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PRODUCTIONS HANDBOOK 
This pack contains pretty much all you need to know about putting on a production at New Theatre from the acceptance of your production into the season right on up to your show week. Please read it and use it to aid you as you progress from auditions right on up to opening night. The first section (pages 2 – 4) deals with the things you simply MUST do when your production has been accepted into the New Theatre season. The following pages (listed at the end of the first section) are designed to help you in a variety of different ways and are split up for ease of problem shooting. This second section is a GUIDE not a set of rules, remember this – you (the production team) are in charge and ultimately the buck stops with you. The pack will point you in the direction of lots of committee members who can help you in all sorts of different ways, all their contact information can be found at the bottom of this pack. Do talk to them if in need of help, they are all very friendly and great at what they do. 
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IMMEDIATE THINGS TO DO

AGM

The AGM (Annual General Meeting) is the first thing you must focus on once your production has been accepted (along with auditions). The AGM is organised almost exclusively for you by the committee, it is chaired by the president and held on the Wednesday of the first week of the season (i.e. 3 days after you have been accepted). It is the meeting where nearly the entire membership turns up to hear what New Theatre has to offer each season and where tech, backstage and most importantly (for you at least) audition signups are held. You will be expected to give a (very) short pitch to the members saying WHY they should audition for you and what is GREAT about your production. Being an approachable, friendly figurehead starts here. After the AGM you will do signups. All finer details will be told you on the day (e.g. where in the theatre you will be signing up, where (on campus) you will be auditioning etc). These details will be sorted out for you by the productions co-ordinator (Andy McNamee) and told to you on the day.

AUDITIONS

Auditions are the first thing you need to sort out. The first week of having a play is a busy one. From the Sunday you are accepted and before the Thursday of that week (with the AGM in the middle) you should have prepared audition pieces to get good ideas of the actors you want for ALL parts, no matter how large or small. IT IS NEW THEATRE POLICY THAT ALL ACTORS, REGARDLESS OF EXPERIENCE AND CONTACTS, BE GIVEN A FAIR AND EQUAL OPPORTUNITY IN AUDITIONS. Rooms for auditions are booked for you and you will be given a timetable of this at the AGM. All sign ups should be done at the AGM on audition timetables provided for you by the productions co-ordinator. 

Although you, as the Director, might be friendly with some of the actors, it is unprofessional to chat about the night before etc. at auditions and it can also be very intimidating for first years etc. who we wish to encourage all the time to come forward and participate. 

Remember, you as director are the first contact for new members - be friendly and approachable, put them at ease and give them a chance. 

DIRECTOR (and PRODUCER) should take auditions, which should follow the following format:-

a) Initial audition – to gain an overall impression of potential cast members as planned on the signup lists. Any New Theatre member can attend these. Groups of 5 or 6 are advised as the most convenient and/or beneficial size for this round of auditions however, you may wish to run it differently depending on what you are looking for.  Please make sure you give yourself enough time in the audition slot so that you don’t run over.
b) Recalls - to be held on the Saturday of audition week. Auditionees to be recalled must only be notified by the New Theatre website, email your recalls to the Secretary – Lizzie Bourne, by 9pm on the Friday of audition week.  After this initial recall you can hold as many rounds of auditions as you require as long as they all take place before the Casting Meeting.  Remember to explain to actors what recalls are, how they work, when they will be recalled and how they can find out (i.e. via the New Theatre website: www.newtheatre.org.uk)
· DIRECTORS, PRODUCERS, CHOREOGRAPHERS and MUSICAL DIRECTORS may NOT cast themselves in their production nor audition for any other production. Exceptions are purely at the discretion of the committee who must be consulted in all cases via the Productions Co-ordinator (Andy McNamee).
· Due to the frequency of multiple casting of individual performers, you must have complied a list of 1st to around 5/6th choice actors who you can turn to if it happens you lose out on an individual for a particular role.

· IT IS VITAL that you take the contact details of all those who audition and tell them that they have to be available to answer their phones on the following Sunday afternoon so that they might be contacted by the Productions Co-ordinator during the Casting Meeting (see below) if necessary.  It is very frustrating if the whole casting process is held up because people cannot be contacted.

CASTING MEETING
The Casting Meeting shall be held with the Productions Co-ordinator on the Sunday after the General Meeting. The DIRECTOR (and PRODUCER) must be present.  The system for this meeting will be explained to you, in detail, at the time but the essence is as follows: If a member has been provisionally cast in more than one production, they will be contacted by the Productions Co-ordinator and asked their preference in every case. To standardise this procedure and ensure complete fairness, all Directors must prepare for the meeting a very brief and honest résumé for every role (i.e.-what the character is like and the size of the part).  Therefore, every performer will be told exactly the same, correct information for each respective part.  You will be advised, individually, on this once productions have been chosen.  You may not post cast lists, or contact your chosen performers until after the CASTING Meeting with the approval of the Productions Co-ordinator. CASTING MEETING is by far and away the most closely guarded New Theatre meeting. You should not discuss with actors after the meeting, the process or way in which things turned out. This is to avoid people finding out that they were in fact, for example, fourth choice for a role behind significant others. Obviously this can never be kept totally secret as actors could, if they really wanted to, work out where they were in line but, particularly in the immediate few weeks after the meeting, don’t discuss it with actors.

EVERY PART YOU HAVE MUST, I REPEAT, MUST BE CAST AT THE CASTING MEETING. NO SWEEPING TINY PARTS UNDER THE CARPET, HOPING THE COMMITTEE DON’T FIND OUT, AND CASTING THEM AT A LATER DATE. COME THE WEEK OF YOUR SHOW – WE WILL FIND OUT. WE ALWAYS DO. THERE WILL BE HUGE CONSEQUENCES IF YOU DO NOT UPHOLD THIS RULE.

Finally, if a cast member accepts a part and then drops out after the casting meeting (be it after one day or 2 months), contact the productions co-ordinator as soon as possible and seek committee advice on how to continue from there. DO NOT simply cast someone else. We must always, always, always strive for equality and if a part becomes available for any reason, the committee should be contacted.  

DAMAGE DEPOSIT
To ensure that the New Theatre stays in good condition after rehearsals and during production runs, a deposit and fine system is in operation.  The DIRECTOR or PRODUCER is to pay a £150 damage deposit cheque, made out to ‘U of N SU New Theatre’, once their proposal has been accepted. The productions co-ordinator will collect these cheques at the first weekly productions meeting (2pm every Wednesday in the New Theatre foyer.) Any damages or cleaning costs incurred by New Theatre due to negligence directly attributable to a single production will result in an amount being deducted from the deposit.  You will have already been asked to sign a contract accepting the above conditions.  The Director or Producer will be made aware of deductions if and when they occur at the weekly committee productions.  No cheques will be cashed until the end of the run, and it has recently been the case that all deposits have been returned in full.  Please understand that the committee in no way wants to take money from anyone but we are sure you will understand that we simply cannot afford to spend precious funds on other people’s carelessness or disrespect, as it hinders forthcoming performances and we lose resources.

YOUR PRODUCTION

· The production team should appoint a Stage Manager, Technical Director(s), Set Designers and Builders and Costume Supervisors as required as soon as possible after the Casting Meeting if they have not already been finalised. If you are new to the theatre and require the relevant committee member to sort it out for you – ASK. Lists should be available throughout the year.

REMEMBER - IF AT ANY TIME YOU NEED HELP - PLEASE ASK!!!!

· PRODUCER and DIRECTOR must finalise, as early as possible: - set, props, costume, sound, lighting, publicity, etc. requirements. Consult any relevant committee members before you spend any money in case we have what you need or if it can be begged or borrowed!  These factors will all be discussed in the weekly Productions Meetings with the Productions Co-ordinator so please use these meetings to voice concerns/ask questions as other teams may be just as able to help as the committee.

· The earlier you involve your crew (i.e. right from the start) the more they (and you) can add to the overall look and success of the show. 

· ESSENTIALLY – TRY AND START FROM THE VERY START, IT MAKES THE MIDDLE AND END INCALCULABLY EASIER AND PAIN FREE.

PRODUCTIONS Meetings
· There is a productions meeting for ALL directors and producers at 2pm every Wednesday in the New Theatre Foyer where all relevant news can be announced and everyone can help by contributing their knowledge to solving any problems from any production. This meeting is chaired by the Productions Co-ordinator. 

· It is suggested that each production team holds a meeting at least once a week, in order to keep a close watch on how the project is progressing. This is an opportunity for the director, producer and other production team members to discuss their production with each other to ensure that everything is going to plan.

This concludes all the things you simply MUST KNOW when getting your project off the ground. The rest of this pack is dedicated to giving you advice on how to go about making use of New Theatre’s many, many opportunities and resources, human and practical. 

THE SET & WORKSHOP

· THE PRODUCER OF A SHOW IS TO BE DIRECTLY RESPONSIBLE FOR THE PRODUCTION OF THE SET FOR THAT SHOW (although there may be a set design/construction team, the responsibility lies with the PRODUCER). This includes the co-ordination of its design, construction and painting, putting the set up and striking it. This sounds intimidating but remember - if your play needs no set then the producer is free in terms of set. The definitions used within the pack are simply to give you an idea of where responsibility lies. If the director wants to take control of the set building then the committee fully supports that. Design feasibility can be checked with the Workshop Manager, Assistant Workshop Manager and the Staging Co-ordinator before the set is made.
· The Workshop Manager (Tim Watkins) is there to help all productions. He can help in any way regarding flats, tools, painting equipment etc. He is there to ensure all the resources a production may need are available to the best of his ability. In short, use his expertise. 

· Supporting Tim are Luke Steaggles (Assistant Workshop Manager) and James Herbert (Staging Co-ordinator). Although James is specifically associated with set and not the workshop as a whole, both he and Luke’s formidable talent with wood and nails and all things manly are invaluable to you. Make use of them.
· Your set budget needs to include paints, wallpapers as well as special items. The workshop will not share the cost of any scenery with a particular show’s budget unless the item will certainly be used again.  This type of arrangement is purely at the discretion of the committee.  Please check the workshop before buying - we have loads of random stuff! 
· **Flats are available and we have a tried and tested supply of 9/10 flats which every show is free to use.**

· Please keep the workshop clean and tidy at all times and all tools etc. are to be left in a clean and good condition. If this is not deemed to be so by the Workshop Manager, a fine will be deducted from the deposit of the responsible production according to the cost of any damage and replacements.

· The workshop handover takes place on the Thursday of your show (as in the day after opening night) at 4pm. The workshop manager will run this and you simply must make sure that if you are the incoming team that it is up to yours and the Workshop Managers standard. If you are the outgoing team then the workshop must be left in the same standard you accepted it in. These decisions of it’s standard are governed by the Workshop Manager and how the workshop is left, ultimately, is at his discretion.

THEATRE MANAGEMENT

· The Theatre Manager is responsible for the running and maintenance of the New Theatre. The Theatre Manager (Phil Geller), in collaboration with the Productions Co-ordinator, will allocate rehearsal time in the Theatre for all productions. You will have limited access to the Theatre (except for costumes, props etc.) until the production before you has finished, i.e. until your get-in time. The PRODUCER must book rehearsal spaces for the schedule provided by the DIRECTOR as soon as possible after the production has been accepted.  Rehearsal rooms are booked through the Students’ Union – in the SARC office on the ground floor of the Portland Building. Rehearsal rooms are highly advised as they are the biggest and best places you will find to rehearse in (for free!) though there are some others available  - function rooms at a variety of pubs in Lenton being the best example but remember this will be hard to accommodate freshers in as they live on campus.

· Keys for New Theatre are provided to you at the beginning of the run (i.e. at your get in) from the Theatre Manager. The same set must be returned to the Theatre Manager at the end of the run (i.e. at your get out). As always, if the keys are lost or damaged a portion of the deposit will be taken by New Theatre to replace them.

· If you rehearse in the New Theatre during another production, you must not remove or alter any props, costumes or set before your get-in time and you MUST check with the relevant production team before entering the theatre. Usually you shouldn’t have to rehearse in the theatre itself except in the rare cases that the show is extremely location specific (e.g. The Fall of The House of Usher), in which case you should get in contact with other production teams as early as possible and ASK to use the theatre if they are not. If you don’t have their contact details – get in contact via the Productions Co-ordinator.

· Once you are in the theatre, arrange a meeting with all the technical crew to ensure everything is going to plan. Remember, the earlier you detect any problems, the quicker we can solve them!
· A full technical and dress rehearsal should be attempted no later than one day prior to the first performance. Any problems at this stage should be referred as a matter of urgency to the relevant committee member.
· The theatre should be kept as tidy as possible during your production week. 
PROPS & COSTUMES
· The Costume Manager (Chilli Wright) will attempt to find you a costume designer and crew at the beginning of the year. More than likely she will get in touch at or around the time of the AGM to begin the process of getting a costume designer for 9 productions, so be ready to discuss costumes at this point, or at least very early ideas.  If you have found your own designer please notify the costume manager and make sure your designer is in contact with her. 

· Items borrowed from the props and costumes stores must be logged in and out with the Props and Costumes Manager. A ‘Borrowing Book’ will be placed in the costume cupboard and should be used, in the absence of the Props and Costumes Manager, to log items that have been removed. You will be asked to list your name, production and the date of the item’s removal. Please treat the props/costume cupboard with respect (i.e. replace any items that you take out and ensure that they are clean before returning). 

· The Theatre has a good relationship with several theatres and costume companies in Nottingham. The most reliable of these is Sandfield’s in Lenton, off Derby Road, Tel: 01159 150830. 

· The stores must be left in a clean and tidy state at all times. Any undue damage will be fined from the deposit.

· The Props and Costume Manager can be contacted at any time for assistance in finding materials appropriate to your production.
TECHNICAL

· The Technical Manager can help you find lighting and sound designers for your show. If you have your own lighting and sound designers please notify the technical manager and have your designers get in contact with him. The Technical Manager is Fu Baxter. YOU MUST CONTACT THE TECHNICAL MANAGER before the Wednesday prior to your show to tell him who your lighting and sound staffs are, to get help or to get people on board to help. 

· The New Theatre has a stock of lighting and sound equipment which is available for the use of all shows. If you need special equipment or something which the New Theatre does not have in stock please contact the Technical Manager about hiring additional equipment. THIS SHOULD BE DONE AS EARLY AS POSSIBLE.

· You may only use the technical box once authorised to do so by the technical manager. Only trained personnel should be permitted in the technical box. Should you require training, the technical manager will provide this with reasonable notice. 

· The equipment we have is very expensive, delicate and dangerous, DO NOT ATTEMPT TO OPERATE IT IF YOU DO NOT KNOW WHAT YOU ARE DOING.

· You should expect to spend a portion of the Sunday before your show opens hanging and focusing the lights for your show. The amount of time required will depend on the complexity of your show’s lighting requirements. DO consult with the show before you regarding their lighting use. If you are using some of the same lights, they can leave them in the air and save both you and them some time. 

· Be aware that you are responsible for the actions of your cast and crew with regard to the theatre’s equipment. Any damage caused to lighting and sound equipment as a result of either the direct action or negligence of your cast and crew will be charged against your deposit at full replacement cost. 

· TECH IS AN AREA EASILY, AND FOOLISHLY, OVERLOOKED BY DIRECTORS AND PRODUCERS. GET IN TOUCH WITH THE TECHNICAL MANAGER AS EARLY AS POSSIBLE (I.E. AS SOON AS YOU HAVE BEEN ACCEPTED) AND MAKE SURE THAT TECH RUNS SMOOTHLY FOR YOUR SHOW!

SAFETY  &  SECURITY
Any play performed in the Theatre must follow the guidelines set down in the annual theatre licence which, in essence, says you can’t do anything on stage that could harm the actors or audience

· Smoking Policy – Smoking is not permitted anywhere in the theatre. If smoking, smoke or pyrotechnics are required during the performance, you should consult both the Health and Safety Officer (Fran Ryalnds) and the Theatre Manager. Any damage caused / cleaning required will result in the cost being deducted from the deposit.
· First Aid – If you use anything from a first aid kit you must record it in the accident book in the office and alert the Health and Safety Officer so that it can be replaced as soon as possible.

· Workshop – When using the workshop you must leave the yellow path clear at all times to ensure access to the emergency exit.

· Fire – Each production team must be aware of the four emergency exits prior to performance, as well as fire extinguishers and ‘break glass’ points. Please do not tamper with any of the fire equipment, as the building is not insured if the fire equipment is not in working order.

· Performance – If your performance requires any hazardous special effects they must be inspected under health and safety regulations. Any props/costumes/set/scenery you introduce to the theatre must be fire-proofed.  (Set should only be painted in water-based paint, and once painted is considered fire-proof.)

If you are unsure whether part of your performance is unsafe or have any questions as to what is acceptable in the building regarding health and safety, please contact the Health and Safety Officer and/or the Theatre Manager.

FINANCE

Within the first week after casting is complete your producer and/or director should meet with the Treasurer (Amy Rushton) to discuss the budget for your show. This budget will hinge a lot on what you said in proposals and is at the Treasurers discretion. You will be given a budget and a treasury code. If you don’t know how to already it is highly recommended that you acquaint yourself with how to use cheque request forms and other financial documents. If you don’t know how; ask the treasurer. 

Expenses:

Show expenses are carried out on a reimbursement basis. Members of your production should pay for items and seek reimbursement at the end of the production. Your producer will be given cheque request forms with which to attain reimbursement. 

· In order to claim expenses you MUST produce valid, VATable, receipts bearing the nature of goods purchased. To avoid complications, we recommend that everyone write their name and the name of the show on the back of the receipt for any item purchased. 
· Certain expenses may be charged directly to your account (i.e. large expenditures or charges from the SU print shop or TEC). If you wish to make a charge directly to your show’s account please contact the Treasurer.
· If you have an emergency reimbursement that cannot wait until the end of the production, contact the Treasurer.
At the end of the production, it is the PRODUCER’S responsibility to liase with the Treasurer to establish the financial position of your production however, it may turn out that it may be best for each individual to take care of their own re-imbursements with the treasurer. Whichever way you decide to do it, it is HIGHLY RECCOMMENDED to stay in constant contact with the treasurer.
Your budget is ABSOLUTE. The SU Treasury knows what it is and will not pay out in excess. (Not to mention the treasurer not signing off on your receipts.) 

Sponsorship:

Each show is expected (or, at the very least, encouraged) to seek outside sponsorship for their production so your assigned budget may be lower than the total cost of your show. The Fundraising Co-ordinator (Oli Margolis) can help you in finding sponsorship. If you are unable (after considerable effort) to find outside sponsorship please contact the Treasurer. 

When you obtain sponsorship for your show, the sponsor will most likely want an invoice from the SU which they will then pay into your account. Contact the Treasurer to obtain your account number. Invoices can be obtained from the SU Treasury, located on B floor in the Portland Building. If your sponsor wishes to do things differently please contact the Treasurer. 

Keep in mind that some sponsors will only grant sponsorship on the condition that it is exclusive (KMPG and Deloitte are unlikely to sponsor the same show.) The theatre may also seek sponsorship for the theatre as a whole. If you have a sponsor who wishes exclusive sponsorship, make sure you contact the Treasurer to ensure that you are not invalidating any agreements. 

PUBLICITY

 

· Each play must operate publicity themselves. By this we mean, at the very least, design a poster, get it printed and make sure that you do your best to publicise your show - if you are unable to find anyone to do the job, please contact the Publicity Officer (Sophie Sandham).
· One of the first things you should be concerned with (after you have cast your show) is getting to the publicity officer a short blurb and a basic image for the ‘generic’ posters. These are the posters for general marketing use in the public areas of the University that are used to advertise the entire season ahead, not just the next show.
· All personal publicity (i.e. your real posters, not the generics) must include the New Theatre logo – can be found on the NT website (downloads and resources section). Poster must read "New Theatre presents" above the title of the production. The website www.newtheatre.org.uk must be on the publicity too. Finally, a number to book tickets by (usually the producers) should be on all publicity. 
· The print shop in Portland is the most convenient place to use however it is not cheap and it is difficult to fix any problems with them. Therefore, for any big jobs, I advise you to search around for the lowest prices. A highly recommended company is the Danish company www.printcarrier.com. They require very detailed specifications but are fantastically fast (turnaround of 4-6 days), cheap as chips and produce high quality products. 
· TICKET PRICES HAVE CHANGED - Members £4, NUS £5, non-students £6. Please include these on publicity also unless discussed with the publicity officer and given the OK by the committee.  

· Posters must only be distributed one week before your show takes to the stage. Therefore, the Tuesday (8 days previous) prior to you first performance effectively marks the point at which your physical advertising campaign can begin.
· Facebook and online publicity can begin a week before postering begins. Therefore, your show can be a presence online 2 weeks before you take to the stage. This gives you a good idea of when to have your publicity ready for as well. A Facebook ‘event’ will be created for you by the productions co-ordinator at the beginning of the season. You may activate it or ‘make it public’ when you have 2 weeks to go. This is purely to allow all the events to be ‘hosted’ by the official facebook home page of the New Theatre. It also allows you to invite the entire NT membership with the click of a button.
· The Publicity Officer requests that at least half a page from each play’s programme is dedicated to advertising the next production.  Please contact the producer of that production to agree what to include. If you can’t get in touch with the incoming producer, get in contact via the productions co-oridnator. 

· It often helps to include information about the Theatre’s location on campus on your posters. (EG: next to the Portland building)

· Do NOT underestimate the cost of publicity - it is expensive. You must take into account posters, flyers and programmes. Make sure that you have enough money in your budget to cover this. The best way of making sure you have enough is to estimate early. Decide EARLY if you are going to have flyers/hoodies/extra publicity, or just posters and check out prices EARLY.
· If you wish to remove or edit elements demanded of you from your poster (due to technical or aesthetic reason) please contact the publicity officer as soon as you can.
TICKETS/SALES/BOOKINGS 
Ticket prices are set at £6 for non-NSU non-members, £5 for NSU students and £4 for New Theatre members.

· There are 86 seats in the theatre. Where necessary, 2 extra rows can be added in front of the existing seats, taking out the front row of 10 seats, but creating 24 more seats and therefore making 100 in total.  Only 86 tickets can be sold in advance (official Union regulation).  The extra 14 tickets can only be sold on demand from 30 minutes before that performance is about to start. No more than 100 audience members are permitted for each performance.  6 people can stand at the back or on the sides but this includes members of the production team, Front of House or video camera people.  If we are found to exceed these regulations the Theatre will be in serious legal trouble.  Any DIRECTOR and PRODUCER found to have deliberately broken these rules will be fined from the deposit. Please, Please, Please observe this when taking bookings.
· Never, ever, ever tell anyone over the phone that the show is ‘sold out’. Always tell people there are tickets on the door (as there always should be) and to turn up early. The best publicity for the theatre is to turn people away at the door. 

· Tickets should be sold from the Box Office. The committee will allocate three of its members to sell tickets on each night of your show. The FOH staff are predictably quite erratic and often late (a problem that the committee is constantly trying to stamp out) but you should make sure that you (or at least the producer) is there, ready with a reservation sheet 15 minutes before the box office is due to open. It is very annoying and time consuming if a committee member who has nothing to do with your production encounters massive problems with your bookings. Please book clearly and sensibly.

· The Producer can set up a stall in the Portland Building to sell tickets during the week of the show. Permission should be sought from SU Reception. Cast members should be time-tabled to man this stall. This practice has fallen out of favour in recent years but could easily be revived.

PERFORMANCE / GET-OUT

· Every performance must start at the time stated on the poster, of course this depends hugely on business and competence of FOH staff but you must do your absolute best to ensure the show is ready to start on time.

· Prior to every performance, a health and safety notice must be read out to inform the audience of the appropriate precautions within the theatre. This will be provided by the Health and Safety Officer. In special cases, with legitimate reason not to, this can be dropped and replaced with appropriate signage.

· At the end of the production it is the responsibility of the PRODUCER AND DIRECTOR to ensure that the set is struck and that the New Theatre building, including stage, dressing room, auditorium, workshop, props and costume stores, tech box and foyer are left in a clean and tidy state so as not to cause later productions any set-backs due to your production. This handover process is run by the Theatre Manager who will guide and help you through both the get in and get out processes if you need it. Much like the workshop handover, ideally, the standard to be reached in terms of cleanliness should be decided upon by the incoming production team but, ultimately, this is at the Theatre Managers discretion.

THIS MUST BE DONE STRAIGHT AFTER / THE SAME NIGHT AS THE LAST PERFORMANCE, WITHOUT EXCEPTION. 

CONTACT

The following is a list of Committee members and phone numbers with which they can be contacted:

	NAME
	POSITION
	PHONE NUMBER
	E-MAIL

	WILL VICKERS
	President
	07731 452 721
	will.vickers@googlemail.com

	AMY RUSHTON
	Treasurer
	07921 218 409
	arushton@hotmail.co.uk

	PHIL GELLER
	Theatre Manager
	07754 056 896
	philip.geller@gmail.com

	LIZZIE BOURNE
	Secretary
	07999 424 642
	el_borneo@hotmail.com

	ANDY MCNAMEE
	Productions Manager
	07969 568 427
	andymcnamee@hotmail.com

	SOPHIE SANDHAM
	Publicity Officer
	07949 519 137
	sophie107@hotmail.com

	FU BAXTER
	Technical Manager
	07590 271 999
	fubulu@hotmail.com

	TIM WATKINS
	Workshop Manager
	07889 180 792
	timwatkins555@hotmail.com

	CHILLI WRIGHT
	Props and Costume Manager
	07884 260 315
	chillio_chopsticks@hotmail.co.uk

	FRAN RYLANDS
	Front of House and Health and Safety Officer
	07763 050 271
	franrylands@hotmail.co.uk

	OLI MARGOLIS
	Fund Raising Co-ordinator
	07905 934 056
	iloveclaudia15@hotmail.com

	LUCY BUTLER
	Social Secretary
	07731 842 362
	ljbutler11@hotmail.com

	ADAM WOOD
	Edinburgh Co-ordinator
	07920 063 678
	adamjwood@btconnect.com

	JAMES HERBERT
	Staging Co-Ordinator
	07779 358 514
	james@artyzan.net

	BORA HUNJA
	Lighting Manager
	07511 296 566

	hunjany@yahoo.com

	LAWRENCE BOLTON
	Sound Manager
	076540 881 333

	l.a.bolton@hotmail.co.uk

	LUKE STEAGGLES
	Assistant Workshop Manager
	07704 460 769
	steaggles@hotmail.com


AND FINALLY…

The question of how roles are defined is one of the most tricky that New Theatre faces. Everything in his pack is based upon how professional theatres and production teams work. However, being a student theatre that is striving, and not expected, to turn out professional shows this sometimes differs from the real world. Essentially, you should be trying to do the best you can, no matter how you do it, but remember, the committee has TRUSTED you to do so. 

In this vein, one last piece of advice is necessary: directors generally should have as much time and energy as possible to put into the artistic side of the show.  They can only really do that if they are working in a well-organised team with a Producer who takes responsibility for the technical side of the production.  Obviously the division of labour is up to you but it’s important that Directors try to occasionally stand back from the production and look at it critically, as a whole.  Remember to ask your cast & crew for help too, if you feel you need it – you, as production team, aren’t expected to shoulder all the responsibility for everything! 

As for the committee, we are always willing to help you as much as we can, so please ask. However, our positions simply must be one of standing off and letting you do it - we can only really help if you let us become involved, so get in touch!

If you have any problems or queries, no matter how large or small, the Productions Co-ordinator is always available, even if you just want a chat or a cup of tea!  

Good luck with your production (break many legs!) & remember to enjoy it!!

   The New Theatre Committee 2009-10

Productions Co-ordinator, Andy McNamee:

07969 568 427

andymcnamee@hotmail.com
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