
 SEQ CHAPTER \h \r 1JANUARY
· help with lock in 

· continue progress on program 

· start countdown to opening night

· schedule Drama Mama lunch, last year was Friday of production week

· ticket sales ready to go?  Just at Saturday rehearsals?

· program to printers late this month or early February

FEBRUARY
· fasten seatbelt, wear a helmet, pack a lunch.  We’re gonna be here a while!

· be in constant contact with parent coordinators especially



ushering



costumes (avoid last minute shoe shopping!!)



make up



concessions



cast party

· contact secretary at Oly (966-5000) re access to lobby showcases, ask her to have custodian put our details on the roadside sign

· decorate three showcases in lobby with publicity photos taken in December, any candids, poster, other show paraphernalia

· have video order forms visible...push sales!

· give artistic director list of parents of seniors who are the last in that family at Ody, parent coordinators and other helpful adults who should get thank you notes (include addresses if appropriate)

· make sure lighting director knows about production week meal schedule otherwise he gets cranky and feels left out!

PRODUCTION WEEK:

· copy helpful tips/details for newbies

· set up dressing rooms for MS/HS girls, guys

· have phone/pager #s/duties for house managers

· any birthdays this week?  Singing helps sagging morale....

· make sure flowers, with tags, are ready to present to seniors and student directors after Sunday performance

· empty showcases after Sunday performance

Monday (aka the morning after)

· return keys to secretary at Oly

· tidy up any unfinished business at Oly

MARCH

· help get costumes laundered and stored

· address any PR issues

deep cleansing breath.......

APRIL

MAY

· schedule June debrief meeting with parent coordinators?

JUNE

· announce next year’s show, tell kids about any summer opportunities to catch versions

JULY

· email principal to get  next year’s newsletter deadlines

AUGUST

· artistic director to meet with student directors to gear up

· remind advertising coordinator to draft form letters for girl/boy scouts, dance studios, senior citizen centers

SEPTEMBER

· remind artistic director to make invitations for end of October parent party

· print mailing labels

· get RSVP list ready including what food is coming

OCTOBER

· get ready for information meetings, coaching sessions

· remind lighting director/tech director to schedule Theatre Tech workshop for early November

· ask videographyer  to make video order form, have it ready for November kickoff meeting

· assemble pages for info packet per artistic director, buy paper for copying if necessary

NOVEMBER

· coaching sessions

· auditions, call backs, cast/crew posted

· props tryouts

· prepare for kickoff meeting including measurements for costumes, make sure student directors have cash boxes, need new binders for scripts/scores?  Special attention to newcomers...Display former programs, examples of ads, videos of previous shows, video order forms.  Have volunteer sign up sheets ready for all categories.  Ask parent coordinators to be ready to be introduced. 

· keep in frequent touch with parent coordinators re their volunteers/questions/needs

· put together cast directory, double check phone numbers, get parent emails rather than kids’

· make sure cast/crew photo day is announced, what to wear, importance of being prompt, schedule a make up day for those on college visits/ SAT.  Remind artistic director producer has copy of last year’s lineup/times.

· schedule January tech meeting

· start program

· schedule Barnes & Noble visits

· schedule February make up workshop

· make sure videographer has rehearsal schedule

· Saturday rehearsal snacks ready to go?

· DECEMBER

· get B&W publicity shots of everyone involved with the show. Have couple of extra plain black tee shirts on hand, large and small.

· have usher coordinators design tickets, print, label, sort.  Work with advertising coordinator/producer as needed.  

· as ads roll in, continue progress on program.  Get on print shop’s schedule, tell them quantity and pick up date, usually Wed of production week

· elementary ticket  promotion - have advertising coordinator get other districts’ permission before making copies of flyers

· make sure advertising coordinator orders color posters as soon as artwork is ready (200 more?? of 11x17, 100 of 8½ x 11), archive 20 for posterity

BACKSTAGE SUPERVISION
November

· at the kickoff meeting have volunteer sign up sheet available

· make sure producer has a copy, coordinator keeps the original for reference come January/February

January

· parent coordinator contacts those who signed up to help in November.  Explain how much coverage they need for each performance.  It would be best to have at least two adults there beginning Monday of production week, but for Wednesday through Sunday, would recommend one per dressing room (3) and one stationed in the hall for crowd control.  These folks should be scheduled around the nights they want to watch the show.  

The job calls for someone to:   

· 
keep order amongst all the excitement, no running or loud voices

· 
keep a clear path for any props or set pieces that must be moved quickly and quietly

· 
boost morale, encourage tired/nervous cast and crew

· 
discourage eating/drinking in costumes

· 
make sure no one in costume uses public restroom while audience members are in sight

· 
connect with costume moms (stationed in boys’ dressing room)  for any wardrobe malfunctions

· 
be familiar with that evening’s house manager in case of emergency

February

· remind/confirm volunteers for their date and time a week before production week.  They should arrive when the kids get there each night and plan to stay until kids have left for the evening.  See producer with problems/ questions.
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