Needham Community Theatre’s Producer Handbook

Timeline:

I.  Four to six months prior to show dates.

A.    Secure location for auditions and rehearsals, put-in and performances.

1. For Newman Elementary School or other Needham Schools

Needham Department of Public Buildings, Kim Taylor  781-455-0442 
a. Permit phone line is only open Tues/Thurs 9-1

Submit detailed list of when the building(s) are to be used and which rooms.  (See example attached). This may be done by email or fax ktaylor@town.needham.ma.us  Fax# 781-455-0442

2. For Needham Presbyterian Church (Sunday rehearsals, other weekday rehearsals and building in basement)
a. Contact Donnie Dick donnie.npc@verizon.net
B. Find Production Team Members:  By this time, the board should have already hired the Director, Music Director and Choreographer.  If not, producers should fill these positions.
1. Stage Manager(s):  This is the most crucial job to fill.  Often it is easier to find someone if there are two stage managers or at least an assistant.  This allows more coverage for rehearsals and alleviates one person having to do everything. The board is the best resource for choices.


2. Set Designer:  This has increasingly been found to be one of the hardest jobs to fill.  Good Set designers are hard to come by.  Check the EMACT website for other community theatre links to find names.  See Contact list for possible designers.

3. Costume Designers:  Several Board Members and long time NCT members take on this job.  If a lot of sewing is required, it might be more difficult to fill positions.  

4. Lighting Designers:  We have used several designers in the past and all have done a good job.

5. Properties:  Depending on the show, this can be a very easy job, but if it is a real period piece, it can be a real challenge.  

6. House Manager(s).  This job does not need to be filled as early as the others and is quite easy to fill.

7. Box Office Chair:  Responsible for ticket sales

8. Program:  It is a good idea to get this person on board early, so bio information can be sent (preferably electronically) so when crunch time comes, most of the hard work has been done already.

9. Sound Design:  Sound can be very easy (just a few mics) to very complex if there are lots of sound effects.  Michael Cohen/Mark Still/Rob Sutherland  are good contacts.
10. Advertising:   For most musicals, we sell ads to pay for program printing.  The ad chair is responsible for canvassing town businesses to sell ads.

C. Hold preliminary meeting(s) with Directors to discuss vision and concept.  Will auditions be open, or scheduled?  Get details from directors (characters, ages, vocal ranges, type of song to sing etc), so publicity chair can publicize.  

D. Make arrangements to order scripts.  (often, the treasurer will do this, since he has access to funds).

II. About 1 month before auditions:

A. Schedule volunteers to work auditions.  For musicals, there should be at least 4-5 people per night.  Straight shows 2-3 are adequate.

B. Arrange to have an ombudsman present at auditions.  This should be a board member who knows long time NCT members, to assure the NCT casting policy is being adhered to.

C. Hold a full Production meeting with all team members.  At this time, the directors should have a tentative rehearsal schedule proposed.    Start set building if possible.

D. Find out what materials the directors will need for auditions.  Do scripts need to be xeroxed?   

E. Prepare budget for show for approval by the board.

III. Auditions:
A. Make sure Audition Forms, Membership forms, Digital Camera, laptop (and possibly printer if director wants pictures attached to audition form) pens and stapler are brought to auditions.  It is a good idea to have a proposed rehearsal schedule present so people know when rehearsals are.  Audition form should contain a conflict schedule. There should also be a list of all available parts and their ages and vocal ranges posted for all auditioners to refer to.  If there are a lot of auditioners, nametags are helpful.  Sometimes we use a numbering system to keep track of auditioners.
B. Check in auditioners as they arrive.  Take their picture and save on laptop or print out and attach to audition form (director’s choice).  Make sure auditions run smoothly and that everyone gets a fair chance to try out for the part they want.

C. A producer usually sits in on casting decisions with the directors and ombudsman.  If a producer is auditioning, they should not take part in any casting decisions.  Producers also make call-back calls if needed.
D. Once casting is complete, the producers are responsible for contacting auditioners on the decisions.  Call those who are cast first and get their commitment before calling those not cast.  When calling, let them know when the first rehearsal is.  We have recently started emailing those that are not cast, unless they specifically request to be called. When contacting those not cast, encourage them to help out in some capacity.  When calling children, it is best to speak to a parent, especially if the child is young.

E. Check with director to see if rehearsals schedule needs to be printed for first rehearsal.

F. Prepare Cast/Production Team List to pass out at first rehearsal.

IV. First Rehearsal

A. Producers should attend first rehearsal and encourage all production team members to also come.  They should make a brief announcement welcoming everyone to the show and NCT.  Make them aware of the following policies.  (IF the show has children in the cast, parents should attend at least the meeting portion of the rehearsal.).

1. All cast members must become members of Needham Community Theatre

2. Costume policy (Check with costume designers, but for the most part, costumes are the responsibility of the cast members.

3. Volunteer policy (committee work and put-in requirements)

B. Introduce other production team members.

C. Pass out cast list and production team contact list

D. Arrange for parent volunteers to chaperone rehearsals if there is a large children’s cast.

V.  First Month of Rehearsals (6-10weeks prior to show)

A. Keep in constant contact with director.  Try to attend at least 1 rehearsal a week to see how things are progressing and to answer questions.   Make any business announcements to cast that are needed.

B. Recruit any additional cast members needed.

C. Hold Design meeting(s) with team to see how things are progressing.  Arrange for volunteers for building, etc.

D. At least 6 weeks prior to show, send in form for EMACT adjudication.  Forms may be found at www.EMACT.org.

E. Prepare bio form and distribute to cast and production team.  The producers, program person and publicity person should all get completed copies.  Email format is preferable.

VI. Second month of Rehearsals (2-6 weeks prior to show)

A. Arrange for Police and Fire coverage for performances.  
B. Keep in constant contact with production team members and directors.  Make sure there are no problems with any of the production teams.   Be aware of expenditures and help keep show within budget.

C. Plan on attending at least one rehearsal per week.  Make announcements at that rehearsal as needed.

D. Make sure memberships are paid 

E. Make sure bios are done.

F. Recruit help for hanging posters, set building, costumes to assist committee chairs.  Help recruit stage crew for stage managers.

G. Arrange to paint sandwich boards and sign for Memorial Park.

H. Arrange to have a photographer come in to take head shots and rehearsal shots for display board.  The pictures are usually taken the last two weeks of rehearsals.  (We pay for film and developing, but not for time)  There is usually someone who will volunteer to do this.

VII.  Last two weeks of  Rehearsals:

A. Attend to any last minute details.

B. Find location for cast party.

C. Find out from production team members what else needs to get done and prepare a task list for Put-in Weekend

D. Sign cast up for put-in Weekend.  

E. Arrange Barn run for any props, set pieces that are need for show.  (you may need to ask a board member to make call, since only a few people have access to the barn.

1. Ridge Hill Reservation:  


 jandycamp!aol.com
781-449-4923

F. Arrange to have someone put up Memorial Park Sign.

G. Arrange for a  Piano Tuner to tune performance piano during put-in weekend.

H. Arrange Wiring/Electrical Permit

1. We need to get a permit from the town.
2. We should call a Needham electrician to inspect our wiring on Monday at the outset of tech week (after we have installed sound and lights).

3. We have recently used Bill Kapinos in Wellesley 
4. The electrician works with the town inspector to take care of the permit.  Should we ever need to contact the town inspector, we should call 781-455-7542 (ext 210) before 8:00am and 8:30am.  

5.  Before the electrician arrives we should take care of the following:

· Place all big cables under approved cable covers on the floor.  Taped down wires are not acceptable.  
· Put any strip outlets out of sight, either under the stage platform extensions or behind a curtain. 

· Make sure that no lighting cables are resting against lighting instruments. 

· Place the wooden boxes that Jeff built over the cables that run under the old lightboard and over any other bcables that may be running upstage to light a cyclorama.

VIII. Put-in Weekend

An organized put-in is crucial to a great show.  Make use of everyone’s time efficiently.  No one should be sitting around doing nothing.  A producer or designee should be present for every minute of put-in.  Co-producers can divide up time so that everyone is not there the whole time.

A. Have detailed task list prepared, so that there is a job for everyone.  Assign team leaders for different tasks: ( ie:  Set building, set painting, costumes, etc)

B. Provide or collect money for refreshments for the volunteers.

C. If any last minute items are required, send someone out for them, or get them yourselves.

D. Assist Stage Manger in preparing for Technical Rehearsal, by clearing stage, cleaning up, etc.

E. See lighting/wiring permit/inspection above
IX. Tech Week

A. Attend to any last minute requests for directors or design teams.  There may be few to many.  Delegate whenever possible.

B. Arrange to have someone put up display boards opening night.  Head shots and other display items will be posted.

X. Performances

A. Be proud of your accomplishments.

B. Make plans for cast party (who brings what, etc)

C. Arrange for Barn run for Strike

XI. Strike

A. Prepare detailed strike task list and assign cast and crew to the tasks.  The following are common tasks, but there may be more or less for any particular show.

1. Sets ( by far the biggest group, also moves stage at end, if needed)

2. Lights ( needs to climb high ladders)

3. Sound

4. Costumes ( to take in borrowed costumes)

5. Props/Prop Room 

6. Cleaning Band Room

7. Cleaning Dressings Rooms

8. Cleaning Auditorium ( take number off seats, strike orchestra chairs, etc.)

9. Erase scripts and scores

10. Take down display boards

Then…go to the cast party and  revel in a job well done!!!!!!!!!!!!!!!!!!!!!1

APPENDIX

Needham Community Theatre

PO Box 920242

Needham, MA 02492

Below is the proposed schedule for our fall show “Fiddler on the Roof”.  We are requesting a permit for the use of the specified rooms at Newman Elementary School.   Any permits can be either faxed to me at the below number, or sent to me at the NCT PO box above. 

	Day
	Date
	Time
	Rooms
	Purpose

	Wed
	9/4/02
	6:30-10:00pm
	Auditorium
	Rehearsal LEADS

	Tues
	9/10/02
	6:30-10:00pm
	Auditorium, cafeteria
	Auditions ENSEMBLE

	Wed
	9/11/02
	6:30-10:00pm
	Auditorium, cafeteria, 
	Auditions ENSEMBLE

	Thurs
	9/12/02
	6:30-10:00pm
	Auditorium, cafeteria, bandroom
	Rehearsal, FULL CAST

	Tues
	9/17/02
	6:30-10:00pm
	Auditorium, cafeteria, bandroom
	rehearsal

	Thurs
	9/19/02
	6:30-10:00pm
	Auditorium, cafeteria, bandroom
	rehearsal

	Tues
	9/24/02
	6:30-10:00pm
	Auditorium, cafeteria, bandroom
	rehearsal

	Thurs
	9/26/02
	6:30-10:00pm
	Auditorium, cafeteria, bandroom
	rehearsal

	Tues
	10/1/02
	6:30-10:00pm
	Auditorium, cafeteria, bandroom
	rehearsal

	Thurs
	10/3/02
	6:30-10:00pm
	Auditorium, cafeteria, bandroom
	rehearsal

	Tues
	10/8/02
	6:30-10:00pm
	Auditorium, cafeteria, bandroom
	rehearsal

	Thurs
	10/10/02
	6:30-10:00om 
	Auditorium, cafeteria, bandroom
	rehearsal

	Tues
	10/15/02
	6:30-10:00pm
	Auditorium, cafeteria, bandroom
	rehearsal

	Thurs
	10/17/02
	6:30-10:00pm
	Auditorium, cafeteria, bandroom
	rehearsal

	Tues
	10/22/02
	6:30-10:00pm
	Auditorium, cafeteria, bandroom
	rehearsal

	Wed
	10/23/02
	6:30-10:00pm
	Auditorium, cafeteria, bandroom
	rehearsal

	Thurs
	10/24/02
	6:30-10:00pm
	Auditorium, cafeteria, bandroom
	rehearsal

	Tues
	10/29/02
	6:30-10:00pm
	Auditorium, cafeteria, bandroom
	rehearsal

	Wed
	10/30/02
	6:30-10:00pm
	Auditorium, cafeteria, bandroom
	rehearsal

	Thurs
	10/31/02
	6:30-10:00pm
	Auditorium, cafeteria, bandroom
	rehearsal

	Tues
	11/5/02
	6:30-10:00pm
	Auditorium, cafeteria, bandroom
	rehearsal

	Wed
	11/6/02
	6:30-10:00pm
	Auditorium, cafeteria, bandroom
	rehearsal

	Thurs
	11/7/02
	6:30-10:00pm
	Auditorium, cafeteria, bandroom
	rehearsal

	Tues
	11/12/02
	6:30-10:00pm
	Auditorium, cafeteria, bandroom
	rehearsal

	Wed
	11/13/02
	6:30-10:00pm
	Auditorium, cafeteria, bandroom
	rehearsal

	Thurs
	11/14/02
	5:00-10:00pm
	Auditorium, cafeteria, bandroom
	rehearsa’

	Fri
	11/15/02
	6:00-11:00pm
	Auditorium, cafeteria, 
	Put-in

	Sat
	11/16/02
	9am-11:00pm
	Auditorium, cafeteria, 
	Put-in

	Sun
	11/17/02
	9am-11:00pm
	Auditorium, cafeteria, bandroom
	Put-in/Tech Rehearsal

	Mon
	11/18/02
	6:00-11:00pm
	Auditorium, cafeteria, bandroom
	Tech Rehearsal

	Tues
	11/19/02
	6:00-11:00pm
	Auditorium, cafeteria, bandroom
	Tech Rehearsal

	Wed
	11/20/02
	6:00-11:00pm
	Auditorium, cafeteria, bandroom
	Dress Rehearsal

	Thurs
	11/21/02
	6:00-11:00pm
	Auditorium, cafeteria, bandroom
	Dress Rehearsal

	Fri
	11/22/02
	6:00-11:00pm
	Auditorium, cafeteria, bandroom
	Performance

	Sat
	11/23/02
	6:00-11:30pm
	Auditorium, cafeteria, bandroom
	Performance

	Sun
	11/24/02
	12noon-5:30pm
	Auditorium, cafeteria, bandroom
	Matinee Performance

	Tues
	11/26/02
	6:30-10:00pm
	Auditorium, cafeteria, bandroom
	rehearsal

	Fri
	11/29/02
	6:00-11:30pm
	Auditorium, cafeteria, bandroom
	Performance

	Sat
	11/30/02
	6:00-11:30pm
	Auditorium, cafeteria, bandroom
	Performance

	Sun
	12/1/02
	12noon-9:00pm
	Auditorium, cafeteria, bandroom
	Matinee/Strike


Heather Daley

Producer “Fiddler”. President, NCT

H     781-235-4019

W    617-632-5767

Fax  617-632-5759

