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General Responsibilities of a Production Team for the Deep River Players

The Director is the most important creative person on the production staff. The Director is responsible for everything that happens onstage during the show, for the look and "feel" of the production, and for the "artistic vision" behind it. 

The Director: 

· Usually chooses the script and submits a proposal to the Players executive ( The proposal form can be found on the Deep River Players Website)

· Studies the script of the show

· Prepares all materials for ‘Info Night’ and auditions (this may include audition pieces for men and women and a brief description of the lead characters in the play.  If possible, this information should also be given to the Deep River Players webmaster to be put on the Players website.) 

· Calls a pre-audition meeting - if required 

· Chooses the audition panel (This must consist of 3 to 10 people including one member of the Deep River Players Executive)

· Sits on the audition panel and has the final say in casting

· Plans the blocking for the play, before rehearsals begin – but allows this to change during the rehearsal process.

· Directs the actors - tells them what to do, where to do it, when to do it, and why they are doing it.  Provides constructive instruction to actors.  

· Usually teaches inexperienced actors the basics of acting (this may include playing acting games at the beginning of rehearsals)

· Helps of the producer and/or treasurer prepare the budget

· Prepares or has input in the rehearsal schedule.  The schedule should include several full run-throughs.  It may also include a tech rehearsal (when the actors are in full costume and make-up and the technical peoeple have a chance to see what it will look like and perfect the equipment) a Q2Q rehearsal (when the actors are in full costume, make-up and hair and the lighting, sound, entrance/exits and scene changes are rehearsed – without going through the full play) and a dress rehearsal (which is like a performance – with no stopping and some audience members (e.g. long-term care facility, crew members, friends and family of cast members who can’t make it to the show etc…))  

· Conveys their vision of the play to all the department heads

· Conveys any special "show-specific" needs to each of the department heads (This can be done on their individual role descriptions - see below)

· Has final say in sets, decorating, venue, props, costumes, lighting and sound

· Maintains and conveys a positive attitude and enthusiasm with the cast and crew and helps to build them into a team.

· Reports any problems (conflicts) to the Executive

· Assists the stage manager in preparing a queued script and planning for the Q2Q rehearsal (if one is required)

· Purchases a gift for the producer.

· Hands over responsibility for the show to the Stage Manager on Opening night.

The Producer is responsible for the financial well-being of the production, and for coordinating the activities of the entire production staff. The Producer's responsibility is to ensure all bookings are made and to keep everyone on schedule, and to make sure everyone is doing his or her job within the parameters of the production budget. 

The Producer: 

· Reviews the Deep River Players Production guidelines and ensures that all the department heads are aware of rules pertaining to their responsibilities.

· Recruits volunteers to take all required department head jobs in consultation with the director

· Assists any of the department heads in recruiting volunteers for their crews as required.

· Supervises the managerial staff and production crew and is the liason between all other groups (e.g. high school, Legion, musical society, symphony).  This may include smoothing ruffled feathers. 

· Distributes audition material, schedules audition times (or recruits the Stage Manager to do the scheduling) and ensures auditions are advertised at least 2 weeks prior to all Deep River Players members and to the general public through the use of an NRT article, display ad or classified ad.  

· Notifies auditionees of casting decisions (this may also be done by the director).

· Prepares the budget - in consultation with the director and treasurer.

· Does all bookings for auditions, rehearsals and performance spaces

· Ensures that all licensing fees, copyrights and liability insurances are paid.

· Prepares a seating arrangement for the show, in consultation with the director and set designer and provides the seating arrangement to the Tickets Manager.

· Receives all bills from the department heads, determines if the expense is legitimate and reasonable, and forwards them to the treasurer for payment - indicating which budget line each bill should go against.

· Informs department heads if they are nearing or exceeding their budget, after being notified by the treasurer.

· Provides the actors with rules of conduct including disciplining actors for poor attendance or lateness at rehearsals.

· Ensures that actors’ photos are taken for the program if requested by the director.

· Informs the actors of any special hair requirements early on in the rehearsal process - as directed by the Hair Stylist.

· Informs the actors of the number of tickets sold – on a regular basis and encourages the actors to “talk-up” the show particularly if sales are low.

· Prepares (with the help of the director) a rehearsal schedule and distributes it to the cast and crew.  This will include several run throughs and may include a tech rehearsal, Q2Q and dress rehearsal.

· Prepares a phone and e-mail list of all cast and department heads and distributes these lists to all cast an crew (encourage that they send this electronically)

· Collects the membership fee from all cast and crew members (This may be delegated to the Stage Manager.

· Takes care of any correspondence between the cast and crew.  This may be in the form of e-mail, phone or letter.

· Organizes, chairs and prepares the agenda for all production meetings (as a minimum - meetings shall be once before rehearsals start, at least once per month during rehearsal period and once following the last performance)

· Provides each department head with a hard copy of their roles and responsibilities early in the rehearsal process (preferably at the first production meeting)

· Ensures that minutes are recorded for production crew meetings

· Ensures that “Lessons Learned” are submitted by all department heads following the show and forward all lessons learned forms to the Players Executive for scanning and filing.

· Ensures that the North Renfrew Times has found an Argus and offers 2 complimentary tickets to Argus.

· Arranges for someone to take pictures at dress rehearsal

· Ensures that hair/make-up/costume/props/sets people attend rehearsals when required.

· Ensures that a cast photo is taken (preferably in full costume)

· Arranges for an audience at dress rehearsal. (This will include crew members (not just department heads) and may include long-term care facility, friends and family who can’t make the performance etc.) 

· Organizes the cast party

· Purchases flowers (or plans for other appropriate recognition) for the Director on closing night.

· Purchases gifts and thank-you cards for the department heads and the director.

Note:  For smaller productions (e.g. variety nights) the Director sometimes takes on the Producer duties, but this is not encouraged as a rule. Some productions have more than one Producer. 

· (Show specific requirements) ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

The Stage Manager makes sure everything runs smoothly and properly both in rehearsal and onstage. The Stage Manager is also the liason between the actors and the production staff

The Stage Manager:

· Opens and closes all rehearsals and ensures they start on time - even if the director is not ready.  This may include doing physical or vocal warm-ups, playing acting games, or assisting actors in character development.

· Assists with “crowd control” during auditions if required and may schedule individual audition times (if requested by the Producer).

· Recruits and organizes a stage crew to take care of all scene changes and set preparation and clean-up for each rehearsal and performance.  This team may consist of one or more assistant stage managers and a prompter.  

· Coordinates the activities of the directorial staff, design staff and actors during the rehearsal period. 

· Takes attendance during rehearsals

· Receives notice from actors when they plan on being absent from rehearsals and arranges for someone to fill-in or read for them.   

· Is prepared for any event during rehearsals and performances.  This may include calling absent cast members, prompting actors, arranging for first aid or medical attention etc.  

· Ensures that adequate supplies are available at rehearsals and performances for unexpected events.  The Players have a portable Stage Managers cupboard in the clubhouse containing most of the essentials (safety pins, pencils, duct tape, flashlights, headsets, baby monitor, batteries, bug spray, tool bag etc…)  

· Makes a note of all actors entrances and exits and all other stage queues on the Stage Manager’s script prior to tech rehearsal.

· Ensures that all actors are aware and ready for their queues.

· Takes over the responsibility for the show from the Director on Opening Night.

· Acts as director for any rehearsals that the director might not be able to attend 

· Coordinates the activities of the actors, stagehands, props personnel, dressers and House Manager during performances.  

· Organizes all scene changes.  Depending on the complexity of the show this may include mapping out the set for each scene and assigning individuals on the stage crew, specific roles and tasks for each scene.

· Calls the show – including when to shut the house lights, open and close the curtain, and start and end scene changes etc.  This may be done from one of the wings or may require the stage manager to be at the back of the auditorium if much of the action takes place in front of the proscenium.

· Arranges for communication between the various departments and actors during the show (e.g. arranging for head sets and baby monitor back-stage if required)

· Organizes striking of the set and return of material to each department head.  

· (Show specific requirements) __________________________________________________________________________________________________________________________________________________________________________________________

The House Manager is responsible for dealing with the audience before, during and after performances. The House Manager is in charge of the performance prior to its start and during intermission periods, in each case handing control over to the Stage Manager when he or she determines that the House is ready. 

The House Manager:

· Arranges for any house decorating or pre-show as directed by the director.

· Opens the theatre before each performance. 

· Recruits and supervises the ushers and ticket takers/sellers.  

· Ensures the ushers are appropriately clothed and in character as may be requested by the director.

· Distributes programs and notifies the Producer if it appears that more programs will be required.  

· Turns on and off the house lights when required.

· Gives notice to the audience when intermission is almost over flashing the hall lights or some other method.

· Informs the stage manager when the house is ready for the show to start.  

· Seats late-comers when appropriate

· Enforces "house policies" with the audience (like no food, drink or photography during performances).

· Ensures that refreshments are available at intermission.  This may include selling drinks and snacks or recruiting a group to provide refreshments.

· Deals with any audience emergencies.

· Closes and cleans the house after the audience has departed. 

· Sells and receives tickets at the door and resolves any last-minute disputes and discrepancies that arise in this regard.   The Ticket Manager may assist with this duty.

· Keeps the seating plan up-to-date so that the tickets sold can be reconciled with the number of seats used in the house, by the Tickets Manager.  

Note:  There may be a house decorator in charge of decorating the house and a pre-show director in charge of the pre-show.  

· (Show specific requirements) ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

The Show Treasurer assists the producer by keeping track of all income and expenditures. 

The Show Treasurer: 

· Prepares a budget spreadsheet using the template that can be obtained from the Deep River Players executive.  The Budget spreadsheet should include an area to itemize all individual expenditures and receipts for the production, and a table containing the budget lines versus the original budget and the total actual spends for each line item.  

· Keeps the spreadsheet up-to-date.

· Provides a copy of the budget spreadsheet to each department heads at each production meeting (or more frequently)

· Informs the producer immediately if any of the budget lines are nearing their limit.

· Informs the producer if expenditures are expected to exceed the budget by 10% or greater and assists with preparing a new budget to be presented to the Players executive.

·  Following close-out of a shows' books the Show Treasurer submits a final financial report to the club Executive and hands the books over to the Club Treasurer in a timely fashion (within one month if possible).  The show financial report is presented to the club at the AGM. 

· (Show specific requirements) ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

The Set Designer/Builder/Decorator This role can be taken on by one or more people.  

The set designer: 

· Designs the sets for a production after studying the script and meeting with the Director. These sets may include backdrops, walls, stage pieces and risers, set pieces like chairs and tables, onstage helicopters and falling chandeliers. 

· Consults the other designers to make sure the set designs are compatible with the designs for the other physical components of the show. 

· Reviews the Deep River Players existing wall and floor pieces, as well as furnitures seeking to incorporate them into the design to help keep the set cost reasonable.  

· Works with the Set Builder to construct the sets. 

Note:  Sometimes the Director chooses to design the set. Set design can also be a group effort. 

The set builder:

· Organizes a crew to build the sets

· Purchases any of the required set materials.  (Note:  The Deep River Players have an account at the Home Hardware in Deep River that can be used for these purchases)

· Arranges for the sets to be constructed early in the rehearsal period

· Organizes the moving of the set whenever required

· Organizes the disassembly and proper storage of the set at St. Mary’s Storage area following the last performance.

· Arranges for all scrap material to be either properly stored or disposed of.

· Arranges for borrowed set pieces to be returned in a timely manner.

· Is on hand during the later stage of the rehearsal period to do any last minute repairs and adjustments to the set as requested by the stage manager, producer and/or director, or even the actors.

· Ensures that all rules of the venue are followed.  This includes no painting or sawing on the stage of Mackenzie (except for touch-up painting, or painting of hanging backdrops)

The set decorator:

· Organizes a team to paint the sets including the backdrops

· Obtains, and puts up any of the decorations required for the set as directed by the director and/or set designer (e.g. paintings, books, plants, wall hangings).   (Note:  The Deep River Players have an account at the Home Hardware in Deep River that can be used for these purchases)

· Is on hand during the later stage of the rehearsal period to do any last minute repairs and adjustments to the set decorations as requested by the stage manager, producer and/or director.

· (Show specific requirements) ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

The Lighting Designer determines how lights will be used to illuminate the stage in a production, after studying the script and meeting with the Director. 

The Lighting Designer: 

· Consults the other designers to make sure the lighting will be compatible with the other aspects of the physical production. 

· Creates a lighting plot indicating what kind of lighting equipment will be used, where it will be placed, how it will illuminate the stage, and when and how it will be operated. 

· Finds the necessary equipment (renting it if necessary), positions the equipment, focuses it onto the appropriate sections of the stage and wires all of the lighting equipment into a master lighting board which will be used as a control panel during the performance.  The Deep River Players often rent the equipment and services of Algonquin Events (Jim Bourgeois).

· Recruits a crew to operate all the lighting equipment as required. (The Lighting Designer may or may not operate the board during performances.)  

· Ensures that all lighting queues are included on the “Queue script” and rehearsed prior to the first performance (e.g. during the Q2Q rehearsal).  

Note:  The Lighting Designer is often assisted by a master electrician and lighting technicians. At Childs Auditorium the high school techies must be hired to run the high school equipment.  In addition, the Players and Musical Society Registered scaffolding user must be hired to do any work requiring the use of scaffolding including re-adjusting of the overhead lights.  (There’s a form to complete when requesting services for the use of scaffolding.  It can be obtained from the Executive.)  

· (Show specific requirements) ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

The Sound Designer is responsible for amplifying the actors' voices in the show, and providing any sound effects the script or Director might require. This job may be combined with the Lighting Designer role.  The sound design may be as complex or simple as you need it to be. In a small theatre, you might need no microphones at all; in a larger space, you might need to provide each actor with a hidden wireless microphone. At the very least, you will need to balance the actors' voices. 

The Sound Designer: 

· Works with the Director to determine the sound equipment needed and acquires the equipment (by purchase or rental)  The Deep River Players often rent the equipment and services of Algonquin Events (Jim Bourgeois).

· Wires the equipment into the master soundboard which is used during the performance to control the sound levels of the various microphones and amplifiers. (The Sound Designer may or may not operate the board during performances.) 

· Ensures that all sound queues are included on the “Queue script” and rehearsed prior to the first performance (e.g. during the Q2Q rehearsal).  

· (Show specific requirements) ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

The Properties Master is responsible for designing and acquiring and distributing all hand props (hand-held props, for the actors) and set props (props that are a part of the set).  There can sometimes be a separate hand props and furniture props masters. 

The Props master:

· Studies the script and under consultation of the director decides what props are needed at what point in the play.  

· Prepares a list of props needed for each scene.

· Constructs or acquires any properties which may be necessary. 

· Arranges for hand props (sometime just rehearsal props) to be used early on in the rehearsal period.

· Ensures that props are available at rehearsals and arranges for their storage between rehearsals.

· Sets up a props table or other method for actors to easily get their props for their entrances.  

· Recruits a props crew who will store and care for the props and coordinates their use during performances (if required). 

· Arranges for all props to be properly removed during set strike.

· Ensures that all props are properly stored or returned to their owner in a timely fashion following the last performance.  (This may require keeping a list of items borrowed so they can be easily returned)

· (Show specific requirements) ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

The Costume Designer designs and assembles the costumes for a production after studying the script and meeting with the Director. 

The costume designer: 

· Works with the director, make-up artist and hair stylist to create a physical "look" for each character, and consults the other designers to make sure the designs for the costumes are compatible with the other aspects of the physical production. 

· Creates the costumes. This may involve sewing costumes from scratch, assembling costumes from found articles of clothing, or renting costumes from costume shops. The Deep River Players have a large costume storage area in the Deep River Players clubhouse.  Costumes can also be borrowed from the high school or the Deep River Musical Society, upon request.  

· Stores and cares for the costumes and coordinates their use during performances (a wardrobe person may be used for this role)

· Ensures that individual actors know wear their costumes are stored for each scenes and devises a system for costume storage and identification during performances.

· Arranges for a “changer“ if quick scene changes are required.

· Is on hand during the late stages of rehearsal and during performances to do any costume repairs or adjustments. 

· Arranges for costumes to be washed (if required) and properly stored at the Players clubhouse following the last performance.

· Arranges for any borrowed materials to be returned  and properly washed or dry cleaned in a timely manner. 

Note:
Sometimes the Director chooses to design the costumes. 

· (Show specific requirements) ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

The Make-up Designer is responsible for designing the make-up to be used for the show, acquiring the make-up and ensuring the make-up is applied properly for performances and dress rehearsals.

The Make-up Designer:

· Consults the Director, Costume Designer, Hair Stylist and Lighting Designer to determine the kind of make-up each actor will apply during performances, and how that make-up will be applied. 

· Reviews the inventory of Players make-up and orders any supplies that are needed.  (General multi-purpose make-up is charged to the club account – show specific make-up is charged to the show account)

· Determines the make-up needs.  These might range from a simple foundation or base to special applications like moustaches, warts, scars or extra eyes. 

· Recruit’s a crew to apply the make-up on the actor and/or trains the actors to put on their own make-up.  (to teach crew or actors to put on make-up should be scheduled – perhaps two separate workshops so that all can attend)

· Ensures that make-up and make-up supplies (water, sponges, mirrors etc) are available for tech and dress rehearsals or as requested by the producer.  

· Is on hand for each performance to ensure the make-up is applied properly. 

· Ensures that make-up is properly stored following each use.

· Ensures that make-up is properly stored, at the St. Mary’s storage location (in the cupboard labelled “Deep River Players Make-up” following the last performance.  

· (Show specific requirements) ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

The Hair Designer is responsible for designing the hairstyles  to be used for the show, acquiring any necessary products to achieve those hairstyles and ensuring the hairstyles are properly done for performances and dress rehearsals.

The Hair Designer:

· Consults with the Director, Costume Designer, Make-up Artist and Lighting Designer to determine how each actor's hair will be cut and/or styled for the show. 

· Reviews the inventory of Players hair supplies and orders any supplies that are needed for the production.

· Arranges for haircuts to be done and wigs to be rented if required.  

· Recruit’s a crew to do the hairstyling for performances if required.  

· Ensures that hair supplies (curling irons, wigs, product etc) are available for tech and dress rehearsals or as requested by the producer.  

· Ensures that hair supplies are properly stored following each use.

· Ensures that hair supplies are properly stored in the St. Mary’s storage location following the last performance.  

· (Show specific requirements) ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

The Publicity Manager supervises the publicity and promotion for the production, under the guidance of the Producer. 

The Publicity Manager:

· Advertises auditions (at least 2 week prior to auditions to both Players Members and the general public)

· Prepares and distributes press releases and promotional materials (posters, flyers, newspaper ads, radio spots, production photographs, etc) and drums up publicity for the show in the community and media. 

· May notify local media (including radio and television) of the show for free advertising opportunities.  

· Obtains approval from the Club Executive for all significant publicity (posters, newspaper ads, newspaper articles) prior to publication. 

· (Show specific requirements) ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

The Tickets Manager supervises the selling of tickets to the performances. 

The Ticket Manager:

· Orders the tickets. 

· Establishes a ticket-selling location and policies, and delivers the tickets and seating arrangements (prepared by the Producer) to the location in an organized easy to handle fashion.  

· Collects money on a frequent basis (no less than once per week)

· Counts the money collected at each collection (prior to leaving the selling location) counts the number of seats sold (either by counting remaining tickets or seats marked on the seating plan) and ensures that the money is reconciled prior to leaving the selling location.  

· Delivers all money collected to the Treasurer or Producer or directly deposits the money into the bank.  If the Ticket Manager deposits the money, he/she is  required to inform the Show Treasurer of the amount immediately. 

· Informs the Producer on a regular basis of ticket sales so that it can be announced to the cast and so that advertising can be adjusted accordingly.  

· Picks up all unsold tickets from the selling location and delivers them to the House Manager each night prior to the doors opening, and informs them of the number of tickets sold for that show and the number of tickets remaining for sale.   

· Reconciles all tickets sold and monies received following the last performance by looking at the money collected, remaining tickets, and marked-off seating plans.   

· (Show specific requirements) __________________________________________________________________________________________________________________________________________________________________________________________

The Program Manager/Sponsor Manager supervises the creation and printing of the program (or playbill) for the production and the selling of advertisements for the program.  

Note:   This role may be taken on by 2 individuals.

The Program Manager

· Compiles a comprehensive list of all production credits 

· Designs and prepares the programs with consultation of the director

· Lays out the advertisements in the program (The club executive can provide electronic version of many of the local businesses logos used in the past)

· Ensures that all actors and crew members names are spelled correctly in the program.

· Prints off a draft program for approval from the production crew prior to printing any programs.

· Prints the number of programs specified by the producer.

· (Show specific requirements) ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

The Sponsor Manager

· Seeks any sponsors (The Club Executive has blank sponsorship forms and letters as well as a listing of all local business, to help in this process)

· Collects all money from sponsors prior to printing the program (and delivers the cheques/money to the Treasurer)

· Receives any logos or special advertising information from sponsors and delivers these to the Program Manager.

· Informs the Program Manager of the various sponsors to be put into the program.

· (Show specific requirements) ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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