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TERMS OF REFERENCE: 

 
To appoint a suitably qualified individual or company to fully implement and 
host a film festival in KwaZulu-Natal for a period of 2 years.  

 
Technical Enquiries:  Ms Lungile Duma 

e-mail:    lungiled@kwazulunatalfilm.co.za 

 

Enquiries:   Ms. Valentia Mthembu 

    

Email:    valentiam@kwazulunatalfilm.co.za 

    031 325 0200  
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1. Abreviation, Acronyms and Definitions 
 
 

TOR Terms of Reference 
 

KZNFC KwaZulu-Natal Film Commission 
 

DEDT Department of Economic Development and Tourism 
 

DAC Department of Arts and Culture 
NFVF National Film and Video Foundation  
KZN KwaZulu-Natal 

 
SP Service Provider 

 
SCM Supply Chain Management 

 
CEO Chief Executive Officer 
AG Auditor General  
PFMA Public Finance Managment Act  

 
B-BBEE Broad Based Black Economic Empoerment 

 
SLA Service Level Agreement 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 



 

4 
 

 
 
 
 
 
 
 

2. BACKGROUND 
 
The KwaZulu-Natal Film Commission (KZNFC) is established under the KwaZulu-Natal Film 
Commission Act, 2010. The KZNFC has been established to promote the film industry in the 
province, and has as part of its objectives: 

ü To promote and market the province as a global destination for film production; 
ü To develop, promote and market, locally and internationally, the film industry in the 

province; 
ü To facilitate investment in the film industry in the province; 
ü To provide and encourage the provision of opportunities for persons, especially from 

disadvantaged communities, to enter and participate in the film industry in the 
province; 

ü To address historical imbalances in the infrastructure and in the distribution of skills 
and resources in the film industry in the province; and 

ü To contribute to an enabling environment for job creation in the film industry in the 
province. 

 
 
2.1 Purpose of the Terms of Reference 
  
The KwaZulu-Natal film Commission has since its establishement funded and supported film festivals 
across the province.   
 
There are now an increasing number of applications from filmmakers and organistations requesting 
funding to stage film festivals.   
 
The KZNFC has therefore taken the decision to make a call for proposals for film festivals and based 
on the proposals will undertake to support the film festivals in different regions over a 3 year period  
period renewable annually based on the perfomance of the festival.   
 
The intention of this intervention is to bring about stability within the film festivals that the 
commissions funds and to professionalise the film festivals to enable them to be model film festivals 
in their regions.  
 
The Durban International Festival remains a flagship festival that the KZNFC has undertaken to support 
given its long standing in the film festival calender and the fact that it is considered the national film 
festival, supported by the industry as a whole. 
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The  purpose therefore of the TOR is to solicit proposals from suitably qualified Individuals and or 
companies to fully implement and a host a successful film festival in KwaZulu-Natal.  
 
 
3. Objectives of the Event 
 The KwaZulu-Natal Film Commission is mandated to fund and support the local film industry and 
support all initiatives directed at growing audiences for local talent as this will ensure growth and 
sustainability which leads to the creation of sustainable employment.  
 
4 Scope of work  
 
The KwaZulu-Natal Film Commission seeks to appoint a suitably qualified individual, company or 
community based organisation  to plan, facilitate and fully implement local film festivals in 4 district 
municipalities.  The KwaZulu-Natal province has 10 district municipalities namely (name them).  The 
KZNFC will at this stage only consider 3 film festivals in 3 (three) district municipalities in the 2018/19 
financial year and another 4 in the 2019/20 financial year until such time that KZNFC has the resources 
to increase the number of festivals it can support per financial year. Only one (1) film festival will be 
supported per district municipality.The identified municipaities are as follows for 2018/19: 
 

- Umgungundlovu District Municipality  
- Zululand District Municipaility  
- Uthukela District Municipality  

 
The appointed service provider will cordinate and fully implement  all activities relating to the hosting 
of a successful film festival.  The activities may include but not limited to: 
 
The film festival are to have the traditional structure that defines a film festival and it is compulsory 
that it has the following elements: 
 

- A Film Festival Programme – South African films are to be a prominent feature of the film 
festival programme, the proposed film programme should form part of the proposal. 

- An Industry Programme – The programme is to include workshops and masterclasses in the 
area of film and should be contained in the proposal. 

- Community Screenings – Communities in an around the central location of the festival should 
be covered and this is to be demonstrated in the proposal. 

- A Marketing and Publicity Campaign – The proposal should include a clear maketing and 
publicity campaign which demonstrates how audiences will be gained for the festival 

 
Roles and Functions. 
 
The roles and functions of personnel within the festival should be clearly defined.  The festival must 
have the following roles clearly demonstrated in  the proposal. 
 

- Festival Manager – The festival manager should be clearly identified in the proposal.  The 
festival manager is in charge of the film festival.  Their role is to oversee all aspects of the film 
festival and ensure the festival is run efficiently and effectively. 
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- Progamme Manager – The Programme manager should be clearly identified.  They are 
ultimatly responsible for the programming of the festival in consultation with and reportign 
to the festival manager. 

- Marketing Official – The marketing official should be clearly defined and identified in the 
proposal. The marketing official is responsible for all marketing and publicity for the festival 
in consulation with and reporting to the festival manager. 

- Governing Structure- The festival is to have a governing structure that should include 
member/s of the local municipality and members of the community.  There is to be a technical 
expert who understands how film festivals are run and operated.  The KZNFC is to also be a 
member of the governing structure.  The governing body is to meet once a quarter.   

 
The proposal is to also include the following: 

 
ü Event Theme and Conceptualisation  
ü Sourcing of film content of various genres 
ü Recruiting of judges to be members of a festival jury 
ü Sourcing of industry experts to conduct workshops, masterclasses and/or seminars 
ü Securing of all required infrustructure including screening venues 
ü Community mobilisation 
ü Engaging community leaders and municipal officials 
ü Liaise with the Film and Publications Board for the necessary permissions to host a film festival 

and screen filmed content 
ü Devleop a media and marketing campaign for the festival 
ü Ensure that the festival has made provision for and engaged a Festival Manager and Festival 

Programmer,  
 
4. Deliverables and Outputs: 

ü Host a successful film festival over a period of 5 days – The festival must have a full and 
comprehensive programme and give an implementation plan for public participation at each 
event in the programme. 

ü  Secure content for screening from local (KwaZulu-Natal), National (South Africa), continental 
(The African continent) and International filmmakers who are the rights holders for the 
content.    

ü Secure screening permit from the Film and Publications Board for all films that have been 
selected. 

ü Secure all Venues, which must include: base, opening and closing night venue if different from 
base, screening venues.  

ü Prepare and submit a full film screening programme.  
ü Secure additional funding for the festival from funding partners and sponsorship.   
ü Liaise with community leaders for buy in and support  
ü Liaise with municipal officials in order for them to assist with community mobilisation and 

creation of awareness.  
ü Invite and host industry experts who will facilitate workshops, masterclasses and or seminars 

during the festival.  
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ü Develop a detailed campaign for the mobilisation of the public to attend the different 
programmes in the festival.  The mobilisation campaign should clearly identify the target 
groups being sought, the strands of the programme that will attend, and the expected 
response to the campaign.   

ü Mobilise emerging and established film makers for both screenings and training 
ü Invite political, community leaders and dignitaries for the opening and closing night of the 

festival 
ü The KZNFC would like to see a full report on all expenditure for the festival.  This is to include 

an account of KZNFC funds spent on the festival, as well as funds from all funders.  Since most 
festivals are funded by government entities, this is to ensure that there is no double dipping of 
funds.  Any other funds raised by the festival are also to be accounted for to ensure that even 
in the case of private funding, government resources are not spent on items that are already 
funded or sponsored.   

ü The successful applicant is to ensure that all accounts are kept up to date, a full cost report on 
all funds allocated to the festival is to be submitted post the event and before the last tranche 
of funding is released for the project 

ü Prepare and submit a full close out report with full financial reconciliation. 
ü Ensure the standards for safety, security and insurance are in place for the event. 

The successful applicant along with their appointed team is to agree to undertake a formal 
training programme in festival management. 

 
5. Expertise, experience and Skills Required 
5.1 Project Leader (Festival manager) 

ü The incumbent should have proven and extensive experience in Project Management coupled 
with a minimum of 5 years’ experience in event co-ordination / project management. 

ü Understanding of the film industry in general, with a specific understanding of the KZN film 
industry  

ü Ability to solicit information on festival trends, experts in various fields and guide lines in 
running a successful film festival 

ü In-depth knowledge of Municipal regulations when it comes to events hosting  
ü Proof of experience in staging similar events 
ü Proof of Experience in working with government entities 
ü Proven success in fundraising. 
ü Sound knowledge and experience in financial management 
ü Sound knowledge and experience in Project Management. 
ü Knowledge of Government/ commercial tender and purchasing systems 
ü Strong Leadership and facilitation skills 
ü In-depth knowledge of PFMA, BBBEE, SCM Process and Corporate Governance and 

Administration. 
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5.2 Programme Manager 

ü 3 years relevant tertiary qualification.  
ü Proven record of accomplishment in conceptualizing and writing project proposals.  
ü Sound report writing skills.  
ü Experience in the planning, implementation, monitoring and evaluating of projects.  
ü Sound public relations skills.  
ü Finance and staff management skills.  

6.3 Event Co-ordinator  

ü Proven and extensive experience in event co-ordination with a minimum of 5 years’ 

experience. 

ü Planning, organising and coordination skills. 

ü Communication, facilitation and conflict management skills 

ü Ability to work under pressure.  

ü Ability to work independently  

ü Conceptual and analytical skills 

ü Strong leadership and facilitation skills 

ü Festival Programmer who will be amongst other duties be responsible for securing and 

planning the highest quality program of films, panels & special events; and for delivering high 

level of hospitality to filmmakers and film industry executives for the 5 days festival.  

 

Other Requirements: 

ü Applicants must have links to the area they are applying for i.e be resident in area or be from 

the area/municipality.  

ü Municipal utility bill to accompany each application as proof of address 

ü Where applicant claims experience in similar field, applicants are.  expected to submit 

evidence  

ü Separate banking account dedicated to the event 

ü Appointed service providers will go through a compulsory training on how to host a successful 

Film, failure to attend will result in an automatic disqualification 
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6.  Contract Duration  
The contarct is valid for a 3 years period strating from 2018- 2020 subject to reviews and 
internal assessment.  

 
 
 
7. REPORTING 

For contracts management, performance monitoring and relationship management, the service 
provider will be accountable to the Acting Marketing and Communications Manager.  
 
 
 
 
 
 
 

 


