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Promotions Sub-committee Guidelines 
 

 

Guidelines and strategies for the Promotion of Perth International Dance (PID) must be flexible and 

adaptable to the changing nature of PID and it's network of contacts.  Any guidelines or strategy 

depends on PID membership for it's effectiveness and therefore needs to be clearly stated, easy to 

follow and easily developed or changed according to the groups needs at the time.  At every point 

the sub committee's focus must prioritise PID's objectives.  The most important for the promotions 

sub committee being;  

 

1. 'To promote, teach and encourage the art of folk dancing in Western Australia',  

 and to a lesser extent (in a supportive role),  

 

4. 'To perform folk dances and maintain folk dances as a part of the Western Australian  culture'. 
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Promotions Sub-committee Objectives 
 

 

 

1. To promote PID, it's events and it's regular classes 

2. To produce advertising material- in print 

         on radio 

         on internet vehicles 

3. To maintain and update information and advertising 

4. To support PID performance group with advertising and a presence at events 

5. To support visiting and PID teachers at workshop and other events with any marketing required 

 and support i.e. registration and refreshment breaks 

6. To network with ethnic and other groups in WA, maintaining a mutually beneficial contact 

7. To encourage and increase PID member involvement in the group's promotions i.e. record of 

 member skills and delegating small jobs, including taking care of dancers new to the group, for 

 incentive e.g. free class/s  

8. To achieve Sub-committee objectives within the budget as determined by the Committee. 
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1. To Promote PID, it's events and it's regular classes 

Planning for the next Calendar Year should begin at both Committee and Sub Committee level from 
July onwards.  By this time major future events should be approved e.g. visiting international 
teachers, and the Sub Committee can formulate a timeline for actions.  Other dates can be marked 
for further discussion and ‘watch this space’ or ‘save this day’ tags.  Performances are not usually 
planned this far ahead but the performance group should be using available time to arrange dances 
to be ready for performance. 
 
The following guidelines are suggestions to assist in developing timeframes for any chosen 
publicity method.  The choice of publicity is dependent on the event, level of importance and if 
there is a ‘target’ audience. 
 
Events include, but not restricted to: 

1. Performance and join in sessions at various Folk Festivals  

a. A flyer containing names and information on dances performed/taught with an 
invitation to join a class, first lesson free (exception for events) 

b. Offer a discount to a limited beginners session with an invitation to join the existing 
beginners group or other classes (after events) 

 
 
2. Workshops by visiting international, national and local teachers 

a. Committee and/or sub committee should hold regular event specific meetings from 3 
months in advance (planning and costing advertising, booking venue, approaching 
membership for assistance with distribution of posters/flyers refreshments, hall 
decorations etc) 

b. Network of contacts should be advised ‘to save the date’ 3 months in advance 
c. Website info and registration sheets should be available 6-8 weeks in advance 
d. Early bird fee should be offered for registrations at least 1 month or more ahead of the 

event 
e. Discount to members who book the whole workshop 1 month or more ahead of the 

event (should be of value). Recommend to Committee 15-25% or $10-15 discount 
depending on total costing of event. 

f. Posters and flyers should be printed and distributed 2 months in advance 
g. Newspaper articles should be organised and in print 2 months in advance with a 

reminder, such as a paid advert, 1 month in advance 
h. Radio interviews should be organised with either the President or a long standing 

member or teacher who is approved to act as spokesperson by the committee 1-2 
months in advance 

i. Network of contacts should be advised of details and how to register 2 months in 
advance so as to make the most of early bird offer.  
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3. Theme/party nights 

  5th Monday or Saturday, Public Holidays etc. 

a. Dates should be decided during the last committee meeting of the year to allow for 
Calendars to be ready for membership or new members ‘welcome packs’ by end of year 
beginning of following year. They don’t need to be specific; a special event tag could 
suffice 

 
b. Themes, i.e. Gypsy night or Saturday group birthdays, should be decided upon well 

before the date and membership approached for assistance. Reference should be made 
to the Calendar of dedicated days/weeks, held in the promotions folder, to assist in 
discussion of Themes. 

 
c. Advertising should be distributed 1 month in advance 

 
 
d. Network of contacts should be advised to ‘save the date’ 1 month in advance 

 
 Bring a friend 

 Dates should be decided at the last committee meeting of the year for addition to the next 
years calendar 

 
 
4. Anniversary events (Queen’s Birthday, Significant PID dates, Saturday’s Birthday party, 

etc) 
    

 Dates and the nature of the celebration (themed, members only, open invitation etc.) 
 should be decided at the last committee meeting of the year for addition to the next 
 years calendar 

 
 

5. Invitational nights 
 
 Ethnic group workshop/party e.g. Macedonian night 
 

a. If a workshop by a local ethnic group is approved, allow 4-6 months lead in to organise 
a teacher and invite them to visit a class to gauge the groups abilities 

 
b. Advertising should be distributed 1-2 months in advance 

 
c. Network of contacts should be advised to ‘save the date’ 1-2 months in advance 

 
d. A special invitation to a $5 night should be extended to the visiting teacher’s group 1-2 

months in advance 
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6. Visits to Schools 
 
a. Information to schools should be received by the start of 3rd Term when the next years 

planning takes place. 
 

b. Particular dates such as Harmony Day, International Dance Day and Children’s week 
should be considered 

 
c. Main service provided is teaching workshops/classes.  Usually a class is a language 

class or is studying a country, an area and/or a time in history.  Performance depends on 
availability of Performance Group. 

 
 

  7. Performances at nursing homes 

   When the performance group is available an offer can be sent to 2-4 Retirement/Nursing 
  homes in the same area, co-ordinating a few performances in 1 day. 

   Whether this is voluntary or a charge is set is to be determined by the Committee 
   Advertising for such events may not be necessary but photographs and reports of these  

  performances should be kept for future articles in Footnotes and the Grapevine, the PID 
  website and the Groups archives 

 
 

8. Have a Go Day 

a. Liaise with the Performance Officer regarding requirements for advertising and other 
  assistance and have the following organised 1 month prior to the event. 

 
b. Ensure any free standing or other banners are updated and available and/or setup  
  including any weights or tie downs. 

 
c. Prepare fliers or other information to be ready 1 month in advance of the event. 

 
d. Provide assistance from both members of the sub-committee and volunteers from the 
  membership, to the performance group or workshop leader in the form of extra dancers 
  in join in dances and talking to interested members of the public. Send out a ‘save the 
  date’ 2 months in advance of the event. 
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9. General Advertising – Subscriptions etc 
    
   The following are or have media we may find useful: 
   The West Australian Folk Federation 
   Ausdance E-Bulletin – formerly Dance West magazine 
   Footnotes 
   Parent Newspaper 
   National Seniors Association 
 
   The promotions group should identify any publications, including website   
   subscriptions which are of relevance to PID and/or it’s teachers and add to the   
   promotions folder.   
 
   Note: These publications etc may be of no use to the group unless we contribute  
   articles as well as an event calendar or event advertising or include more information 
   or incentives in our advertising. 

 
 

2. To produce advertising material 

  - in print 

a. Existing Promotional Material in Promotions File 
b. Current layout in Promotions File and on Promotions USB 

 
- on radio  

a. Radio Station contacts in Promotions File 
b. Any interviews should be with either the President or an approved committee member or 

an approved member/teacher of long standing 
   

 -  on internet vehicles 

  See website 

  A member of promotions Sub Committee and approved volunteer/s to control    
  content and any changes or updates in accordance with Committee requirements 
 
  See facebook 

  A member of promotions Sub Committee and approved volunteer/s to control    
  content and any changes or updates in accordance with Committee requirements 
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3.  To maintain and update information and advertising 

 The promotions file should hold lists of contacts, their names, phone numbers and email 
 address’.  The lists should be updated annually and should include: 
 

a. Membership (past and present) 
b. Non- members requesting PID emails and updates 
c. An ‘Invitees’ list of VIP’s who might receive a special invitation at no cost 
d. Radio stations PID might use for interviews 
e. Local Shire and Council contacts and any yearly events they hold 
f. Publications including online, that PID subscribes to 
g. Presidents/Committees and dance Teachers of Ethnic Groups,  
h. Principals of Dance/Ballet Schools,  
i. Department Heads of ‘Dedicated’ Performance Schools (public and private),  
j. Department Heads and teacher/lecturers at Universities with performing arts programmes 
k. Perth Nursing Homes Activities Co-ordinators for performance purposes 
l. Schools approached or to be approached for Harmony Day and other special events 
m. A years calendar noting special date i.e. Harmony Day, Have a Go Day, Children’s Week 
 Naidoc Week, International day/week of Dance etc.   

 
With the exception of a. and b. these contacts and calendars should be updated at the beginning 
of every year 

 
  
 Fee schedules for printing etc should be in the promotions file and should be updated before the 
 budget is decided. 
 
 A standard advertising pack should be kept at the hall and maintained regularly. 
 
 The website and facebook should be updated regularly 
 
 Fee schedules for T-shirts, Radio advertising and Newspaper advertising should be kept in the 
 promotions file and updated regularly. 
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4.  To support PID performance group with advertising and a presence at 
 events 
 

a. Liaise with the Performance Officer regarding requirements for advertising and other 
assistance. 

b. Ensure any free standing or other banners are updated and available and/or setup including 
any weights or tie downs. 

c. Prepare fliers or other information to be ready 1 month in advance 
d. Organise Newspaper articles 
e. Provide assistance from both members of the sub-committee and volunteers from the 

membership, to the performance group or workshop leader in the form of extra dancers in 
join in dances and talking to interested members of the public. 

 

5. To support visiting and PID teachers at workshop and other events with 
 any marketing required, using recommended timelines, and support i.e. 
 registration and refreshment breaks 
 

Requirements may vary depending on the ‘target’ audience i.e. members only, the wider 
community, dance schools etc. and can include: 
 

a. Printing of advertising e.g. posters, banners, flyers. 
b. Bio of teacher for advertising and website etc. 
c. Newspaper and/or radio interviews or advertising 
d. Advising network of contacts 
e. Organising registration (T-shirts and/or any other material as part of the registration) 
f. Enlisting assistance from membership for manning registration desk, organising/ 

helping with refreshments, decorating the hall, ensuring accommodation and transport is 
taken care of etc. 

 
 
6. To network with ethnic and other groups in WA, maintaining a 
 mutually beneficial contact 
 

A list of contacts at local ethnic groups and any other groups, with whom PID maintains a 
connection, is in the promotions file and should be updated annually.  These groups should be 
advised of any events PID is organising.  PID should have links to these groups on its website 
and invitations to events should be issued where appropriate.  PID can make requests for 
teachers or small performances at party nights and information from such groups should be 
forwarded to our membership via the website, emails and the noticeboard. 
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7. To encourage and increase PID member involvement in the group's 
 promotions i.e. record of member skills and delegating small jobs for 
 incentive e.g. free class/s including taking care of new dancers. 
 

A register of member’s skills should be updated regularly and copies kept in the secretary’s, 
presidents and promotions files 
 
General requests for assistance can go out by email or at notices after a lesson or made directly 
to a member on the register. 
 
Looked for skills can include:  
 
IT knowledge,  
Transportation,  
Flyer distribution,  
Graphic art,  
Organisational skills,  
Sewing and costume design,  
Music editing,  
Photography and filming,  
New member liaison,  
Brainstorming and canvassing,  
Overseeing competitions,  
Catering etc. 
 

 

8. To achieve sub-committee objectives within the budget as determined 
 by the committee. 
 

a. Past expenses and current budget figures are in the promotions folder. 
b. Current printing costs are in the promotions folder and should be updated annually. 
c. Upon receipt of the calendar the sub-committee can decide how much of the budget 

should be allocated to each event and what amount of promotional material will be 
required. 

d. An amount should also be allocated for promotions of undeclared events that may arise 
during the year.  Any amount not spent should be rolled over into the following year. 

e. Once events have been costed out the sub-committee can submit a request for a working 
budget. 

f. It is understood that any stands for posters and banners etc are considered assets and 
should not be included in the promotion group’s budget. 

g. As at 2019, the number of specific flyers printed for an event is 50 or 25 (2 to a page) 
h. A pull up banner (interchangeable) would be considered for a regular major event 
i. A poster to suit a stage/table or entrance stand can be a ‘one off’ permanent with or 

without a smaller interchangeable component. 
 
 
 



 10 

 
8.  To achieve sub-committee objectives within the budget as determined 
 by the committee. (cont’d) 

 
 
 
Some areas of promotions for the last 10 years approx. include:  
 
Festivals: Fairbridge, Nannup, National Folk Festival in Canberra 
Workshops: Andre van de Plas, Ira Weisburd, Tineke van Geel (International) 
Yorgo Kaporis (National) 
 Eve Blair, Fiona Murdoch (Residential)  
Jennifer Eyre and Jenny Currell (local) 
Visiting groups teaching: The Greek Community, The Polish Community 
Visiting groups on party nights: the Macedonian Community, the Turkish Community,  
Invitation to the performance group: The Serbian Community’s Dance and Poetry competition,  
 
and more. 

 

 

 

Sub-committee Promotions Guidelines written by: 

Paula Schneider, Trish Eyre, Jennifer Eyre 
August 2019 
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