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Role Description 

 
 
Site Manager and Site Management 2ICs: 
​​  
During their shift the Site Manager is responsible for working with Event 
Management for the smooth running of the event and solving participant related 
problems on-site. They manage problems as they arise by following the 
procedures laid out in the Site Management Manual and applying their best 
judgement in situations yet to be proceduralised. The Site Manager and 2IC form 
a team alongside the Event Manager. They discuss issues together and provide 
advice, on the basis that two heads are better than one. However, the final 
decision will always be with the Site Manager lead on shift in conjunction with 
the Event Management team.  
​
If a situation becomes too much for Site Management to handle alone, Event 
Management are available 24/7 for support and for assistance in making any 
decisions that have the possibility to affect the Kiwiburn Organization, its 
external relations and Kiwiburn participants. 
 
Key components of the role:​
 

●​ Responsible for solving participant related problems in all day to day 
operations. 

●​ Holds authority to make decisions based on procedures or best judgement 
if there is none to follow. 

●​ To support Event Management in on-site operations and ensure the 
smooth running of the Kiwiburn event. 

●​ In making these decisions they may consider the opinion of their Site 
Manager 2IC and Excom members but the Site Manager and Event 
Management team have final authority. 

●​ To follow instructions from Paul Chaffe when he sees fit to step in. 
●​ Checking in on theme camp regulations and monitoring sound levels when 

the sound team is off duty by using the live monitoring equipment 
supplied by Marshall’s Acoustics.  

●​ To consult with the Event Management team and Support Service 
facilitators when necessary  to make sure everyone is on the same page. 

●​ To escalate emergency situations to the Event Manager (Lauren Dance) 
and emergency services lead Paul Chaffe when the need arises and to 
manage the on-site response.  
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The Site Manager shifts are from 8am-8am the following day. It is expected that 
the Site Manager will have their radios on and on them at all times. If they need 
to sleep during quiet times they can switch to channel 5 and be on-call, but they 
must communicate their channel change and ensure the message has been 
received and acknowledged before doing so.  
 
Site Manager 2IC shifts run from 8am-8pm, and 8pm-8am - except for on 
Saturday and Sunday evening when the handover will happen at 7pm to 
accommodate the burns. 2ICs can also sleep if they need to but must check in 
and communicate this with the Site Manager before doing so, and need to keep 
their radio on and switched to channel 5, switching back to channel 1 and 
informing the Site Manager when resuming active duty. If the radio channels 
have been reallocated this will be communicated once arriving on-site and before 
your shift begins. 
 
Many Site Manager 2ICs will be new to their roles and training for future Site 
Manager shifts. As such they are not responsible for making decisions if they are 
uncomfortable but should endeavor to support their Site Manager and Event 
Manager and ask questions after the incident has been dealt with if unsure of 
procedure. Site Managers should involve their 2ICs in the decision-making and 
explain their reasoning as much as possible to help them learn. 
 
Changeovers between shifts occur at the Site/OPS Office. A fresh battery will 
need to be put into the radios; there will also be a spare battery in the Site 
Manager’s kit. If it is used, make sure to put the dead one on charge. There are 
also two battery packs to charge the site phone, these will need to be switched 
over to charge at this point. 
 
Training: 
Site Management has two training sessions, one online pre event training and 
then another once you arrive on-site that includes a meet and greet of team 
leads/external services and a walk through of the site and the event boundaries. 
 
This gives time for any questions and ensures that each member of the team 
feels comfortable in the role before starting their shift. 
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