Standard Operations Manual

Millbrook Community Players, Inc. Directors
This is a guide and requirements for anyone directing a play for the Millbrook Community Players, Inc. herein known as MCP.

As a Director for the MCP you have certain responsibilities to uphold, below are a list of those responsibilities:
1. In order to maintain fairness and integrity for the MCP. 

 Actors from the MCP Acting company must be considered first for any and all roles available. If there are no qualified actors in the database, then open auditions should be held for the roles available only. This is required for all plays. 
2. The President and Executive Director should be notified of all call backs and additional auditions, rehearsal schedule and any other times that the building will be used in order to avoid any scheduling conflicts.

3. Directors may cast whom they feel is best for his or her role however each role must be cast gender and age appropriate, example: a 50-year-old man should not be cast using a 12-year-old boy or girl or a 12-year-old girl or boy should not be cast as a 50-year-old man\woman. 
Our agreement with each publishing company requires a written agreement from them if any roles are changed. Also no part of the play shall be cut without prior permission. (See page 3)
4. All shows, show dates, audition dates, must be approved by the MCP board of directors.

5. Directors will be responsible for the following:

Light and Sound Crew, Stage Managers, Costumes, Construction Crew, Set Decorators, Props, Painters, and Concession workers (Concession workers should be coordinated with the person in charge of concessions, as of this revision that person is Rae Ann Collier, so as not to have too many people.)
· Directors must be there each time there is work being done on his or her set. 
· Do not assume that your set will be built and\or decorated for you. 
· It is the director’s responsibility to see that no damage is done to any part of the building or stage. 
· No fasteners of any kind should be driven\attached to the hardwood part of the stage. 
· Directors are responsible for having all their costumes clean or dry cleaned. 
· Directors will be responsible for assuring all clothes, hats, wigs, and accessories are returned to their proper place when costuming their show.  If your cast does not take care of their costumes, you must. 
· Directors will be responsible for assuring that all props and furniture are stored in their proper place.

6. At NO Time shall any flammable material or substance be used in any show or production without prior approval of the board and the Millbrook Fire Marshall.
NO obstructions shall be placed in the exits to the left or right of the stage. These exits should remain clear in case of emergency.

7. Directors are responsible for the following publicity, 
· Handing out posters, or any other advertising material. 
· They should visit each of the the following websites to enter their show into the community calendar: Montgomery Advertiser, WLWI, MIX 103.3, etc. Also contact WSFA or WAKA for possible interviews. (Please let ED know)
· The Executive Director will be responsible for Post Cards, Facebook and Website.

8. Directors are responsible for obtaining from their cast bio's, no later than two weeks before a performance.

10. Directors are to inform ticket office of the number of comp tickets needed for each show. Comp tickets are available to the cast, crew, director, assistant director and musical director. One ticket will be made available for each. Tickets are to be used only on opening night, no exceptions.
9. Directors are responsible for insuring that cast and crew are available for strike after the last show.  This means everything down, put in its proper place and the stage cleaned.

10.  The director is responsible for insuring that the place is clean after every rehearsal as well as each performance.  This includes vacuuming and emptying trash after every performance.

11.  The director is responsible for insuring the building is secure.  This means checking all doors, turning off all lights, and adjusting heating and air.

12.  When doing a show that involves a large number of children it is the director’s responsibility to have a stage mother.  This is necessary in order to control the children while off stage.  

13.  Every director should try to obtain sponsors for his or her show.  This is necessary in order to insure that all costs for a production will be covered.
14.  It will be the director’s responsibility to see that any and all borrowed props, costumes, furniture and etc. are returned as soon as feasible after a production closes.  If this is not done it gives the theatre a bad impression
The following questions have come up in the past, here are the answers from the publishers. The theatre signs a contract stating that we will abide by these laws.
Can I make changes, alterations, or deletions to a play I'm presenting?

All plays are protected by federal copyright law, which prohibits anyone from making ANY unauthorized changes to a script and from producing the play without obtaining permission.

Not enough men tried out for my production. May I cast this role as a woman?

The short answer is no. If you want to pursue alternative-gender casting, you must contact the author or whomever hold the rights to the play with your specific proposed change and wait for written permission before moving forward. Depending on the importance and size of the part (yes, there are small parts) some authors may not mind a gender change as long as the lines are not changed. But these allowances are the exception rather than the rule.

The show is running too long. Is it all right to make a few cuts?

If the running time of a show is important to you, you are urged to choose a shorter play. You may not make any cuts to shorten the running time.

Continued on next page
Is it okay to cut a character and give the lines to other actors?
No. In rare cases an author may allow a high school or similar group to do this with minor characters. And, as always, you must always ask and receive written permission before you can make any such changes.
Copying and Video Tape Rights

Can I videotape my production?

Can I post short clips of the show on my theater’s website?

Can I make an archival recording of a performance?
Written permission must be obtained for all recording requests, regardless of the purpose or reason for the proposed recording. Please be aware that an additional fee may apply and that not all titles are available for video/audio recordings.

