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Letter From The Board Of Directors 
Hello Directors, 
 
Congratulations! You have been selected as a director for the 2016/2017 Sam Bass Theatre Main Stage or 

Black Box Season. We are delighted to welcome back seasoned directors of seasons past, as well as new directors 
to the “Old Depot Stage.” 

 
There are some changes to the Sam Bass Theatre Operations, that we would like to take some time to 

review with you, as well as lay out some expectations for you. 
 
The most important message we have to offer you is that the Sam Bass Community Theatre Association 

(SBCTA) wants to make it clear that our first priority is producing quality live theatre in the Round Rock area. 
Secondly we are looking to encourage new involvement both from actors who are experienced but new to Sam 
Bass, and also those who are new to the art of acting. Sam Bass is making changes in every aspect of the 
organization in order to ensure its long term success.  

 
The biggest part of that is making sure that YOU, our Production directors, are successful. In order to 

guarantee your success, SBCTA will be with you every step of the way in the form of your personally assigned 
Producer. We will also provide other resources for you such as contact information for qualified Stage Managers, 
light and sound designers, publicity photographers, etc, that you can utilize if needed. This is just a couple of ways 
that you will be supported by the Board of Directors here at Sam Bass Theatre. 

 
Directors are encouraged to retain this information packet as a reference during the course of productions. 

All aspects of this packet will be enforced and maintained. If you have questions or concerns, please feel free to 
reach out to the Board of Directors.  

 
Again we would like to congratulate you on being selected and welcome you into the 2016/2017 season. 

This is going to be a year of growth and success through teamwork. 
 

 
Sincerely, 
SBCTA Board Of Directors 
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Production Time Line/ Required Events 
x 5-4 Months before Opening Night  

o Production Meeting #1 – This meeting should include all Designers, the Stage Managers, The 
Producer, a Board of Directors Representative and of course the director. The purpose of this 
meeting is for the director to go over her or his concepts for the production and to give any specific 
requirements for aspect of the production (Costume requests, Set needs Etc..) and for all of the 
members of the creative team to meet each other. 

o Press Release Form Due to Publicity Director - In order to assure the success of each production 
SBCTA is adopting a standard process for publicity of each show. (For More Information See 
Publicity Section / and Appendix C) 

x 3 Months before Opening Night  
o AUDITIONS! – We are asking all of the directors to work on having auditions earlier than the 

week before rehearsals begin. The Board of Directors is requesting Auditions take place at least 1 
month before rehearsals start. 

x 2 Months before Opening Night  
o Production Meeting #2 – This meeting should include all Designers, the Stage Managers, The 

Producer, a Board of Directors Representative and of course the director. The purpose of this 
meeting is for the designers to present their ideas based on the concepts and the requests of the 
director and for the director and producer to give final approval. This is also the time to schedule set 
construction and load in as well as light hang, and costume fittings. 

o Rehearsals – Rehearsals can begin sooner at the discretion of the director – The theatre space 
should in most cases become available during the week, the Monday following the opening 
weekend of the previous show. However, there are situations where a black box or special event 
will take some time from the main stage show however the board of directors will do everything in 
their power to assist in finding alternative spaces for rehearsals. But ultimately this responsibility 
falls upon the director to arrange. Please consult the attached space availability calendar to see what 
times are made available for each director to use the main stage space. (Appendix A) 

x 1 Month Before Opening Night 
o The Program Information Sheet is Due to the Publicity - In order to assure the success of each 

production SBCTA is adopting a standard process for publicity of each show. (For More 
Information See Publicity Section / and Appendix C) 

x Opening Night 
o Gala – Every Show at Sam Bass Theatre features an opening night gala, the cast director and crew 

are expected to attend to the event and meet the patrons, donors, and board of directors present. 
x Closing of Show 

o Strike – ALL CAST MEMBERS, CREW, DESIGNERS, AND THE DIRECTOR are expected 
to participate in strike. For all shows Strike will fall on the day following the final performance. 
Unless written permission is given by the Board of Directors. Strike requires all props, costumes 
and set pieces to be returned to their proper storage location. Strike will be over seen by the Barn 
Manager, and the Costume Shop Manager to assure the organization and maintenance of the theatre 
spaces. 
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Job Descriptions and Expectations 
PRODUCER 

For all productions at Sam Bass Theatre and funded through the Sam Bass Community Theatre 
Association(SBCTA), The board of directors for Sam Bass Community Theatre Association serves as the official 
producing partner. The Board of director will hereby appoint a representative of the board of directors to serve as 
“Producer” for each production at Sam Bass Theatre.  

 
The producer is responsible for putting together and supervising the entire production: administering the 

money; maintaining the theatre, and making sure it’s staffed with box office personnel, house managers, ushers, 
and even janitors. The Producer will act as liaison between the Board of Directors and the “creative team” of 
director, designers, and cast; setting schedules and deadlines; overseeing the publicity of the show; basically 
overseeing every aspect of the production from the first rehearsal through to closing night and beyond. 
 

Many of the producer’s tasks can be delegated to others, but the producer is ultimately the who is 
responsible for the safety and wellbeing of the Sam Bass Theatre property and the name and reputation of Sam 
Bass Community Theatre Association. 

 
The Director should plan to communicate regularly and effectively (with a professional demeanor and 

respecting the answers given on behalf of the Board of Directors) to ensure a successful production. Failure to 
work professionally and ethically with the Producer for a production can result in expulsion as director or not 
being asked back to direct for SBCTA. 

 
DIRECTOR 

The director is responsible for successfully getting the playwright’s work up on the stage, by coaxing from 
the cast and the designers the best they can offer to bring the play to life in an entertaining way. 

 
The director is indeed the person with the ultimate say-so over the artistic side of the production. She or he 

confers closely with the producer and cast on the choice of a design team, and is the one who gives answers to all 
artistic questions. 

 
In the most basic terms, if the producer is responsible for the business success of a production, the director 

is responsible for its artistic success. Ideally, the producer and the director – share a mutual vision for the play, and 
are on the same page as to how to accomplish it best.  

 
MUSICAL DIRECTOR 

Responsible for all music in the production, including vocal (singing) and instrumental. Arranges for 
audition accompanist, and sits in on auditions to verify ability of potential cast members to handle the music, then 
teaches/ coaches actors in rehearsing the score. Arranges for hiring of rehearsal accompanist, and band or 
orchestra, does arrangements of the score where necessary, and runs music rehearsals with orchestra and singers. 
Conducts orchestra in performances. If amplification is used, works with sound designer to assure proper balance 
between orchestra and singers. 

 
 
SET DESIGNER 
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Discusses set requirements with the director and the producer, then designs set, subject to approval. Draws 
up plans for construction of approved set, taking into account allotted budget. Presents detailed ground plan, 
showing placement of furniture; possibly presents scale model of set, showing colors of walls, etc.. Discusses 
placement of elements, colors, etc., with lighting and costume designers to coordinate overall look. Supervises 
gathering of furniture, painting, set decoration, and so on, to ensure fidelity to design. Is not responsible for the 
physical construction of the set but is responsible to see that the set is completed and has the approval of the 
Director and Producer before Tech week. 

 
COSTUME DESIGNER 

Discusses costume requirements with the director and producer. Designs and/or selects costumes (from 
Theatre storage, rental houses, cast members’ wardrobes, and so on) subject to approval and budget. Consults with 
set and lighting designers regarding colors and practicability (e.g., does a character wearing a long train have to 
navigate around a lot of furniture, or will a character wearing very high heels enter down a steep staircase?) Takes 
measurements of all cast members, does fittings, tailors and adjusts pieces as necessary. Organizes quick changes 
when necessary, adapts costumes to permit same, and trains and rehearses dresser(s) to perform the changes, in 
coordination with the Stage Manager. If desired, organizes costume parade for creative team. Costumer is 
responsible to have all costumes completed and ready for use before the first day of Tech Week. 

 
LIGHTING DESIGNER 

Discusses lighting requirements the director and the producer. Creates lighting design subject to approval 
and budget. Arranges for purchase and/or rental of additional equipment as needed. Supervises hanging and 
focusing of lights prior to tech rehearsals. Supervises writing of cues in conjunction with director, and modifies 
lighting plot as needed.  Is present for all Technical rehearsals to make last minute changes and works with stage 
manager, and booth operator to ensure a smooth transition to opening night. 

 
SOUND DESIGNER 

Discusses sound requirements with the director and the producer. Creates sound plot subject to approval 
and budget, and delivers it on media suitable for the theatre. Supervises installation of sound equipment as needed. 
Supervises writing of cues in conjunction with director, and modifies sound plot as needed. If cast is to be miked, 
supervises fittings and sets proper levels.  Is present for all Technical rehearsals to make last minute changes and 
works with stage manager, and booth operator to ensure a smooth transition to opening night. 

 
HAIR AND WIG DESIGNER 

Creates hairstyles proper for the period and the character, and styles and fits wigs where needed. In shows 
where characters change hairstyles, this person may also be part of the running crew. 

 
MAKEUP CONSULTANT/ DESIGNER 

Someone who can make normal people in life look like normal people under stage lights, and who can 
create out-of-the-ordinary effects (scars, wounds, a big nose for Cyrano de Bergerac) when necessary. 

 
STAGE MANAGER 

Outside of the “Duo” of the creative team (director and producer), the Stage Manager, or SM, is the most 
pivotal person on the production team. The SM’s responsibilities straddle the artistic and technical realms, and 
make forays into the business realm as well. The SM should be considered the Chief Operating Officer of the 
production. 

 



 

5 

 

While the SM may delegate or share responsibilities with one or more Assistant Stage Managers (ASM), as 
well as staff for props, costumes, and the like, he or she is ultimately responsible for everything onstage and 
backstage, including the dressing areas. The SM’s duties include: 

 
Auditions: 
- Acts as audition runner by verifying appointments and checking in auditioners.  
- Collects pictures and resumes. 
- Distributes sides as required.  
- Keeps the flow of actors going at the audition session. 
 
 
During the initial Rehearsal Period: 
- maintains the prompt book, noting all changes, additions, or deletions to the script 
- record the director’s blocking in the prompt book, for later reference 
- consult with the director to devise a rehearsal schedule, and distribute it to all personnel 
- ensure presence of necessary personnel for each rehearsal, calling no-shows as necessary 
- set up rehearsal room to be ready for scheduled start time, arranging for furniture, rehearsal props, and rehearsal 
costumes to be available as needed; at end of rehearsal, secure all props, costume pieces, etc., and close room 
- monitor rehearsal times to allow for breaks and productive rehearsals 
- “sit on book” when actors are off book, prompting as necessary 
- give line notes after each rehearsal, informing actors when lines have been said inaccurately 
- Creates and distributes email rehearsal reports to keep the cast, crew, creative team, and the BOD aware of what 
took place at rehearsal and any needs from a department of the production. (see Attachements) 
 
During Technical Rehearsals 
- consult with director, technical director, design and technical staffs, crew chiefs, and theatre management to 
determine load-in and tech schedule 
- supervise load-in and technical rehearsals, and determine when actors are needed 
- write sound, light, and other technical cues in the prompt book 
- plan set changes and arrange for and rehearse needed personnel 
- assign backstage personnel as needed for costume changes, live sound, and so on 
- supervise placement and spiking of onstage furniture, as well as placement of Glo-tape on and offstage as needed 
- make sure adequate light is provided backstage for safety, as well as to provide for quick changes or other 
necessary business 
 
During the Run of the Show 
- make sure dressing and backstage areas are clean and free of debris 
- supervise preset of stage and backstage areas, including furniture props, and costumes 
- ensure that all personnel are present in the theatre at their assigned call times 
- collect and secure valuables at half-hour 
- give calls to cast at regular intervals to alert them to how long to curtain 
- consult with House Manager as to when house will be opened, and alert cast 
- consult with House Manager as to when places is to be called, and alert cast 
- check communications between SM station and backstage and front of house personnel 
- call sound and light cues for each performance 
- stop the performance in case of emergency, and have access to PA system to alert audience and theatre personnel 
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- determine number of curtain calls 
- conduct understudy rehearsals as needed 
- conduct brushup rehearsals as needed 
- in absence of the director, give acting, blocking, and/or script notes when needed 

 
CHOREOGRAPHER 

Creates dances and movement for musical numbers in the production, working with the director to assure 
each character’s proper development through movement. Teaches the dances to the cast in movement rehearsals, 
and assigns one of the performers to be “dance captain” in his or her absence. 

 
FIGHT DIRECTOR 

Stages fights – whether hand-to-hand or involving swords, knives, or other weapons – battles, skirmishes, 
or even simple hand-slaps, so as to make them look realistic while avoiding injury to the performers. Stage combat 
is a very specialized discipline, and injuries can easily happen without proper fight choreography, so if the script 
calls for a struggle of some kind, it’s worth the investment to hire a fight director who’s properly trained.  

 
DIALECT COACH 

Someone who coaches the actors in specific dialects and accents if they are necessary for the play. It’s 
important this person really know what he/she is doing, as a Midlands accent is very different from a London 
accent, and a Cockney London accent is very different from a Mayfair London accent. This person needs to know, 
for example, that when you do an Irish play, “poteen” is pronounced “pot-cheen” not “po-teen.” 

 
TECHNICAL DIRECTOR 

The Board of Directors for SBCT will appoint a Technical Director for the entire Season- He or she will 
coordinate and supervise all the technical elements of the production, including scheduling load-ins, building of 
the set, hanging and focusing lights, sound system setup, and any special effects to be used. The TD should be 
familiar with the physical plant, so as to know the electrical capabilities, maximum weight the stage can bear, and 
the like. The TD is responsible for recruiting electricians, sound operators, and other technical personnel. This is 
something to talk about! 

 
TECHNICAL CREW 

Everyone needed for loading in and building the set, hanging and focusing lights, setting up the sound 
system, and the like. While some positions can be filled by people with no prior experience, others require very 
specialized skill and expertise. 

 
ASSISTANT STAGE MANAGER 

Assists the Stage Manager in performing the SM’s various tasks; depending on the size and complexity of 
the production, there may be more than one ASM, or none at all. In productions where the SM station is not 
backstage (e.g., when the SM calls the show from the booth or from “Hell”), It’s advisable to have at least one 
ASM backstage and in audio contact with the SM in the booth in case of problems. 

RUNNING CREW 
All those who work backstage or in the booth in order for the show to run smoothly. They may include 

operators for the light board, follow spot(s), sound, and special effects; dressers; set changers; and hair, wig, and 
makeup stylists. 

 
HOUSE MANAGER 
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Supervises everything in front of the curtain during and before performances. This includes making sure all 
public areas – the house, lobby, concession and restroom areas – are clean and presentable; that the box office is 
staffed and ready for customers; that the concession stand, is staffed and ready; and that ushers are in place, with 
programs to be distributed. The House Manager determines, in consultation with the Stage Manager, whether the 
curtain will rise on time or will be held, depending on how many tickets remain unclaimed, and informs the SM 
when it is safe to call places and begin the show; s/he also determines when lights in the public areas are flashed 
and/or warning chimes are sounded to alert the audience to take their seats. The House Manager determines 
whether and when to seat latecomers, having consulted with the artistic staff as to when would be least disruptive. 
At intermission, the House Manager supervises the lighting in the public areas and the sale of concessions, and 
again consults with the SM as to when places should be called and the show resumed. 

 
BOX OFFICE STAFF 

Conducts ticket sales, in person at the theatre and/or online or over the phone. Balances sale of tickets so as 
to apportion the audience in the most effective way when all seats are not filled. Makes sure to have sufficient cash 
on hand to make change, and that credit card terminals are operating properly when used. Submits a report for each 
performance indicating how many tickets were sold at full price, how many at discount and/or to subscribers when 
applicable, how many press or other complimentary, with a total gross dollar amount for the performance. 
Arranges for deposit of funds. 

 
TICKET SERVICE 

Sam Bass Community Theatre Association uses BUYPLAYTIX.COM as our box office system and ticket 
service. 

 
USHERS 

Show people to their seats, distribute programs, watch for prohibited activity such as taping or taking of 
photographs, and eject unruly audience members when needed. 

 
PUBLICITY DIRECTOR 

Basic tasks include preparation and distribution of press releases, notifying critics, planning and placing of 
ads, and the like. Depending on the clout and connections of the press agent, s/he may be able to arrange 
interviews with production personnel and/or newspaper and magazine stories; and get important critics to come. 
Publicity Director also supervises distribution of posters and mailings of flyers and postcards. 

 
GRAPHIC ARTIST 
Creates and executes a design for the show’s publicity and printed materials, which include postcards and flyers, 
posters, advertisements, theatre marquee, and program and Social Media items (facebook cover photos, profile 
images and online advertisements. 

 
PRODUCTION PHOTOGRAPHER 

Does rehearsal shots for advance submission to press outlets, as well as production photos for lobby 
boards, follow-up press, and archival purposes. 
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Financial Plans and Expectations 
x The Sam Bass Community Theatre Association, has adopted new expectations for the usage of 

funds for producing events at Sam Bass Theatre.  
x All purchases for events or productions at Sam Bass Theatre shall be purchased using a pre-paid 

gift card. At the beginning of the productions process the director will arrange with the help of the 
producer a time to receive their available funds.  

x There will be no reimbursements for purchases not made on the pre-paid gift cards for the needs of 
a production without prior approval from the Treasurer and the Producer for that production. 

x Directors are expected to track the expenses/purchases for their production and turn in all receipts 
for purchases on the production gift cards. Directors must specify what purchases were used for, in 
order to help the treasurer track expenses and assets for the theatre. 

x The Director, Cast, Crew, and Designers are not ever expected to handle cash brought in from ticket 
sales, concessions, or donations.  There will be a representative of the board of directors for each 
performance to maintain the cashbox, credit card processing, and take donations. 

x Failure to maintain proper records of purchases, receipts and tracking of the theatres funds will 
result in dismissal, or being ineligible to direct productions in the future. 

x Appendix B is expected to be filled out by the director and returned to the producer for each 
production within 1 month of being selected as an approved director.  
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Publicity, Poster Art, and Program 
To ensure the success of every production the board of directors is implementing a standard operating 

procedure for the marketing and publicity of each production and event. The Board is appointing a graphic artist to 
produce logos, poster art, social media images, and the programs for each production/event at SBT. 

 
o Show Logos - The Initial Logos will be created with in 1 month of season announcement, with the 

imput of the directors. The initial logo will then be further developed into the final poster art, social 
media images (Cover Image and Profile Image for cast, crew, and theatre use) and the Program 
cover.  

o Collaboration with Graphic Artist -To ensure that the directors have input into the design of all 
publicity images directors are asked to collect 10-15 images that they feel will represent their 
production in-order to give an idea to the graphic designer for the direction that the images should 
go.  Along with the collection of images the directors are asked to send a description of the show, 
the style and the concept to be used in production, as well as any request or requirements for the 
images to the graphic designer within 14 days of signing the directors contract. This will allow 
SBCTA to market the entire season in advance, as well as each show.  

o Conflicting Artwork - Once Production Artwork and Posters are selected by the Production 
Director and Producer and presented to the SBCTA Executive Board there shall be NO other 
posters, graphics, or artwork used to market or publicize the show.  
 

 
 
In addition to the above requirements for the Poster Art and Marketing Images, there are two forms which 
will be turned into the Director of Publicity, each has a separate due date. ( See Appendix C ) 
 

x Press Release Information Form is due 4 Months before Opening. 
x Program Information Sheet Due 1 Month Before Opening 
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Box Office Policies 
x Tickets will be available for purchase on the SBCTA Website (www.SamBassTheatre.org) 2 

Months before the opening of the show.  
x All Reserved tickets must be purchased through buyplaytix.com or arranged through the Box 

Office/ House Manager.  
x Tickets can not be guaranteed at the door. All patrons are encouraged to purchase tickets in advance 

through the SBCTA website. 
x All Cast, Crew, Designers, and Creative Staff receive 2 Complimentary Tickets to use at their 

discretion for friends, family members or colleagues.  
x The director may request additional comp tickets for donors, barter for props or production needs, 

or media representatives. Final approval is left to the Producer of each production and the board of 
directors. 

x The board of directors reserves the right to offer sales, or special offers on ticket sales for any 
performance of any production in order to boost ticket sales and help to fill every performance to 
capacity. 

 
  

http://www.sambasstheatre.org/
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Set Construction / Stage Usage / Strike  
 

Set Construction 
Set Construction will be overseen by the SBCTA Technical Director, the planning and installation of each 

shows set will need to be arranged with the Technical director at the second production meeting for each 
production. The technical director is not responsible for the completion of the set or lighting, sound design. That 
responsibility fall upon the director for each production. The technical director is responsible for giving each 
production access to the theatre storage, tools, and property. And for coordinating times when the space is 
available to each director. 

 
Stage Usage 

Stage usage will vary for each show, depending on the additional black box and season special events 
scheduled between each main stage production. The Board of Directors for SBCTA will work with each director to 
help secure alternative rehearsal spaces when the main stage is not available to them with in reason. Each director 
should have total access to the stage approximately 4 weeks before opening.  

 
Strike 

Strike will take place the Sunday of closing weekend. Strike is not considered complete until the approval 
of the Technical Director has been given. Strike requires all cast, crew, designers, directors, and staff of each 
production to participate. All areas of the theatre must be cleaned and left better than they were found. This 
includes but is not limited to the Annex, Greenroom/dressing room, back stage spaces, the stage itself, the front of 
house, Box Office, Patio, Storage Spaces such as the Barn, Tool Shed, and Costume shop. All props, costumes, set 
pieces and materials used by a production must be returned to their proper location for strike to be given the 
approval. If a production fails to do this the production director could be ineligible to submit or be considered for 
directing in the future.  
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Audition Policies 
We respect, value and celebrate the unique attributes, characteristics and perspectives that make each 

person who they are. We also believe that bringing diverse individuals together allows us to collectively and more 
effectively contribute to the development of the arts in Central Texas. We welcome all to participate in the art and 
craft of creating theatre. All ages, sexes, ethnicities, sexual orientations, gender identies, political parties, and 
religions or creeds are welcome at Sam Bass Theatre. We ask for respect, and we give respect.  

 
A Note to Directors: 

x Pre-casting is allowed for up to ½ of the cast with prior approval of the Board of Directors and notification 
of precast roles on all audition notices, postings, and mailings. The Board of Directors reserves the right to 
refuse pre-casting of a production, role, or an individual actor. 

x The Board of Directors would like to request that all auditions take place 1 month before the start of 
rehearsals, to allow for recasting as needed for drops and conflicts, as well as to help give cast members 
time to start memorizing lines and getting off book. 

x The Board of Directors is to receive a complete list of those cast for a production before there is a public 
announcement, to allow for a review of those selected for the safety and wellbeing of the theatre 
organization. 

x The Board of Directors reserves the right to deny a director’s choice to cast an individual due to previous 
altercations and or criminal history.  
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Directors Contract 

                 _____________________________ 
The Agreement for Directorial Services made between _______________________ (“Production Director”) and Sam Bass 

Community Theatre Association. (SBCTA) shall be for the purpose of presenting to the general public the production stated below and in 
accordance with the conditions set forth in this Agreement. 
 

Production 
__________________________________ at Sam Bass Theatre with ____ performances from ___________  through _____________ 
and one (1) preview performance on _____________ . 

Scope of Services 
_______________________ shall perform the normal and typical duties of a Director that are consistent with the standards 

established in the theatrical profession.  The Production Director shall, with the advice and final consent of the SBCTA Executive Board 
and Producer, be responsible for all decisions related to the full production package, including the casting of individual roles or any effects 
that they deem necessary to better enhance their vision of the final product. It is understood that at any time during the rehearsal process 
the SBCTA Executive Board will attend rehearsal(s) and reserves the right to make changes as needed. 

The Production Director will be provided with a Production Budget by SBCTA.  It is his/her responsibility to adhere to the 
budget provided.  Any decision that might result in cost overruns must be approved by the SBCTA Executive Board and Producer. 

The Production Director will hold, and be present for, regularly scheduled production meetings with the production staff and any 
others involved with the creation of the show as laid out in the Directors Information Packet.  Only the Production Director and Producer 
for SBCTA will make final decisions concerning a show.  The Production Director may not bring in co-directors or others without the 
permission of the SBCTA Executive Board. 

Production deadlines will be determined by the Production Director, SBCTA Technical Director and the SBCTA Executive 
Board. It is the responsibility of the Production Director to ensure that all deadlines are met.  Failure to comply may result in termination 
of this contract. 

The Production Director shall be responsible for any props, tools, costumes, resources or materials provided by SBCTA for work 
under this Agreement.  All props, tools, costumes, resources or materials shall be maintained in a safe manner and shall be promptly returned 
to SBCTA on conclusion of this Agreement.  The Production Director shall be responsible for reimbursing the Producers for any lost, 
defaced or otherwise non-returnable props, tools, costumes, resources or materials provided to him/her by SBCTA. 

Any additional responsibilities, duties and remuneration that are mutually agreed upon by the Production Director and the 
Producers may be added to this Agreement as an addendum. 

 
Rehearsal and Performance Schedules 

The Production Director, along with the Stage Manager, and Producer shall prepare a complete rehearsal schedule in consultation 
with the SBCTA Executive Board.  Any changes in the schedule, including the addition of pick-up rehearsals, must be approved by the 
Producer and the SBCTA Executive Board.  The rehearsal schedule must be approved before dispensing to cast to verify availability in 
theatre rehearsal spaces. 

It is anticipated that the Directorial Services to be performed under this Agreement shall begin at least 5 months prior to the opening 
date and be completed by closing date of production. 
 
Policies Governing Production Directors 

As a Director connected with the work of SBCTA, the Production Director is expected to conduct him/herself in a professional 
manner at all times when representing SBCTA as is stated in the Policy’s and Procedures section of this contract.  Punctuality for rehearsals 
is the norm, unless specific arrangements have been made with the Producer, Stage Manager and SBCTA Executive Board.  Once the 
rehearsal schedule is set, it shall be rigidly followed to allow maximum preparation time for the planned production. 

All media contacts will be arranged by SBCTA marketing.  If you have personal connections with any media representatives 
contact information should be given to the SBCTA’s marketing representatives.  No contact will be made directly with the media without 
the permission of the SBCTA Executive Board. 
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Alcohol, or Drugs in any form will not be tolerated before or during rehearsals or during performances.  Alcohol may not be 
consumed on the premises following a rehearsal or performance except during a sanctioned SBCTA function.  Under no circumstances 
shall any abuse of non-prescription, prescription or use of illegal drugs be tolerated on the premises of SBCTA or while representing the 
organization. 

Smoking shall be permitted only in the designated smoking areas.  Cigarette butts shall be disposed of in designated containers. 
Smoking during rehearsals shall be confined to smoke-breaks as designated by the SBCTA S.O.P.s. 

Any use of theatre equipment shall be subject to the approval of the Producer, SBCTA Technical Director and the SBCTA 
Executive Board.  Equipment may not be borrowed or taken from the theatre without permission of the Producer, SBCTA Technical 
Director and the SBCTA Executive Board.  Any equipment or instruments used by the Production Director shall be preserved, kept free 
of dust, and, where applicable, covered, protected and turned off at the end of each use. 

Failure to comply with the rules and policies outlined herein may result in termination of contract.  The SBCTA Executive Board 
and Producer shall have primary authority and reserves the right to make final decisions on all matters related to the production. 

 
Policies and Procedures 

  
RESPONSIBLE BEHAVIOUR  
1. Directors should strive to create a good, harmonious, supportive working environment - creativity does not blossom on negative 
energy.  
2. The rehearsal room should not be seen as a battlefield - the vast majority of actors actively want constructive direction.  
3. Aim to be open to constructive suggestions where practicable within the time-scale.  
4. Aim to draw out (extend) rather than impose - positive rather than negative reinforcement is more likely to enhance the actor's 
processes.  
5. Be flexible! Recognize that all actors have different ways (and speeds) of working - allow for all different approaches within the time 
constraints of the production.  
6. Don't be afraid to admit that you could be wrong or simply don't immediately know the answer to a problem - tolerance does not equate 
with weakness.  
7. Be aware of the power that you have - i.e. as a referee and potential future employer. Don't abuse it by putting actors in the position of 
potential sycophancy - this will invariably be counter-productive to their creativity.  
8. Be aware that an actor who appears "difficult" could simply be anxious or insecure. Develop strategies for recognizing, understanding 
and dealing with people's behaviors in the creative context. Remember, everyone (including the director) is insecure - no matter how 
tough they may appear to be on the surface. 

9. SBCTA is a “no harm” theatre.  If for some reason a situation seems to get out of hand or a conflict arises between a director 
and another member of the cast, production team or a member of the SBCTA Executive Board, the Stage Manager has the right to contact 
the Executive Board and inform them of the situation.  The SBCTA Executive Board’s decision in the matter is final.  
 
ETHICS  
1. The director has similar moral responsibilities to those of a parent, doctor, teacher, etc.,. - i.e. all the professions that might be called 
'caring'.  
2. Remember how vulnerable the actor makes her/himself during the rehearsal process - take care with other people's psyches.  
3. The director should hold the intimacies of the rehearsal room as confidential, and they should make this position clear from the outset 
to the company.  
4. Remember that the professional working relationship is not limited to the rehearsal room.  
5. The casting process should remain as confidential as is feasible.  

6. The Director has the right to pre-cast roles with permission from the SBCTA Executive Board, but not more than one half of 
the roles of any given production.   
7. Respect an actor's privacy in wardrobe calls and dressing rooms.  
8. Don't bring your personal problems into the rehearsal or audition room. 

9. Social Media – Directors are not to post anything that could be deemed as damaging, negative, or slanderous about any person 
involved in a production or with the SBCTA Organization. The SBCTA Executive Board feels that a post is about a member of the 
SBCTA organization, a production of SBCTA or any other part of the organization, they will first contact the director and ask for the 
posting to be removed and give warning to the director. Should there be further postings or concerns the SBCTA Executive Board retains 
the right to remove a director from their post. Failure to comply with the rules and policies outlined herein may result in termination of 
contract.   
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GIVING NOTES:  
1. Notes should be constructive rather than destructive.  
2. Be sensitive as to when you give notes - the timing is as important as the content.  
3. Remember that actors need the half (30 min. before show) not just to make practical preparations but also mental ones.  
4. It is usually divisive and destructive to single out one person for public criticism.  
5. Remember that some notes are better given in private. BUT also remember that most notes affect not just the immediate recipient but 
often other actors in the production.  
6. Invidious comparisons with other actors/performances are unhelpful. 
 
ORGANIZATION:  
1. Disorganization does not enhance creativity.  
2. The director is at the head of the chain of command of a production - she/he must be organized.  
3. Treat actors free time with respect - calls should be carefully thought out and made to work.  
4. Be aware of the time constraints of others working on the production e.g. the D.S.M. has probably another hour's work to do once 
rehearsals have finished, wardrobe fittings need to be done in reasonable time before production week, etc., etc. 
 
INTERVIEWS & AUDITIONS:  
1. Always treat an actor with consideration and respect at interviews and auditions. Also aim to put the actor at ease in order that she/he 
has the chance to give of her/his best, e.g. by providing information about the production beforehand and minimizing waiting times..  
2. Always point out to the actor any 'extreme' that might be required in a production before or whilst offering a role e.g. revealing 
costumes, dangerous stunts, 'different' ways of working, etc..  
3. Exchange of ideas prior to rehearsals can be very important.  
4. Never make (or even imply) any kind of promise to an actor – all pre-casting decisions must be approved by the SBCTA Executive 
Board. 

 
HEALTH & SAFETY:  
1. Don't ask unqualified actors to do stunts.  
2. Don't try to direct fights yourself; use a qualified fight director.  
3. Listen to stage-management and technicians in all matters of safety.  
4. Don't run a technical rehearsal without taking reasonable steps to insure that all areas and equipment to be used are safe. 

 
Governing Law 

 
The parties agree that this Agreement shall be construed in accordance with the laws of the State of Texas. 

 
IN WITNESS WHEREOF, the parties hereto have executed this Agreement the day and year first written above.

  
 

Production Director _______________________   For Sam Bass Community Theatre Association. 
  
Signature: ___________________________   By:  ____________________________ 
 
Date: _______________________________             Laura Vohs, SBCTA Executive Board President 
 
Address: ____________________________   Date: ___________________________ 
 
Phone #: ____________________________  
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Appendix A: Production Space Availability Calendar 

JULY 
TWO THOUSAND SIXTEEN 

 

SUN MON TUE WED THU FRI SAT 

26 27 28 29 30 01 02 
JUN 
 

    JUL 
 

 

03 04 05 06 07 08 09 
JUL 
 

      

10 11 12 13 14 15 16 
JUL 
 

      

17 18 19 20 21 22 23 
JUL 
 

   Youth Guild 
Performance 
2015/16 

Youth Guild 
Performance 
2015/16 

Youth Guild 
Performance 
2015/16 

24 25 26 27 28 29 30 
JUL 
Youth Guild 
Performance 
2015/16 

Its Only A Play 
Rehearsals 

Its Only A Play 
Rehearsals 

Its Only A Play 
Rehearsals 

Youth Guild 
Performance 
2015/16 

Youth Guild 
Performance 
2015/16 

Youth Guild 
Performance 
2015/16 

31       
JUL 
Youth Guild 
Performance 
2015/16 

      

NOTES: 
 

AUGUST 
TWO THOUSAND SIXTEEN 

 

SUN MON TUE WED THU FRI SAT 
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 01 02 03 04 05 06 
 Its Only A Play 

Rehearsals 
Its Only A Play 
Rehearsals 

Its Only A Play 
Rehearsals 

Youth Guild 
Performance 
2015/16 

Youth Guild 
Performance 
2015/16 

Youth Guild 
Performance 
2015/16 

07 08 09 10 11 12 13 
AUG 
Youth Guild 
Performance 
2015/16 

Its Only A Play 
Rehearsals 

Its Only A Play 
Rehearsals 

Its Only A Play 
Rehearsals 

Youth Guild 
Performance 
2015/16 

Youth Guild 
Performance 
2015/16 

Youth Guild 
Performance 
2015/16 

14 15 16 17 18 19 20 
AUG 
Youth Guild 
Performance/S
trike 

Its Only A Play 
Rehearsals 

Its Only A Play 
Rehearsals 

Its Only A Play 
Rehearsals 

Its Only A Play 
Rehearsals 

Its Only A Play 
Rehearsals 

Its Only A Play 
Rehearsals 

21 22 23 24 25 26 27 
Its Only A Play 
Rehearsals 

Its Only A Play 
Rehearsals 

Its Only A Play 
Rehearsals 

Its Only A Play 
Rehearsals 

Its Only A Play 
Rehearsals 

Its Only A Play 
Rehearsals 

Its Only A Play 
Rehearsals 

28 29 30 31    
Its Only A Play 
Rehearsals 

Its Only A Play 
Rehearsals 

Its Only A Play 
Rehearsals 

Its Only A Play 
Rehearsals 

   

NOTES: 
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SEPTEMBER 
TWO THOUSAND SIXTEEN 

 

SUN MON TUE WED THU FRI SAT 

    01 02 03 
    Its Only A Play 

Rehearsals 
Its Only A Play 
Rehearsals 

Its Only A Play 
Rehearsals 

04 05 06 07 08 09 10 
Its Only A Play 
Rehearsals 

Its Only A Play 
Rehearsals 

Its Only A Play 
Rehearsals 

Its Only A Play 
Rehearsals 

Its Only A Play 
Rehearsals 

Its Only A Play 
Rehearsals 

Its Only A Play 
Rehearsals 

11 12 13 14 15 16 17 
Its Only A Play 
Rehearsals 

Its Only A Play 
Rehearsals 

Its Only A Play 
Rehearsals 

Its Only A Play 
Rehearsals 

Its Only A Play 
Rehearsals 

OPENING 
NIGHT It’s Only 
A Play 

It’s Only A Play 
Performance 

18 19 20 21 22 23 24 
It’s Only A Play 
Performance 

Crucible 
Rehearsal 

Crucible 
Rehearsal 

Crucible 
Rehearsal 

It’s Only A Play 
Performance 

It’s Only A Play 
Performance 

It’s Only A Play 
Performance 

25 26 27 28 29 30  
It’s Only A Play 
Performance 

Crucible 
Rehearsal 

Crucible 
Rehearsal 

Crucible 
Rehearsal 

It’s Only A Play 
Performance 

It’s Only A Play 
Performance 

 

NOTES: 
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OCTOBER 
TWO THOUSAND SIXTEEN 

 

SUN MON TUE WED THU FRI SAT 

      01 
      It’s Only A Play 

Performance 

02 03 04 05 06 07 08 
It’s Only A Play 
Performance 

Crucible 
Rehearsal 

Crucible 
Rehearsal 

Crucible 
Rehearsal 

It’s Only A Play 
Performance 

It’s Only A Play 
Performance 

It’s Only A Play 
Performance 

09 10 11 12 13 14 15 
It’s Only A Play  
Strike 
 

Crucible 
Rehearsal 

Crucible 
Rehearsal 

Crucible 
Rehearsal 

Crucible 
Rehearsal 

Crucible 
Rehearsal 

Crucible 
Rehearsal 

16 17 18 19 20 21 22 
Crucible 
Rehearsal 

Crucible 
Rehearsal 

Crucible 
Rehearsal 

Crucible 
Rehearsal 

Crucible 
Rehearsal 

Crucible 
Rehearsal 

Crucible 
Rehearsal 

23 24 25 26 27 28 29 
Crucible 
Rehearsal 

Crucible 
Rehearsal 

Crucible 
Rehearsal 

Crucible 
Rehearsal 

Opening Night 
Crucible 

Crucible 
Performance 

Crucible 
Performance 

30 31      
Crucible 
Performance 

Crucible 
Performance/ 
PARTY 

     

NOTES: 
 

NOVEMBER 
TWO THOUSAND SIXTEEN 
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SUN MON TUE WED THU FRI SAT 

  01 02 03 04 05 
  NOV CRUBICLE 

STRIKE 
 

Babes In 
Toyland 
Rehearsal 

Babes In 
Toyland 
Rehearsal 

Babes In 
Toyland 
Rehearsal 

Babes In 
Toyland 
Rehearsal 

06 07 08 09 10 11 12 
Babes In 
Toyland 
Rehearsal 

Babes In 
Toyland 
Rehearsal 

Babes In 
Toyland 
Rehearsal 

Babes In 
Toyland 
Rehearsal 

Babes In 
Toyland 
Rehearsal 

Babes In 
Toyland 
Rehearsal 

Babes In 
Toyland 
Rehearsal 

13 14 15 16 17 18 19 
Babes In 
Toyland 
Rehearsal 

Babes In 
Toyland 
Rehearsal 

Babes In 
Toyland 
Rehearsal 

Babes In 
Toyland 
Rehearsal 

Babes In 
Toyland 
Rehearsal 

Babes In 
Toyland 
Rehearsal 

Babes In 
Toyland 
Rehearsal 

20 21 22 23 24 25 26 
Babes In 
Toyland 
Rehearsal 

Babes In 
Toyland 
Rehearsal 

Babes In 
Toyland 
Rehearsal 

Babes In 
Toyland 
Rehearsal 

THANKS 
GIVING 

THANKS 
GIVING 

THANKS 
GIVING 

27 28 29 30    
THANKS 
GIVING 

Babes In 
Toyland 
Rehearsal 

Babes In 
Toyland 
Rehearsal 

Babes In 
Toyland 
Rehearsal 

   

NOTES: 
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DECEMBER 
TWO THOUSAND SIXTEEN 

 

SUN MON TUE WED THU FRI SAT 

27 28 29 30 01 02 03 
NOV 
 

   Opening Night 
Babes In 
Toyland 

Babes In 
Toyland 
Performance 

Babes In 
Toyland 
Performance 

04 05 06 07 08 09 10 
Babes In 
Toyland 
Performance 

Moon Over 
Buffalo 
Rehearsal 

Moon Over 
Buffalo 
Rehearsal 

Moon Over 
Buffalo 
Rehearsal 

Babes In 
Toyland 
Performance 

Babes In 
Toyland 
Performance 

Babes In 
Toyland 
Performance 

11 12 13 14 15 16 17 
Babes In 
Toyland 
Performance 

Moon Over 
Buffalo 
Rehearsal 

Moon Over 
Buffalo 
Rehearsal 

Moon Over 
Buffalo 
Rehearsal 

Babes In 
Toyland 
Performance 

Babes In 
Toyland 
Performance 

Babes In 
Toyland 
Performance 

18 19 20 21 22 23 24 
Babes In 
Toyland Strike 

Moon Over 
Buffalo 
Rehearsal 

Moon Over 
Buffalo 
Rehearsal 

Moon Over 
Buffalo 
Rehearsal 

Moon Over 
Buffalo 
Rehearsal 

Moon Over 
Buffalo 
Rehearsal 

Christmas Eve  
 

25 26 27 28 29 30 31 
DEC 
CHRISTMAS  

NEW YEARS 
EVE SPECIAL 

NEW YEARS 
EVE SPECIAL 

NEW YEARS 
EVE SPECIAL 

NEW YEARS 
EVE SPECIAL 

NEW YEARS 
EVE SPECIAL 

NEW YEARS 
EVE SPECIAL 
Performance 

NOTES: 
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JANUARY 
TWO THOUSAND SEVENTEEN 

 

SUN MON TUE WED THU FRI SAT 

01 02 03 04 05 06 07 
Moon Over 
Buffalo 
Rehearsal 

Moon Over 
Buffalo 
Rehearsal 

Moon Over 
Buffalo 
Rehearsal 

Moon Over 
Buffalo 
Rehearsal 

Moon Over 
Buffalo 
Rehearsal 

Moon Over 
Buffalo 
Rehearsal 

Moon Over 
Buffalo 
Rehearsal 

08 09 10 11 12 13 14 
Moon Over 
Buffalo 
Rehearsal 

Moon Over 
Buffalo 
Rehearsal 

Moon Over 
Buffalo 
Rehearsal 

Moon Over 
Buffalo 
Rehearsal 

Moon Over 
Buffalo 
Rehearsal 

Moon Over 
Buffalo 
Rehearsal 

Moon Over 
Buffalo 
Rehearsal 

15 16 17 18 19 20 21 
Moon Over 
Buffalo 
Rehearsal 

Moon Over 
Buffalo 
Rehearsal 

Moon Over 
Buffalo 
Rehearsal 

Moon Over 
Buffalo 
Rehearsal 

Moon Over 
Buffalo 
Rehearsal 

Moon Over 
Buffalo 
Rehearsal 

Moon Over 
Buffalo 
Rehearsal 

22 23 24 25 26 27 28 
Moon Over 
Buffalo 
Rehearsal 

Moon Over 
Buffalo 
Rehearsal 

Moon Over 
Buffalo 
Rehearsal 

Moon Over 
Buffalo 
Rehearsal 

Moon Over 
Buffalo 
Rehearsal 

Opening Night 
Moon Over 
Buffalo 

Moon Over 
Buffalo 
Performance 

29 30 31 01 02 03 04 
Moon Over 
Buffalo 
Performance 

Flaming Idiots 
Rehearsal  

Flaming Idiots 
Rehearsal 

    

NOTES: 
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FEBRUARY 
TWO THOUSAND SEVENTEEN 

 

SUN MON TUE WED THU FRI SAT 

29 30 31 01 02 03 04 
   Flaming Idiots 

Rehearsal 
Moon Over 
Buffalo 
Performance 

Moon Over 
Buffalo 
Performance 

Moon Over 
Buffalo 
Performance 

05 06 07 08 09 10 11 
Moon Over 
Buffalo 
Performance 

Flaming Idiots 
Rehearsal  

Flaming Idiots 
Rehearsal 

Flaming Idiots 
Rehearsal 

Moon Over 
Buffalo 
Performance 

Moon Over 
Buffalo 
Performance 

Moon Over 
Buffalo 
Performance 

12 13 14 15 16 17 18 
Moon Over 
Buffalo 
Performance 

Flaming Idiots 
Rehearsal 

Flaming Idiots 
Rehearsal 

Flaming Idiots 
Rehearsal 

Moon Over 
Buffalo 
Performance 

Moon Over 
Buffalo 
Performance 

Moon Over 
Buffalo 
Performance 

19 20 21 22 23 24 25 
Moon Over 
Buffalo Strike 

Flaming Idiots 
Rehearsal 

Flaming Idiots 
Rehearsal 

Flaming Idiots 
Rehearsal 

Flaming Idiots 
Rehearsal 

Flaming Idiots 
Rehearsal 

Flaming Idiots 
Rehearsal 

26 27 28 01 02 03 04 
Flaming Idiots 
Rehearsal 

Flaming Idiots 
Rehearsal 

Flaming Idiots 
Rehearsal 

    

NOTES: 
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MARCH 
TWO THOUSAND SEVENTEEN 

 

SUN MON TUE WED THU FRI SAT 

26 27 28 01 02 03 04 
   Flaming Idiots 

Rehearsal 
Flaming Idiots 
Rehearsal 

Flaming Idiots 
Rehearsal 

Flaming Idiots 
Rehearsal 

05 06 07 08 09 10 11 
Flaming Idiots 
Rehearsal 

Flaming Idiots 
Rehearsal 

Flaming Idiots 
Rehearsal 

Flaming Idiots 
Rehearsal 

Flaming Idiots 
Rehearsal 

Opening Night 
Flaming Idiots 

Flaming Idiots 
Performance 

12 13 14 15 16 17 18 
Flaming Idiots 
Performance 

Speech and 
Debate 
Rehearsal  

Speech and 
Debate 
Rehearsal  

Speech and 
Debate 
Rehearsal  

Flaming Idiots 
Performance 

Flaming Idiots 
Performance 

Flaming Idiots 
Performance 

19 20 21 22 23 24 25 
Flaming Idiots 
Performance 

Speech and 
Debate 
Rehearsal  

Speech and 
Debate 
Rehearsal  

Speech and 
Debate 
Rehearsal  

Flaming Idiots 
Performance 

Flaming Idiots 
Performance 

Flaming Idiots 
Performance 

26 27 28 29 30 31 01 
Flaming Idiots 
Strike 

Speech and 
Debate 
Rehearsal  

Speech and 
Debate 
Rehearsal  

Speech and 
Debate 
Rehearsal  

Speech and 
Debate 
Rehearsal  

Speech and 
Debate 
Rehearsal  

 

NOTES: 
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APRIL 
TWO THOUSAND SEVENTEEN 

 

SUN MON TUE WED THU FRI SAT 

26 27 28 29 30 31 01 
      Speech and 

Debate 
Rehearsal 

02 03 04 05 06 07 08 
Speech and 
Debate 
Rehearsal  

Speech and 
Debate 
Rehearsal  

Speech and 
Debate 
Rehearsal  

Speech and 
Debate 
Rehearsal  

Speech and 
Debate 
Rehearsal  

Opening Night 
Speech and 
Debate 

Speech and 
Debate 
Performance 

09 10 11 12 13 14 15 
Speech and 
Debate 
Performance 

Spelling Bee 
Rehearsal  

Spelling Bee 
Rehearsal  

Spelling Bee 
Rehearsal  

Spelling Bee 
Rehearsal  

Speech and 
Debate 
Performance 

Speech and 
Debate 
Performance 

16 17 18 19 20 21 22 
Speech and 
Debate 
Performance/
Strike 

Spelling Bee 
Rehearsal  

Spelling Bee 
Rehearsal  

Spelling Bee 
Rehearsal  

Spelling Bee 
Rehearsal  

Spelling Bee 
Rehearsal  

Spelling Bee 
Rehearsal  

23 24 25 26 27 28 29 
Spelling Bee 
Rehearsal  

Spelling Bee 
Rehearsal  

Spelling Bee 
Rehearsal  

Spelling Bee 
Rehearsal  

Spelling Bee 
Rehearsal  

Spelling Bee 
Rehearsal  

Spelling Bee 
Rehearsal  

30 01 02 03 04 05 06 
Spelling Bee 
Rehearsal 

      

NOTES: 
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MAY 
TWO THOUSAND SIXTEEN 

 

SUN MON TUE WED THU FRI SAT 

 01 02 03 04 05 06 
 Spelling Bee 

Rehearsal  
Spelling Bee 
Rehearsal  

Spelling Bee 
Rehearsal  

Spelling Bee 
Rehearsal  

Spelling Bee 
Rehearsal  

Spelling Bee 
Rehearsal  

07 08 09 10 11 12 13 
Spelling Bee 
Rehearsal  

Spelling Bee 
Rehearsal  

Spelling Bee 
Rehearsal  

Spelling Bee 
Rehearsal  

Spelling Bee 
Rehearsal  

Opening Night 
Spelling Bee 

Spelling Bee 
Performance 

14 15 16 17 18 19 20 
Spelling Bee 
Performance 

Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal  

Spelling Bee 
Performance 

Spelling Bee 
Performance 

Spelling Bee 
Performance 

21 22 23 24 25 26 27 
Spelling Bee 
Performance 

Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal  

Spelling Bee 
Performance 

Spelling Bee 
Performance 

Spelling Bee 
Performance 

28 29 30 31 01 02 03 
Spelling Bee 
Performance 

Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal  

   

NOTES: 
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JUNE 
TWO THOUSAND SEVENTEEN 

 

SUN MON TUE WED THU FRI SAT 

28 29 30 31 01 02 03 
    Spelling Bee 

Performance 
Spelling Bee 
Performance 

Spelling Bee 
Performance 

04 05 06 07 08 09 10 
Spelling Bee 
Strike 

Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal She 
Kills Monsters 
(Outdoor) 

Beauty And 
The Beast Jr 
Rehearsal She 
Kills Monsters 
(Outdoor) 

Beauty And 
The Beast Jr 
Rehearsal She 
Kills Monsters 
(Outdoor) 

11 12 13 14 15 16 17 
Beauty And 
The Beast Jr 
Rehearsal She 
Kills Monsters 
(Outdoor) 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal She 
Kills Monsters 
(Outdoor) 

Beauty And 
The Beast Jr 
Rehearsal She 
Kills Monsters 
(Outdoor) 

Beauty And 
The Beast Jr 
Rehearsal She 
Kills Monsters 
(Outdoor) 

18 19 20 21 22 23 24 
Beauty And 
The Beast Jr 
Rehearsal She 
Kills Monsters 
(Outdoor) 

Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal She 
Kills Monsters 
(Outdoor) 

Beauty And 
The Beast Jr 
Rehearsal She 
Kills Monsters 
(Outdoor) 

Beauty And 
The Beast Jr 
Rehearsal She 
Kills Monsters 
(Outdoor) 

25 26 27 28 29 30  
Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal  

 

NOTES: 
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JULY 
TWO THOUSAND SEVENTEEN 

 

SUN MON TUE WED THU FRI SAT 

25 26 27 28 29 30 01 
      Beauty And 

The Beast Jr 
Rehearsal 

02 03 04 05 06 07 08 
Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal  

09 10 11 12 13 14 15 
Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal  

16 17 18 19 20 21 22 
Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal  

Beauty And 
The Beast Jr 
Rehearsal  

Beauty and 
the Beast Jr. 
Opening Night 

Beauty and 
the Beast Jr. 
Performance 

23 24 25 26 27 28 29 
Beauty and 
the Beast Jr. 
Performance 

Main Stage 1 
2017/2018 

Main Stage 1 
2017/2018 

Main Stage 1 
2017/2018 

Beauty and 
the Beast Jr. 
Performance 

Beauty and 
the Beast Jr. 
Performance 

Beauty and 
the Beast Jr. 
Performance 

30 31      
Beauty and 
the Beast Jr. 
Performance 

Main Stage 1 
2017/2018 

     

NOTES: 
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AUGUST 
TWO THOUSAND SEVENTEEN 

 

SUN MON TUE WED THU FRI SAT 

  01 02 03 04 05 
  Main Stage 1 

2017/2018 
Main Stage 1 
2017/2018 

Beauty And 
The Beast Jr. 
Performance 

Beauty And 
The Beast Jr. 
Performance 

Beauty And 
The Beast Jr. 
Performance 

06 07 08 09 10 11 12 
AUG 
Beauty And The 
Beast Jr. 
Performance 

Main Stage 1 
2017/2018 

Main Stage 1 
2017/2018 

Main Stage 1 
2017/2018 

Beauty And 
The Beast Jr. 
Performance 

Beauty And 
The Beast Jr. 
Performance 

Beauty And 
The Beast Jr. 
Performance 

13 14 15 16 17 18 19 
AUG 
Beauty And the 
Beast Jr. Strike 

Main Stage 1 
2017/2018 

Main Stage 1 
2017/2018 

Main Stage 1 
2017/2018 Main Stage 1 

2017/2018 
Main Stage 1 
2017/2018 

Main Stage 1 
2017/2018 

20 21 22 23 24 25 26 
AUG 
Main Stage 1 
2017/2018 

Main Stage 1 
2017/2018 

Main Stage 1 
2017/2018 

Main Stage 1 
2017/2018 

Main Stage 1 
2017/2018 

Main Stage 1 
2017/2018 

Main Stage 1 
2017/2018 

27 28 29 30 31 01 02 
Main Stage 1 
2017/2018 

Main Stage 1 
2017/2018 

Main Stage 1 
2017/2018 

Main Stage 1 
2017/2018 

Main Stage 1 
2017/2018 

Main Stage 1 
2017/2018 

Main Stage 1 
2017/2018 

NOTES: 
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Appendix B: Financial Tracking Sheet 
THIS IS AN IMAGE OF THE DIGITAL FILE YOU WILL BE REQUIRED TO USE 

 
 
 
 
 
 
 
 
 



 

31 

 

Appendix C: Publicity Forms 
Press Release Work Sheet 

Play Title: 
Play Author: 
Director: 
Why did you select this show: 
 
 
 
 
 
What makes this show important in 2016/2017: 
 
 
 
 
Why should people come see your production: 
 
 
 
 
What will make your production different from other productions: 
 
 
 
 
Cast list (please include any nominations or awards won by cast members): 
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Program Worksheet 
Title of Play 

By Author of Play 
 (This needs to be copied from the cover page of the script and include any required 

info by the plays royalty company) 
 

THE SCENES OF THE PLAY 
ACT I.  – title of act or location/time information from script 
ACT II. – title of act or location/time information from script  
ACT III. – title of act or location/time information from script 

TIME: –/time information from script  
 

Cast (by Order of Appearance) 
 
Production Crew (fill in what you have leave vacant jobs blank) 
Producer: 
Director:  
Assistant Director: 
Stage Manager:  
Assistant Stage Manager:  
Scenic Design:  
Costume Design:  
Hair and Makeup Design:  
Lighting Design:  
Sound Design:  
Graphic Design: Cristopher Stanford 
Production Photographer: 
Running Crew:  
Construction Foreman:  
Construction Crew:  
Gala Coordinator:  
 
Directors Letter -  Please insert Directors letter and any information that you would like added to 
the program 
 
Special Thanks; ( List any one you want listed in program) 

 
Also please include ALL Cast Member / SM / Designers / Directors bio and headshot for the 
program and any additional ads that you have sold or committed to for your show. 
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Appendix D: Box Office Forms 
 
 
 
 

 
 
 

Box Office Report 
Production:                                                                       Date:                                           Run Time:                                    . 
Theatre:                                                                     Seating Capacity            52                                                                    . 
House Manager                                                       Scheduled Start Time:                      Intermission                                . 
Actual Start Time:                                                 length of Intermission:                              Curtain Call:                        . 
Did the Performance Sell Out?             Yes           No       Were there any Patrons Turned Away            Yes           No 
Cash Balance Before Box Office Opened                              Cash Balance After Show                                                   . 
At Door Sales Report: 
                    General Admission Tickets   @ 20.00                       =                                             . 
                   Student Admission Tickets    @ 15.00                      =                                              . 
                   Senior Admission Tickets       @ 15.00                      =                                              . 
.                     Concession Donations                                               =                                             . 
Total Door Revenue:                                    Total Deposited in Cash Box                                . 
 
Number of Tickets Taken at door 
 General                   Student                 Senior                       Comps                . 
Total Number of People in Attendance                                         . 
Unclaimed Will Call:                        Unclaimed Comps                            . 
 
 
 
 
Names of Unclaimed Will Call or Comp Tickets: 
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Cast / Crew / Volunteer Comp Ticket Request form 
Name of Cast / Crew / Volunteer :  

Name on Reservation:  

Performance Date Requested  

Number of Tickets requested  

Special Seating Requirements 
(Handicap Etc.) 

 

 
Please note that all comp tickets are on a first come first serve basis. 

 
Aproved by:                                                                                           Date:                                        . 

                                   
 

Cast / Crew / Volunteer Comp Ticket Request form 
Name of Cast / Crew / Volunteer :  

Name on Reservation:  

Performance Date Requested  

Number of Tickets requested  

Special Seating Requirements 
(Handicap Etc.) 

 

 
Please note that all comp tickets are on a first come first serve basis. 

 
Aproved by:                                                                                           Date:                                        . 
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Appendix E: Audition Forms 
SAM BASS THEATRE 

AUDITION FORM (2016/2017) 
Please fill out as much of the requested information below as possible, or   circle   the appropriate choice where 

applicable. Please Staple headshot and Resume to the front with Headshot on top. 
Full Name: ___________________________________________________________   Age: _______________  
Height: _______________ Weight: _______________ Eyes: _________________ Hair: _________________   
Gender:    MALE      FEMALE   Home Phone: ___________________________Cell Phone: ______________________  
YOUR PREFERRED CONTACT INFO:  
Mailing address: _______________________________________________________________________  
City, State, Zip: ________________________________________________________________________  
Home Phone: ________________________________Cell Phone: ________________________________  
E-mail address 1: ___________________________     E-mail address 2: ___________________________  
Facebook: _________________________________     Twitter: __________________________________  
NOTABLE PREVIOUS PERFORMANCE EXPERIENCE OR ROLES: Please Attach Resume if you have one with you. 
__________________________________________  COMPANY ____________________  YEAR  ___________  
__________________________________________  COMPANY ____________________  YEAR  ___________  

__________________________________________  COMPANY ____________________  YEAR  ___________  

 Role Auditioning For 
 (1st Choice): _____________________________________(2nd Choice): ________________________________  
 (3rd Choice): __________________________________ (4th Choice): __________________________________ 
Would you consider other roles?   YES NO   Would you consider playing a role of the opposite sex?  YES   NO  
Would you accept an ensemble role?   YES    NO    Are you willing to play an understudy?    YES    NO  
DANCE/MOVEMENT:    BALLET    TAP    JAZZ     CONTEMP/MODERN    HIP-HOP     BALLROOM    OTHER   
Style (if Other):  ______________     # of Years: ______   Skill Level:     BEGINNER   INTERMEDIATE   ADVANCED    
Other Skills to Note: ___________________________________________________________________  
OTHER OPPORTUNITIES WITH US:  
If not cast as a performer, would you be interested in working as crew or stage manager?  YES   NO  
Other Applicable Skills:      STAGE MANAGEMENT      LIGHTBOARD      SPOTLIGHT     SPECIAL EFFECTS  PROPS      SEWING/COSTUMES      
SET BUILDING      SET PAINTING       FRONT OF HOUSE      PUBLIC RELATIONS      PHOTOGRAPHY             CHOREOGRAPHY  
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Potential medical or other conditions to note: 
 (Are you diabetic? Asthmatic? Suffer from serious allergies? Do you suffer from any phobias we should be aware of?): 
_____________________________________________________________________________________  
_____________________________________________________________________________________  
Are you currently performing/rehearsing anything now? Please note the show and schedule below:  
_____________________________________________________________________________________  
How did you hear about our auditions?  
NEWSPAPER     E-MAIL NOTICE      OUR WEBSITE     FRIEND     TEACHER     INDUSTRY MAG/WEBSITE      OTHER  
Would you like to sign up for our group’s mailing list?      NO      YES     E-MAIL      MAIL     ALL  
Are there any potential Scheduling Conflicts you’re currently aware of? (Please see our attached Rehearsal/Performance 
Calendar for specific dates):  
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
EMERGENCY CONTACT:  
Name: _______________________________________________________________________________  
Parent or Guardian Info (if Under 18): ______________________________________________________  
Home Phone: ________________________________Cell Phone: ________________________________  
Relationship: __________________________________________________________________________  
Doctor Name and Phone (if Applicable): ____________________________________________________  

Thank you for your interest in our production! We appreciate your sharing your talent with us, 
and look forward to the opportunity to work with you.  

 
*For some productions Sam Bass Theatre may ask for Background Checks Additional information 

and forms will come with the request 
 
 DO NOT WRITE IN THIS BOX… ADMIN USE ONLY 

Roles Considering: ___________________________________________________________________ 

CALL BACK TIME:_________________________________________________ Initials__________ 

Role Offered:___________________________________________________ Initials__________ 

Conflicts:_________________________________________________________________ 

BACK GROUND CHECK RETURNED_______________________________ Initials__________ 

ROLE ACCEPTED:____________________________________________Initials__________ 

Script, Start Packet Received:___________________________________________Initials__________ 

Audition Results Communicated _______________ By ___________________VIA________________ 


