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Arco Iris Gig Manager Tasks 
 

1. You will receive following information from the Arco Iris Events Team: 
 Date of the gig 

 Rough time(s) of the set(s) 

 Some background to the event and very basic information about location and venue 

 Whether it is a paying gig and, if so, how the client will pay (if a paying gig) and any other perks 
such as free drink or food 

 Contact details for the client and record of recent conversations between Arco Iris and the client.  

 The Events Team will send an email to the Client to introduce you as the Gig Manager, copying 
you in. 
 

2. You may need to sort out yourself the following / agree with the Client: 
Before asking the Client, it’s a good idea to take a look through the correspondence with the 
Events 
Team to check what has already been agreed, e.g. regarding timings and perks. 
Timings 

 Whether we already have leaders (events team will help you on this) 

 How to handle the drum transport (events team will help you on this) 

 What is the exact time of our set(s)? and how long is the set / are the sets? 

 What time we should arrive and leave to the venue? 

 Can the band stay for the duration of the event? If not when does the band have to leave? 

 Exact location (it is advised if you have time go and check the venue yourself that will make your 
life so much easier on the date of the event) 
 What is the full address and postcode of the venue? 
 Do they have map / directions that we can use? 
 Where in the venue is the event happening? 
 Is there an appropriate place that the band can meet? 

 Are the sets static or is do they include parades (see item on parades below)? 

 Can band members bring family and friends? If so, is there a charge and how much? 

 How many people are likely to be attending the event?  

 Is there a flyer and/or website advertising the event which can be shared with the Band? (Other 
events such as other bands or DJs playing might be attractive to the band) 

 Ask how to handle the perks for band members, e.g. a free drink or free food (check with events 
team if this was agreed)  

 If it is a paying gig 
How would they like to make the payment (cash or cheque)? And are they going to make the 
payment on the day? Do they need an invoice and would they like it in advance or should you 
bring it along on the day? (Contact the treasurer for the invoice and let them know how much we 
are charging for this gig) 
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3. What to tell Band Members in your email-Basic structure of your e-mail 
 
What: basic details about event 
Date: date of event 
Time: What time they need to meet (rather than when we play); what time we are likely to be 
finished (allow for time putting the drums away). 
Where: location of event and precisely where they need to meet (directions and map if possible). If 
the venue is far away suggest public transport routes or car sharing options. 
Dress code: what they need to wear (usually Arco Top and white bottom–spring/summer gigs or 
black bottom fall/winter gigs) 
Perks: Any perks from the organizers (food, drink, whether can stay for whole event, whether 
Deadline for sign-up: This needs to be made clear, particularly if we cannot bring all the drums (the 
deadline is usually the Wednesday night before the gig so that drums can be loaded into the cars). 
Your contact details: in case they need to contact you on the day 
 

4. On the day: 
Bring with you contact details for the Client, any drivers, leaders. 
Keep your phone on you in case someone is trying to contact you! 
Getting there 
Make sure drivers know where they are going and parking (if necessary, give them a map). 
Sometimes parking permits are needed, in which case make sure each vehicle has a copy to display. 
Arrival 

 As soon as you arrive try and find the Client to introduce your self as the contact point for the 
band and to confirm all details (e.g. set times, drum storage, etc.) 

 If it is a static set, ask them to show you and a leader where you will be playing. 

 If there is a parade try to get them to show you and a leader the route. 

Coordination 
Make sure leaders are kept in the loop and have prepared a set list. It is very useful to 
have a short meeting to run through timings, set list, etc.  and liaise with the 
leader(s). And also 
 Make sure band members know where they are meant to be and when! It’s good to give 

specifics (e.g. be dressed and face painted by Xpm, be back at the meeting point to get drum at 
X.15 pm, be ready to play by X.20 pm). Always allow extra time and be prepared to have to run 
around chasing people up. 

 If necessary, keep in regular contact with the Client and be prepared to be flexible 

 Keep an eye out for drums and costumes – make sure these are kept together and kept safe, 
especially between or after sets when band members might not be around. 

 Ensure everyone helps with tidying up and packing drums away, etc. 

 Speak to the client contact person again and check they’re happy.  

 Obtain payment from the Client (see above) and give to the Treasurer. 

 Thank everyone who has helped, and especially drivers and leaders. 

 Email treasurer with final list of drivers of people (if outside Cambridge) and drums and any 
other people who should receive subsidies. 
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Noise Risk Assessment 
It is very important that we perform risk assessments and do what we can to minimize our noise 
impact on the public 
If we are playing between 11:00 pm and 7:00 am in a residential area, outdoors, and if the event 
we had noise complaint before, you might face an incident that a person complaining. In such case 
please consider 
● Adjust playing start times with the client 
● Reduce duration of sets to 20 minutes maximum, but possibly with more sets 
● Request that the Client leaflet the local area around the gig informing the public what we are 
doing and why, exactly when and how long the sets are, and asking for the public's forbearance 
that we have breached its terms. Liaise with the events team for further information and check the 
detailed gig managers booklet for more information 
 


