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Production Policies 
May 2022
These policies have been written to ensure the safety and enjoyment of all participants in our community theatre productions.  Everyone involved, whether youth or adult, staff or volunteers, are expected to abide by, enforce, and set an example by following and respecting all rules at all times.   

Auditions
The Foundation of Arts will set audition dates and times, as well as provide materials for auditions.  The director should provide character descriptions, including ages, and any other specific requirements for auditions.  The one caveat to this is for a music show, in which case, 12 bars of music may be required of the auditioner.
The Foundation of Arts will provide a script for perusal by the general public for up to 2 weeks prior to auditions.  The script cannot leave The Forum with respect to others who might want to view it.
Casting

Publicized, open auditions must be held for most of the productions in a season.  Casts must be selected from the audition pool, and the director should keep an open mind regarding casting until auditions are over.  The Director is welcome to invite people to audition, but should clearly explain that the invitation is to audition, not to perform.  At no time and in no circumstance can parts be “promised” to anyone, either before or during auditions.  

If, after all people auditioning are given consideration and additional actors are still needed, (ex: male or adult parts) then auditions may be extended.  
Directors may not cast more than 50 in a production without consulting with the Artistic Director regarding placement in dressing areas, chaperones, etc.  If a significant number of children are cast, the Production Director should also consult with the Artistic Director regarding chaperones, etc.

Note:  If the Director must replace a cast member after the cast has been selected and rehearsals have begun, he/she is not restricted to the audition pool to select the replacement, however, the casting must be cleared with the Artistic Director.
NOTE:  It is not advisable for actors to be assigned to serve in authoritative capacities over other actors.
The Foundation of Arts does not restrict the following people from auditioning:  board members (or their friends/family), staff members (or their friends/family), or artistic crew members (or their friends/family).   They shall not, at any time, be excluded from eligibility to participate in any event, opportunity, activity, or position solely on their status with The Foundation.  However, they shall not be given preferential treatment over other candidates, and directors are not obligated to cast them.

At all times and in all circumstances, the person cast for a role should be selected based on meeting the criteria needed for the part, and never on a personal relationship or affiliation of The Foundation of Arts or any of its agents or representatives.
Volunteer Actors

The Foundation of Arts provides to amateur actors in the community an outlet for their artistic ambitions.  Through that opportunity, compensation comes in the form of accolades from friends, neighbors, and other community members.   Actors cannot be “hired” or paid to perform in Foundation of Arts productions.
Scripts, Copyright, and Royalties
Most, if not all, publishing companies restrict and/or prohibit any alteration of a script.  Some companies are more lenient than others, but all require written permission from the author and/or company representative before a script can be altered.  The Foundation of Arts abides by this policy.  If a director requests an alteration, he/she should contact the Artistic Director for guidance of steps to be taken.

Communication
The Foundation of Arts must be able to effectively and consistently communicate with production directors.  The app, Crew, should be downloaded and used daily as a means of communicating quickly.  Email is also a secondary method of communication, and directors are expected to have a working email address that they can check every single day.  A working phone number is also necessary.   A mailbox is designated in The Forum mail room for production directors.  It should be checked before every rehearsal.
Keepsakes of Productions

Strict federal laws prohibit the use of recording devices of any kind during performances.  We do understand that stage experiences create memories to last a lifetime, and keepsakes of those experiences are important.  Because public cameras and video equipment are not allowed, The Foundation of Arts provides videos, cast pictures, and t-shirts for cast/crew members.  These items are not available to the general public, and are intended to serve as keepsakes only.   We will provide order forms for keepsake items for cast/crew members & their families.  Contractual obligations will be adhered to regarding videos, photographs, artwork, etc.
Production Content
The Foundation of Arts’ mission statement is to enhance the quality of life for all citizens of Northeast Arkansas through the arts.  At all times, this mission must be upheld.  Directors should be mindful of “quality” with a family-oriented tone when considering blocking, style, choreography, etc.  The artistic director retains the responsibility and authority to determine and make changes at any point in the rehearsal/production period.
Uncomfortable Content or Direction
Cast members should speak with the Director privately if they are not comfortable with the language assigned to their character through the script, their direction, or blocking.  In general, it is accepted that actors will follow the direction of the script or the director in light of their audition for the role.  Otherwise, any communication of potential issues should have occurred before the casting process began.  It is vital that leadership provide as safe and nurturing environment as possible, and it is equally vital that cast members and their parents are their own appropriate advocates throughout the production process.
The What You Need to Know document and the Audition Form will have statements appropriate to the project. 
Food and Drinks

Food and drinks of any and all kinds are discouraged in the theater, stage area, dressing rooms, and green room during rehearsals and performances.  The Artistic Director reserves the right to prohibit all food and drinks in the house and dressing rooms and green rooms if messes are left after rehearsals or performances.  Water is provided in the green room area of the dressing rooms during productions, and actors are welcome to it.  Bottled water is also encouraged.  Cast & crew are welcome to eat in the Mezzanine at appropriate times.
Complimentary Tickets 

Each cast member, the director, and the stage manager will receive a designated number of complimentary tickets to give to friends/family for any public performance of their production.   
Production Fees 

A $40/individual ($70/family) production fee is requested to be paid by each cast member.  If this presents a hardship, the fee will be waived.
Playbill Ads

Cast and crew are offered a chance to sell ads for the playbill to help offset the high cost of printing and the web site on which it can be found. For some productions, cash awards will be given to the cast member who meets contest requirements.
The Foundation of Arts also sells “StageNotes” to the general public, as an avenue by which friends and family can send words of praise or encouragement to individual cast members.  These StageNotes are published in the playbill.  Directors are welcome and encouraged to submit StageNotes to the Artistic Director.
Playbill Information

The Foundation of Arts recognizes that community theatre is a special way of showcasing the talents of our community.  We are proud of our actors, artistic, and technical crews, and for some productions, we publish bios in the playbill about each person.  The biographical information and pictures for the lobby must be turned in to FOA offices by the designated deadline, or the bio will not be included in the playbill nor their picture in the lobby.
Promotional Schedule 

The Foundation of Arts will set up a schedule of TV, radio, & newspaper interviews to help promote the show.   The Director (or another member of the directing team) will be asked to attend the interview and/or assign cast/crew members to each interview.  Also, each cast and crew member is asked to promote the production on their own social media often.  This promotion must follow guidelines of positivity for the Foundation of Arts.
Rehearsals

Rehearsals can be held in The Arts Center, Stage, Too, or on the Forum Stage.  All of these locations are in use for many different activities and events; therefore, the Director must provide The Foundation of Arts with a full rehearsal schedule prior to the first read-through so that scheduling and location conflicts do not occur.  The Foundation of Arts will notify the Director if The Arts Center or The Forum stage is not available for an intended rehearsal.
All rehearsal spaces serve multiple purposes on any given day; therefore, each space must be left clean, organized, and free of debris after rehearsal.  It is the responsibility of the assistant director to ensure that all rehearsals end with a clean up session.  The Forum lobby and The Arts Center hallways and classrooms are especially important in this regard. 
There should never be more than 4 rehearsals scheduled in a calendar week and only within the last 3 weeks of production.
Rehearsals cannot be scheduled past 9 pm.  It is advisable for children to be released by 8 if at all possible.  Also, respect should be given for volunteers’ time.  An “all call” should only occur within the last 8 days of rehearsal.  Before that, casts should be called to rehearsal for specific numbers, scenes or acts.

Educational Enrichment Series 

The fall, winter, and spring productions (as well as Nutcracker) will include 1 to 4 performances during the daytime for area school children.  This is not an option for the director or the cast.  The Artistic Director will provide more detail to each director regarding their specific production.

There will be no rehearsals scheduled on the night of EES performances.  

Rehearsal and Production Schedules
The Foundation of Arts will discuss or provide a production schedule to the Director, who will then prepare a rehearsal schedule.  The schedule cannot be changed, and nothing on the production schedule can be cancelled without the permission of the Artistic Director.
A costume parade or rehearsal will be set in the production calendar one week prior to opening night and rehearsals should be held with costumes at that point in the rehearsal schedule.  This also allows for pictures to be taken with actors in costume for marketing purposes.
At least two, preferably three, sound and light rehearsals should be set in the production calendar, with cues set prior to the rehearsal.
A minimum of one Set Change/Cue to Cue Rehearsal is scheduled during week before tech week.  This rehearsal is essential for the backstage crew and should not be taken for granted.  Just as the actors have ample rehearsal time to make themselves comfortable with performing their part, the backstage and technical crews are entitled to the same.  Scene changes that are not adequately rehearsed can be dangerous, lengthy, and an unprofessional aspect of a production.
At the first Set Change/Cue to Cue Rehearsal, the Technical Director must be present and acknowledged as an authority regarding lighting, sound, and set changes.  The Director and the Technical Director work together to create a quality experience for the volunteers and audience members, however, the Director is the final authority for artistic decisions.

If any part of the rehearsal schedule changes for any reason, the Artistic Director must be made aware immediately.

Rehearsals must begin and end ON TIME.  Directors (or at least the AD/Stage Manager) should arrive at the theatre prior to the scheduled rehearsal time.   When the cast arrives, they should go immediately to the area that the director has assigned for them to go (i.e. the first 2 - 4 rows of the auditorium.)  The cast IS NOT TO GO DIRECTLY TO THE STAGE.

Additional rehearsals cannot be mandated once the rehearsal schedule is distributed.  The director is welcome to request additional rehearsals of cast members, but cannot require their attendance or put pressure on them to attend.
Production Meetings
Regular communication/production meetings should be held, with the following people in attendance:  technical director, show director, assistant director/stage manager, costumer, volunteer coordinator on FOA staff, volunteer coordinator of the show (if cast is larger than 50), PR coordinator on FOA staff, and any other person deemed pertinent for the production.  The meetings should not be long and drawn out – we’re not meeting for the sake of having a meeting – but the entire team needs to be aware of the other elements involved in the production.  

The Artistic Director reserves final decision-making ability on all artistic elements of the production, however, the Production Director will rarely be overruled artistically.  After all, the Artistic Director’s duty is to ensure that the creative work of the Production Director is honored and all FOA Production Policies are implemented by the Artistic Crew.  Only in special circumstances will the Artistic Director “overrule” the Production Director artistically.
The Artistic Director will attend at least one rehearsal to ensure that a nurturing environment is maintained in rehearsals and production policies are being followed.

Microphones
Several factors mandate the use of microphones during performances, and their use is not optional.  Depending on cast size and other applicable factors, a plan must be tailored for each show to maximize the sound capabilities in our auditorium, and microphones should be used in at least 2 rehearsals prior to the first performance.
Lighting and Sound Cues
The lighting plan for a production must be established at least five rehearsals before the final dress rehearsal.  The lighting plan should be enacted and used with the cast at least two full rehearsals before the final dress rehearsal.
Special Thanks and Acknowledgements
All production personnel should keep a running list of thank yous for the playbill. The Director is responsible for getting the list to the Artistic Director. 
Cast Lists
The director must provide The Foundation of Arts office with a copy of the cast list at least 4 hours before it is to be posted on the FOA website.  The director is also responsible for 100% accuracy of name spelling.  Misspelling of names is unacceptable.
If the cast list changes in any way, the Artistic Director must be notified in writing (email is acceptable and preferred) immediately.
Director’s Notes for Playbill
All directors are required to submit a written sentiment to be published in the playbill (examples from previous playbills are available for perusal).  It must be submitted via email to the Artistic Director no later than 8 days prior to Opening Night.  The Artistic Director reserves the right to edit for content and length.
Chain of Command
The production director is responsible for determining “the vision” of the show.  Production team members are then responsible for bringing that vision to life through costumes, sets, lighting, sound, choreography, music, etc.   Each member of the production team should produce a tangible “model” of their interpretation of the director’s vision before work begins (costumer should produce a costume plot, technical director should produce set drawings and renderings, etc.)  The director should initial or sign these interpretations and must be willing to accept a finished product that is within the scope of what he/she signed.  

The Technical Director is responsible for implementing the technical visions of the director.  He/she must adhere to safety and FOA guidelines/rules in that process.  In the event that a director’s vision conflicts with rules and guidelines of the theatre, the Technical Director and/or Artistic Director has the authority and responsibility to inform the director so that changes can be made. In rehearsals, the Production Director has authority over the Technical Director, except in cases where the safety of the volunteers or the audience is in question regarding the use of technical or theatre equipment of any kind.  In such cases, the Technical Director has authority.
Team members should report any problems, issues, or questions to the Artistic Director, but only after reasonable attempt has been made to fully answer questions or rectify problems/issues, if applicable. 
The Artistic Director should give directives when he/she see the potential for a production process to work in opposition to the production policies of the FOA.  If the Production Director does not adhere to said directives, he/she place their contract in peril.

The Artistic Director will periodically appear at rehearsals.  The Production Director, realizing the chain of command, should remain open to any suggestions or directives from the Artistic Director as the Artistic Director will only give advice in circumstances of true need.
Tech Week(s)
The Foundation of Arts extends the traditional “tech week” and utilizes a 10-day period for integrating the technical aspects of a production into the blocking.  During this 10 days, specific days on the production calendar require the technical elements to be added.  Directors should be aware (and make their casts aware) that tech week is for the technicians to rehearse and the show (or the scenes applicable to the rehearsal schedule) should run from beginning to end for lighting, sound & set changes.  It is not line and blocking rehearsal, although lines and blocking can certainly be practiced during these days.  Any stops and starts during the rehearsal process these two weeks are to be prioritized for technical needs.
Length of Shows

Unless the Artistic Director approves an exception, no production should be longer than 2 1/2 hours from curtain to bows.  If, during final rehearsals, the time runs longer than 2 ½ hours, steps should be taken to shorten the show.  For example, scene changes should be rehearsed until they last no more than 15 seconds, actors/actresses must quicken their pace, etc.  

Banned Items in Productions

The following items are prohibited on the stage, in the auditorium, and in the lobby of The Forum.  They cannot be a part of any set, costume, prop, etc.  

Glitter


Fire


Real Cigarettes

Hay


Flammables

Real Cigars

Confetti


Real Weaponry



Glass


Real Food


Live Animals  

Most Liquids
(In special circumstances, WRITTEN consent by the Artistic Director can be requested to waive these rules of The Forum.)

Volunteers
Parents and family members are a vital part of FOA productions.  They WANT to help.  Do not hesitate to enlist them.  Don’t wait until the last minute to ask for their help; that is frustrating and unfair to them.  Always make them feel welcome and appreciated, and most importantly, make sure they know and understand rules and policies that are applicable to their area of service.  Be prepared to provide training to all volunteers.
Volunteers are NOT, however, to be asked for more money for the budget in any way.  This reflects poorly on the FOA and on the Director’s discipline in budgeting for the production.
Access
All rehearsals are closed, unless there is a valid reason (which must be authorized by the Artistic Director.)  Parents and guests are not allowed to be in the rehearsal room during any type of rehearsals.  

The doors of your rehearsal building are to be LOCKED when rehearsals begin. Children are not allowed to leave unless they are immediately under their adult supervision. Parents can be enlisted (as part of their volunteer hours) to be stationed in The Forum lobby to monitor the doors for late arrivals, etc.
When performances end, the ASSISTANT DIRECTOR is the last person to leave The Forum.  (They should make sure the performers have a specified time to be out of the dressing rooms!)

Public Performances
The house opens 30 minutes prior to curtain for each show and closes 10 minutes after curtain call.  All sound/tech checks should be completed before the house opens and the cast should be absent the house/stage until curtain opens and 10 minutes after close of show.  The stage should be completely absent of cast or crew except during the actual time of the show.  No one should be present on the stage before the opening number or after curtain call. This behavior emphasizes the stage as the storytelling space only.  The Tech Director, the Stage Manager, and the Show Director are responsible for implementing this policy.
Cast Parties
The Foundation of Arts does not organize or provide cast parties, but The Forum can be used for a cast party if the show director volunteers to supervise it.   If an official cast party is organized, all members of the cast and crew must be invited to attend.  Cast parties have been hosted in private homes and in public places like restaurants, the skating rink, etc.

Best Practices of the Theatre
At the FOA, all efforts should be made to avoid the stage proper when the public is in the house.  The stage should be respected as the storytelling space, and cast and crew should avoid walking on it without direct permission from the Director.  
Curtain Call: Curtain calls should be held with the highest respect for the audience and should not be longer than necessary.  It is most professional for cast members NOT to applaud for their fellow cast members.  This practice of NOT applauding (in front of the audience) promotes the message of cast unity in telling the story.  All cast members are equally important in telling the story and act as a team in accepting applause and giving thank-you’s to the audience and backstage team members.
Acknowledgements:  At no time should anyone acknowledge the Director in front of the audience.  Those messages of appreciation should happen backstage, after the audience has exited, or at the cast party. And any gifts or discussion of the crew or Director should be solely between the group and the individual, not in front of the public.  This is because the story is of utmost importance, and the audience should have the story top of mind after their experience as is vital in this type of live art.
Costumes:  Costume design is the purview of the Costumer and the Director.  Cast members and their families do not have the responsibility or privilege of design or even expression of opinion.  If the Director or Costumer requests an opinion, then they have expressed a need for it, and it may be given then.  Volunteers, please respect the Costumer and Director in this way.  

Each cast will be given one show/event where costumes may be worn after the show for pictures with family and friends.  The date of this show/event will be provided at the cast meeting.  For all other presentations, cast members will change into their street clothes immediately following curtain call.
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