select a Teacher Coordinator: Make sure your volunteer is knowledge of appropriate class topics, what classes work well together, the range of interest and styles, familiarity with teachers and their expertise, and will follow through. 

· Schedule classes early: Confirm teachers and class offerings as soon as possible so that you can publish a schedule well in advance. Try to avoid schedule changes after the final schedule has been published for the event. 

· Be prepared for cancellations: Cancellations will likely happen. The canceled class is likely dependant on that individual teacher so have a back up plan ready for any unavoidable schedule changes. 

· Solicit a guest instructor from academia: Look for a guest instructor outside of the SCA to teach. Consider local University professors in music or dance who might be willing to participate. They add a level of diversity favored by attendees. 

· Solicit unique class offerings: Try to include as many unusual classes as possible in order to make the Symposium offer something past what is found at Kingdom dance events or Pennsic. 

· Solicit non-European dance instructors and musicians: Expand your class offerings by encouraging more music instructors and non-European dance teachers. 

· Solicit academic classes: Encourage classes that are more than learning how to perform a particular dance. Instructors could talk about laws, religious pressures, clothing, and more. Classes could also focus on styles and reconstructions. 

· Offer flexible times for class requests: Allow teachers to volunteer in different lengths of time. Offering them to teach a class in an hour, an hour and a half, or two hours will accommodate most teachers. 

· Limit class offerings from the same instructor: Avoid accepting more than three classes from any one teacher so that you have more variety. However, use your discretion so that you are able to offer a full and balanced schedule. 
· Schedule tracks of classes: Try filling out your schedule with multiple offerings including one music track, one non-European track, one academic track, a beginner European track, and two European advanced tracks. 

· Schedule classes on multiple days: Offer classes all day on Friday and Saturday and part of the day on Sunday. If you are organizing KWDMS in conjunction with another activity you could change the days for the event. 

· Schedule classes of variable levels of difficulty: Schedule classes for both beginners and experienced dancers at the same time so that there is always a option for different levels of ability. 

· Schedule rooms appropriately: When choosing class rooms for different sessions take into account the class’s particular needs. Some classes will be more popular – either due to the subject matter or because of the popularity or the instructor – and will need a larger room space. Some classes may need to have wooden floors because it involves jumping. Academic classes should have tables and chairs.  
· Offer multiple balls: Schedule more formal balls on Friday and Saturday night while leaving time for less formal balls on Thursday night and Sunday afternoon. 

· Select a ball coordinator: You will want a volunteer responsible for hosting each evening of dance. They should be experienced and able to work well with the pit director. 

· Select a pit director: You will want a volunteer running the music for each ball. Make sure that they are in contact with as many musicians as possible that are planning to play for the ball. Get them copies of music to review well before the event and also schedule them time at the event to practice together as a group.

· Offer late night dancing: Try and offer a location that is open late into the evening. You will have a number of people wanting to stay up late past the regularly scheduled activities to continue to dance and socialize. 

· Schedule performances: Offer performance times for groups in-between sets of a ball or consider adding a concert onto on of the days. 
· Scheduling meal times: If your site is providing lunch and dinner or if your site has a close-by restaurants then you can schedule an hour for lunch and two hours for dinner. Otherwise you will want to offer an hour-and-a-half for lunch and two-and-a-half hours for dinner.
· Make schedules readily available: At the event registration table provide everyone with a full schedule in table form and with instructor, description, time, and location. Make this schedule available at registration and published at each of the classrooms. 

· Publish Maps: Make maps available to show people how to get from one classroom to another, where local food establishments are, ball locations, and any on site accommodations. 
· Avoid conflicting with local events: Find a date that does not conflict with other local events, even if they are not dance events. You will want to have the help of your local group to run the event and not loose possible volunteers to another event at the same time. 

· Offer discounted rates for limited attendance: To increase you attendance for the event you may offer a lowered registration cost. One option is to offer a special track of classes for non-SCA members which covers a shorter time and does not include a ball. Another option is to offer a lowered cost for people who would only attend the event for an evening because they are local and would like to socialize but do not want to dance. 

· Invite non-members: Include other dance organizations in your event publications because it could increase your event attendance. 

· Offer massages: You may want to explore options to have someone offer massages. Try local SCA members who may have a business or see if a local massage school may be interested in setting up a table for a discounted price. 

· Publish a proceedings: Work with instructors well in advance of the event to accept their class notes in order to include them in a proceedings to be offered at the event. Remember to have them submit a completed Publication Permission form. 

What kind of paperwork is involved? 
You may have already had a good idea before starting this article that there would be some paperwork involved in running KWDMS. It is completely dependent on how the Kingdom is organized on what a group needs to complete to keep the event in good order. Your Seneschal will be a good resource to learn more about what is involved. 

To start – events will be governed by rules established by the different groups overseeing the event. Where you live will determine how your event is run. You can learn a lot about your events by reading these different rules or learning the customs for your group. 

Regardless of what paperwork may be required, you should work with your staff to get all event reports submitted prior to deadlines. Some typical reports and paperwork due after an event include, but are not limited to: 

· Seneschal’s event report

· Event steward’s event report

· Treasurer’s event report

· Participation waivers

· Profit sharing checks

· Non-member surcharge check

· Event receipts  

· Court report of awards 

· Marshal activities event report

· Children’s activities event report

· Chirurgeon’s event report

· Publication Permission Form

Remember that some of these require multiple signatures or information from another person, so don't wait until the last minute to get them filled out. The group should be aware of the responsibilities of the staff. A good idea is to make copies of paperwork to keep in the group’s files before sending to the right contact.
There are also Society reports that are required n addition to any reports from your local branch or Kingdom:

· Status Reports: The Event Steward will prepare a quarterly status report sent to the Society Minister of Arts and Sciences and the Seneschal of the Kingdom hosting the event.
· Financial Reports: The Event Exchequer will prepare quarterly and yearly financial reports sent to the Society Minister of Arts and Sciences and the Exchequer of the Kingdom hosting the event.
· Event Summary Report: After the event has taken place, the Event Steward will file a final report with the Society Seneschal’s office no later than 90 days after the event. This reporting package will include full operational report of the event, with a financial summary. This report will copy the Seneschal of the Kingdom hosting the event and the Society Minister of Arts and Sciences.
· Financial Report: The event exchequer will file a final report with the appropriate Exchequer’s office and the Society Minister of Arts and Sciences no later than 90 days after the event. This reporting package will include full financial reporting for the event. If the event used a separate bank account, reports will continue to be filed until the account is closed and any money remaining is transferred to another SCA branch or the Corporate Office.
· Post Mortem: The Society Seneschal and Society Exchequer’s Office will jointly conduct a lessons learned effort for the event within 60 days of receipt of the final event reports. They will create a report distributed to the Society Officers and the Event Stewards, to be included in a lessons-learned knowledge database for future Society events.
· Document Retention: Copies of all Event Proposals, all quarterly Event Status reports (including financial reports), event wrap-up reports (including financial reports), and lessons learned report will be sent to the Society Seneschal for review and inclusion into the Society Event Knowledge base.
What makes a good event? 
Good food, friends, and entertainment. People enjoying themselves and talking about coming back to do it all over again. Activities that appeal to many different people with diverse interests. Well-organized with lots of information published ahead of time. And, if you choose to help out, remember to have a great time yourself. Happy moods are contagious and we will all have more fun. 
