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Introduction 

As part of Durham Student Theatre, you have the opportunity to head to the world-famous Edinburgh 

Fringe Festival in August! It’s an exciting prospect, and DST works hard to provide practical support and 

advice to theatre companies thinking about making the journey.  

This document is a guide to how DST can support your show. It’s not a complete guide of how to get 

your show to Fringe, but it’s a really good place to start! 

 

How do I start? 

Thinking about taking a show to Fringe can be a daunting prospect, especially if you or your theatre 

company has never done it before. There can be a number of reasons why taking a show to Fringe can 

be a good idea: 

 Exposure of the production to a larger audience 

 Experience in a professional theatrical setting 

 Students experiencing the atmosphere and environment of Fringe 

There are a number of factors to consider when thinking about taking a show to Fringe. This includes, 

but isn’t limited to: 

 What show would be appropriate to take? Is it new writing? A previously performed successful 

show? A troupe? Think about what is going to appeal to what kind of audience, and whether 

you’d find that at Fringe. 

 What venue will you look at?  

 How long would you go for? 

 What are the finances like of the theatre company? Can you afford to go? How much can you 

afford to pay? 

 How would you publicise the show? 

 Set, props, costume and technical requirements may need transporting.  

 Accommodation, food and travel will also need to be arranged.  

It is important to have these facets sorted out as far in advance as possible, in order to give you time to 

sort out any issues and prepare the show properly before performing.  
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What DST offers  

DST offers a variety of forms of support for shows going to Fringe. This mostly comes from the Theatre 

Development Coordinator, but also from the DST executive committee who can offer advice and lend an 

ear. 

This involves: 

 Financial support – DST offers financial support for Fringe shows. 

 Contracts checked and supported by Durham University. 

 Centralised marketing – all Durham shows are marketed as part of Durham, which means that you 

will receive twice the exposure. 

 Insurance covered by the University.  

 Practical support – checking budgets, accommodation options, venue advice, rehearsal and 

development timelines, alumni connections, finding out-of-term rehearsal space, etc.  

 

What you will need to do 

As a theatre company looking after a show going to Fringe, you will need to do the following: 

 Contracts 

o all contracts for rights, venues, sponsorship, music, or absolutely anything else must be 

sent to s.m.wright@durham.ac.uk. They will then be forwarded onto Legal for them to 

check.  

o Please keep copies of the contracts you have signed. 

 Finances 

o Inform the university (and colleges if you are a college-based theatre company) to expect 

related payments from Fringe. 

o If you get sponsorship for your Fringe show, you must inform the Theatre Development 

Coordinator. It is important you do so, as they have information regarding sponsorship 

and how to successfully obtain it.  

o Make sure your incoming executive committees on your theatre company know that you 

are going to Fringe. 

o Ensure that the show, the time spent in Fringe and the theatre company have all been 

budgeted for properly. The Theatre Development Coordinator can assist you with this. 

 Insurance 

o For insurance purposes please send the following to kate.a.barton@durham.ac.uk before 

you go to Fringe: 

 Names of all individuals involved 

 Durham emails of individuals involved 

 Phone numbers of individuals involved 

 What academic year individuals involved are in 

 Name of the show 

 Theatre company attached to the show 

 A full itinerary of the time spent at Fringe 

mailto:s.m.wright@durham.ac.uk
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 Risk assessment to cover the duration of the production dates 

 Hires 

o If you wish to hire items from the DST Internal Hires, please contact 

dst.internalhires@durham.ac.uk. 

o Ensure that any company you hire from knows exactly when they are receiving the hires 

back. 

 Marketing 

o Have a clear marketing plan in advance. If you wish to get some advice, there are 

resources on the members’ section of the DST website, or get in contact with the DST PR 

Officer. 

o Use the university’s centralised channels of communication, ie, Dialogue and Twitter. 

o The Theatre Development Coordinator centralises the DST promotion of the Fringe-bound 

shows, so please let them know as far in advance as possible before you go. 

 Other tips 

o Do not go to Fringe/on tour without informing the Theatre Development Coordinator first. 

o Do not sign any contracts with your own name. 

o Do not use bank accounts that are not the theatre company’s to make or receive 

payments. 

o Have a single individual as the venue/other Fringe business contact. 

o Keep a hold of all relevant documents for easy access.  

 

Timeline 

In order to make sure you’re fully prepared to send a show to Fringe, DST has set internalised deadlines 

to ensure that everyone has enough time.  

 

Michaelmas 

week 10 (Monday 10 December):  

Deadline for all theatre companies to confirm with the Theatre Development Coordinator if they are 

going to Fringe. This will include sending what show, production team, evidence of venue searching, 

and a statement of finances to be sent to the Theatre Development Coordinator, plus any other 

information that has been confirmed. 

Christmas holidays: 

The deadlines for the bigger venues (eg, Udderbelly, Pleasance, Assembly) are in January, so we 

recommend having a personal deadline set for December to work out exactly what venue(s) you will 

apply for. 

 

Epiphany 

week 1 (Monday 14 January): 

mailto:dst.internalhires@durham.ac.uk
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Start putting together your preliminary budget.  

Make sure you’ve contacted your venues. 

week 3 (Monday 28 January):  

Start looking for accommodation. 

Submit for display advertising if you want through the Ed Fringe Society. 

week 5: (Monday 11 February):  

Deadline for all theatre companies who are taking a DDF show to Fringe. Theatre companies must with 

the Theatre Development Coordinator, which includes sending what show, production team, evidence of 

venue searching, and a statement of finances to be sent to the Theatre Development Coordinator, plus 

any other information that has been confirmed. 

week 6 (Monday 18 February): 

Funding applications for Fringe shows are due. 

All contracts are to be sent to the Theatre Development Coordinator to be checked. 

Submit your show to Ed Fringe for online registration. 

Have your marketing campaign planned. 

week 10 (Monday 18 March):  

Email Internal Hires to start hires process.  

Have insurance information sent to Kate Barton. 

 

Easter 

week 2 (Monday 6 May): 

Initial news release to Fringe media office. 

Refine budget. 

Send any press releases to appropriate publications. 

week 7 (Monday 10 June): 

Fine tune the show specifically for venue specifications. 

Stay in touch with venue manager.  

week 8 (Monday 17 June): 

Make sure incoming executive committee knows you’re going to Fringe. 

Triple check your budget, and make sure there is a theatre company budget, a Fringe budget, and a 

show budget. 

July: 

Stay in touch with your venue manager. 

Make sure your show is polished and slick. 

Look at performers’ opportunities online, and contact the Fringe Participant Development team. 

Make sure your paperwork is collated into something accessible. 

Keep advertising your show. 

Make sure you have the contact details for the new Theatre Development Coordinator.  
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August: 

Keep in touch with the appropriate contacts. 

Advertise your show. 

Use the Fringe Societies connections, and contact the Theatre Development Coordinator for contacts’ 

assistance. 

Keep on top of your admin.  

Fill out the Fringe Report to send to the Theatre Development Coordinator.  

 

Contacts and resources 

Below is a list of useful contacts and resources. If you ever need help, please feel free to use the list 

below! 

 Theatre Development Coordinator: Sophie Wright (s.m.wright@durham.ac.uk) 

 Head of Student Theatre: Kate Barton (kate.a.barton@durham.ac.uk) 

 DST executive committee (contact student.theatre@duham.ac.uk for general queries) 

 The Edinburgh Fringe Society have a long list of resources and packs online to help shows go to 

Fringe (eg, venues, finances, funding, marketing) (edfringe.com)  
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