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Welcome and Thank You 
This Handbook has been prepared to help you be a confident and competent producer, an effective 

mentor and learner, and to help you have fun! It will guide you, help you solve problems, and save you 

time (and maybe grief). We want this to be a good experience for you. We want you to happily produce 

shows here at Langham, again and again. 

 

What this Handbook Is Not 
With few exceptions, the Handbook is not intended to tell you every detail of how you do every task as a 

producer. Instead it is to identify those things that have to be done at a certain time and in a certain way 

in order for the rest of the Langham activities to run smoothly. 

Let’s say that again. YES, AT LANGHAM THERE ARE THINGS THAT HAVE TO BE DONE IN A CERTAIN WAY 

AND AT A CERTAIN TIME OR IT MAKES A BIG MESS FOR OTHER PARTS OF THE THEATRE.  

Creativity, good. Chaos, bad.  

Having said that (twice), we know that some producers are very much behind the scenes people, and 

others like to be more visible. How you do your work is up to you and the rest of your production team. 

As long as everything gets done, and someone assumes responsibility for each task, there is 

considerable flexibility in how you produce. 

 

What This Handbook Is 
The Handbook is designed to give you the basics on how we produce at Langham. The Handbook is in 

two parts. 

Part 1: The Basics (or, What the Producer at Langham Has to Do) 

This is the part you are reading now and yes, you have to read all 6 pages of it and do what it says. 

 

Part 2: The Tools 

This is a collection of resources that many experienced Langham producers have found to be useful. 

Some you have to use: like policies. Others you can adapt but it’s all good stuff. You can use these forms 

or you can substitute something you’ve used somewhere else or have written yourself. (FYI: We’d still 

like you to read this part because it represents the advice of a lot of successful producers.) 

 

We hope you’re still reading (only 4 more pages to go: and 2 of them are a chart!). On to the Basics. 
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PART 1: The Basics or What the Producer at Langham Has to Do 
As a producer at Langham there are three areas of responsibility that are most important. They are: 

1. Culture and Communication 

2. Budget 

3. Timelines and Calendar 

 

1. Culture and Communication 

While we hope that everyone involved is focussed on making the show experience a 

positive one, at Langham the producer has a unique responsibility in setting the 

tone for all activities that contribute to a successful production. 

Key Culture and Communication Information: 

 Langham is committed to mentorship in our practices. Please look for opportunities during the 

production process while both mentors and mentees can be engaged. 

 Related to the above, if you need guidance, please see the Production Chair(s): they are your de 

facto mentors and can offer good advice. 

 You must ensure everyone connected to the production is aware of the Guidelines for Respectful 

Communication (see Tools section). 

 You must ensure that everyone connected to the production is aware of the Langham Court 

Theatre Harassment Policy that exists to ensure that everyone participating at Langham feels 

safe (see Tools section). 

 The producer is the main conduit for information about the production. The positions you need 

to be in frequent touch with are: all production heads, the director(s), designer(s), the General 

Manager (GM). You also need to stay connected (though less frequently) to: cast and crew, 

newsletter editor, program coordinator, costume loft manager, and the box office manager. 

   

2. Budget 

The producer is responsible for tracking all costs associated with the production. 

The only exceptions to this are the promotion of your show and the royalties to put it 

on which are paid out of a general fund for the entire season. 

Key Budget Information: 

 You must provide an original receipt for every expense you are claiming. 

 We recommend you check in with your production team at least once a week so you know what 

is being spent by everyone involved – no surprises. 
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 You may use any format you wish to track expenses. 

 The Treasurer will tell you the budget of your show. 

 You may request an advance from the GM – but you are responsible for it. 

 Langham has accounts at a number of building supply store a purchase can be charged but must 

still be counted in your budget. Please check with GM for current list. 

 Let the GM know ASAP is you have an Equity performer in your cast/crew. 

 Let the GM know ASAP if you think your show has a budget issue – again, no surprises. 

 

3. Timelines and Calendar 

The producer is responsible for creating, communicating, and keeping on track the 

production calendar for your show. The producer is also the main point person to 

ensure that the spaces in the building you need are booked in Langham’s main 

electronic calendar.  

Key Timeline and Calendar Information: 

 Prepare yourself for the reality that the producer’s commitment to a show may start a year or 

more before the show opens. Pace yourself. 

 It is the responsibility of the producer to make sure that ALL departments in the theatre have 

the information they need about your show on the timelines that they need it. This is includes 

the GM, costumes, props, set construction, newsletter, etc.  

 It is the responsibility of the producer to create and share a production timeline so everyone 

knows when things are happening. (See the example starting on the next page.) 

 Langham uses an electronic calendar to track the activity in all of our spaces. While any person 

can request space be booked, it is ONLY THE GM that can enter space into the calendar. It is the 

final responsibility of the producer that all the space needs of a production are in that calendar. 

Please do not assume that because “we’ve always done such-and-such a thing three weeks 

before opening night” that the space will somehow magically book itself. We are blessed to 

have a high level of activity in our theatre: it means people are engaged and appreciative. But 

please remember to book all spaces and times as soon as you know them so no one is 

disappointed. 
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Langham Producer Tasks and Timeline 
 

When What 
 

12 months before 
opening 

 Meet with director: discuss expectations and vision 

 Identify and recruit as necessary all members of production team 

 Identify special needs: music, costumes, unusual casting, etc. 
 

 
6 – 9 months before 

opening 

 Schedule 1st production meeting; producer chairs meetings 

 Create and confirm contact list 

 Confirm roles and communication protocols 

 Distribute scripts to all designers 

 Book audition dates, times and space and send info to GM 
 

6 months before 
opening 

 Send complete list of rehearsal dates and times and all spaces needed to 
GM who will enter into master calendar 
 

5 months before 
opening 

 Confirm set designer has met with head scenic carpenter and all is on 
schedule 

 Send audition details to newsletter editor and GM 
 

10 weeks before 
opening of a PLAY 

 
(NOTE: 14 weeks before 
opening of a MUSICAL) 

 AUDITIONS!  (see more on Audition Planning Page) 

 Prepare copies of most updated audition forms  

 Copy audition sides provided by director 

 Have production dates and rehearsal times available for potential cast 

 Arrange accompaniment and have music pieces ready (MUSICAL only) 
 

10 weeks before 
opening 

 Book photographer 

 Schedule meet and greet and post-show debrief (book spaces) 

 Schedule paper tech approx. 10 days before tech w/end 

 Check budget to date with all production heads and get a budget advance 
from GM if required 

 Provide any interesting stories to the GM for media attention 
 

First Read Through  Distribute welcome package to all (see PART B for forms) 

 Distribute rehearsal through performance schedule  

 Confirm contact list details  

 Share set maquette if available 
 

Every week          
through rehearsal 

period 

 Attend at least one rehearsal per week to solve problems as they emerge 

 Chair weekly production meeting 

 Monitor budget expenses 

 Have director and costumer plan the photo shoot 
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Week before the strike 
of the previous show 

 Coordinate strike needs with the out-going show 

 Arrange the Meet & Greet, advise Box Office 
 

Meet & Greet  Set up lounge and arrange clean up 

 Open M&G with introductions, welcome newcomers, introduce GM, board 

 Coordinate head shots as required 
 

4 weeks 
before opening 

 Obtain bios from everyone for program 

 Obtain director’s notes and “About the Playwright” from director 

 Prepare document with all the bios and notes unformatted and send to 
program coordinator  
 

10 days 
before opening 

 Plan paper tech, have food and a big table to spread out on 

 Walk through complete show 

 Distribute program for edits 
 

Tech Weekend  Be available and keep it moving; supply food 
 

Opening Night  Be available 
 

During Performance 
Weeks 

 Deal with and distribute comps (see policy in Tools section) 

 Co-ordinate strike needs with in-coming show 
 

Archival Photo Night  Be present and coordinate with director 
 

Q & A Night 
(some shows)  

 Remind cast and crew in advance  

 If Q & A is in lounge, arrange chairs 
 

Week before 
Closing Night 

 Work with cast and crew of cast party needs  

 Distribute debrief forms by email 

 Coordinate strike requirements with the Head Scenic Carpenter 
 

Closing Night!  Ensure production teams have support to clear post-show so strike can 
start on time next day 
 

Strike Day  Set up, clean up. 
 

Post-show Debrief  Set up room and provide support as requested to the Production Chair(s) 
who will facilitate the discussion: “What worked, what could be improved” 
 

Week after Strike  Complete budget summaries, pay all bills, return all borrowed properties, 
costumes, gear 

 Submit reconciled budget to GM 
 

Almost done. Just one more page. On to Auditions.
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The Producer’s Role in Auditions at Langham 
 

Auditions are a critical piece of every production. They require coordination with many different people 

and can often be a newcomer’s first contact with the theatre.  

We want to put our best and most welcoming face forward. We want make this often inherently 

stressful procedure as stress free as possible. At Langham, the producer has a key role in making this 

happen. We think the following tips are helpful. 

Pre-Auditions (6-9 months before opening) 

 Coordinate with the director and SM on the entire process 

 Book space for audition and call-back times: usually in rehearsal room or the lounge. 

 While you have flexibility, Langham auditions are usually Saturday and Sunday afternoons. Call-

backs are usually the following Tuesday evenings. That said, you still have to book the space. 

 Get audition notice from director. Must include contact for questions and dates and times for 

auditions, call-backs and production itself. Usually includes summary of roles available.  

 Provide notice to GM (for web) and newsletter editor. Feel free to distribute though other free 

networks as well 

 Get audition sides from director. Copy before auditions, Scripts are in Members section of the 

website. 

 Get current audition form (see Tools section). Enter rehearsal and performance dates then make 

copies before auditions. 

Auditions and Call-back’s 

 It is up to the director to determine what happens during the auditions. The producer’s role is to 

keep things moving smoothly. 

 Enlist help for the audition days. An SM or other volunteer. 

 Make sure there are signs outside and inside the building telling auditioners where to go. 

 Make sure forms are completely filled out. 

 Some directors may ask you to take a picture of each auditioner. 

 Every person who auditions at Langham gets a respectful phone call thanking them for coming 

out 

 Usually the calls are made by the director. The producer may be asked to make “good news” 

calls to those who are being invited back for call-backs 

 If the director wants to cast an Equity member who auditioned, they must talk to the GM before 

making the offer to understand the conditions the actor will have to agree to 

Post-Auditions 

 Create cast contact sheet and add to production team contact sheet 

 Follow-up with those who were not cast but indicated on the audition form they would consider 

volunteering in another capacity. Note this is a separate call from the one where they learned 

their audition results. 

 Provide newsletter editor with names of cast and production heads 
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PART 2: The Tools 
 

1. Guidelines for Respectful Communication 

2. Langham Court Theatre Harassment Policy 

3. Welcome to a Show at Langham 

4. Audition Form 

5. Complimentary Ticket Policy 
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Langham Court Theatre 

Guidelines for Respectful Communication 
Compiled by the Human Resources Committee 

January 23, 2014 

 

Purpose: To provide guidelines to all volunteers regarding expectations for respectful communication. 

 

Respectful Communication can exist within the wild and colourful setting of the theatre and during the 

intense creative experience of mounting a play. The overriding principle that governs our involvement 

here is “To create high quality productions within a safe and enjoyable context of community” 

 

Principles that govern respectful communication: 
 

1. We are all responsible for our verbal and non-verbal communication 
Verbal 

 Our words: Avoid invective, sarcasm, unauthentic statements  
 

Non-Verbal 

 Vocalizations 

 Tone 

 Gesture 

 Silence 

 Icons, emoticons, 
punctuation 

2. We are all responsible for any communication given orally or in writing, which includes texts, 
emails, and posts on social media sites. 
 

3. In order to ensure a respectful climate, everyone must respect the rights of others. We all have 5 
rights 

 The right to the use of our time 

 The right to the use of our property 

 The right to the use of our bodies 

 The right to be treated with respect 

 The right to express ourselves 
 

No one, in exercising their rights, can violate the rights of another. For example: If you need to express 

your frustration or anger, you cannot do it by violating another’s right to be treated with respect.  

 

4. Good communication occurs within positive climates. The director establishes the climate of a 
play. To maintain a positive communication climate: 

 Maintain open respectful communication to shape climates 

 Accept and confirm others 

 Respect diversity in relationships and work habits 

 Don’t permit inappropriate behaviour to go unaddressed 
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5. Manage conflict with grace and respect 

 Go to the source first. Don’t triangulate. Support others to deal directly with the source of 
conflict. Don’t act as another’s agent. 

 Don’t use print media, email, letters or social media to manage conflict. Meet face to face. 

 Listen without judgment 

 Don’t negotiate with someone who is altered by drugs or alcohol. Walk away. Make a date when 
both are clear-headed.  

 Use the 4 A’s of Tongue Fu 
o Acknowledge 
o Appreciate 

o Apologize 
o Act 

 Use the conflict toolbox 
 

Tool Example 

Humour Laugh at yourself 

Remember your ABCs A: Stay in your Adult mode 

B: Breathe 

C: Remember the Context you are in 

Provisionalism “I might be wrong but …” 

I’m wrong Readily admit your errors 

I’m sorry Apologize in a heartfelt manner 

Negotiate A workable compromise is a win for all 

Bracketing Put aside tangential issues “We’re talking about you now, we can 

discuss me later” 

Limit Setting “I’m not going to let you yell at me. I’m available when you’ve 

calmed down” 

Mediation Use a neutral 3rd party 

Listening Describe observable behaviour that bothers you and then state 

how you interpret that behaviour and how you feel about it. 

Crap Detector Honour your instincts. If unsafe, leave; if something doesn’t feel 

right, exercise your right to stop and think about it. 

 

 Review the Harassment Policy of the theatre posted on the theatre website. 
o If harassment occurs, tell harasser/bully to stop.  
o If you cannot or the harassment does not stop tell  

 the producer or director of the show you are working on or if not connected to a 
particular production, the general manager of the theatre 

 Formally report the harassment/bullying to the HR committee and file a report 
 

Above all, remember that we are a volunteer organization where people come to have fun, be 

creative and to learn new skills of stagecraft while we mount high quality productions. 

Mantra of a High Functioning Organization: Hard on Task, Soft on People! 
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Langham Court Theatre Harassment Policy               

1. Introduction 
The Victoria Theatre Guild and Dramatic School Society (at Langham Court Theatre) is a 
community theatre where the word “community” refers both to the community that we serve 
and, equally important, to the community of members that work together to create our 
productions and support our program of activities. 
 
2. Consistent with the B.C. Human Rights Code, “harassment” means: 
Harassment occurs when a person or group is subjected (often repeatedly) to unwelcome 
comments or behaviour that is insulting or demeaning, or is otherwise offensive. 
Harassment is harmful because it attacks the dignity and self-respect of the victim. In B.C., 
it is against the law to harass a person because of their race, colour, ancestry, place of 
origin, religion, marital or family status, sex, sexual orientation, physical or mental disability, 
or age. Employers, landlords, and other service providers have a responsibility to provide a 
harassment-free environment for their employees, tenants, and customers. 
 
3. Right to feel safe 
Everyone who participates in activities at the Victoria Theatre Guild has the right to feel safe 
and to be treated with dignity. This includes the right to report any alleged incident and have 
the report taken seriously. 
 
4. Society obligation 
As the host society, the Victoria Theatre Guild has a responsibility to promote a culture of 
personal safety and to set up and oversee a process that transparently addresses any 
instances where participants feel unsafe. 
 
5. Community member obligation 
While engaged as members or participants in the activities of the Victoria Theatre Guild, no 
person shall cause or participate in the harassment of another person. 
 
6. Procedure for dealing with harassment concerns 
All complaints will be taken seriously. The rights of all concerned will be respected. People 
are encouraged to use these steps to address incidents of alleged harassment internally. 
 
 6.1. A person who believes that he or she has been subjected to harassment is 
 encouraged to first clearly and firmly make known to the alleged harasser that the 
 harassment is objectionable and must stop. 
 
 6.2. Where this cannot be done, or is unsuccessful, the person should report the 
 alleged harassment to one of the following persons designated by the Victoria 
 Theatre Guild to receive complaints of harassment: 
  • The General Manager of the theatre; or 
  • The producer or director of the show in which the person is working (if the  
  alleged incident occurs in the course of a show) who will then inform the  
  General Manager of the theatre. 
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   6.2.1 The General Manager may consult the committee responsible for 
   human resources issues at the Victoria Theatre Guild for assistance to 
   address the complaint. 
 
 6.3. The General Manager, with the assistance of the committee (if involved), will: 
 notify the alleged harasser of the complaint; provide the alleged harasser with 
 information concerning the circumstances of the complaint; and undertake a 
 confidential investigation. 
 
 6.4. Where appropriate, the General Manager may draw on the resources of the 
 board to assist in the confidential investigation. The board in turn may draw on 
 external resources as necessary. 
 
 6.5. Following the conclusion of the investigation, the General Manager will inform 
 the complainant, the alleged harasser, and the board of the results of the 
 investigation. 
 
7. Confidentiality 
No member of the Victoria Theatre Guild will disclose the identity of the person(s) involved 
or the circumstances of the complaint, except where disclosure is necessary for the 
purposes of investigating in relation to the complaint, or where such disclosure is required 
by law. 
 
8. For more information 
Human Rights in British Columbia 
http://www.ag.gov.bc.ca/human-rights-protection/ <accessed February 9, 2014> 
 

Approved March 9, 2009, amended February 10, 2014, copy edit to correct numbering, October 

5, 2017. 
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Welcome to a Show at Langham Court Theatre! 
 

Langham Court Theatre has many traditions arising from our long history. Some are explicit and some 

have emerged informally. Each director establishes a unique culture within their particular show. But 

here are things that are pretty common across all shows. 

 Rehearsals: Langham is a very busy place. There are usually two shows working in the theatre at any 
given time. Each show begins in the rehearsal room as there is a show on the stage. Priority for the 
use of the dressing rooms, green room, and parking lot goes to the show on the stage. Please be 
respectful of these areas and monitor your noise levels. Parking is always tight. Park close. You will 
be given a door code that allows you to access the stage door once the stage manager has activated 
it. Don’t give this code to anyone not directly related to the show for security reasons. There is 
usually no rehearsal on the opening night of the play preceding yours. You may be asked to take 
part in striking the set of the show preceding yours. This is decided by the producers and stage 
managers of the two shows. 

 The Meet & Greet: This event is planned for soon after your show takes the stage. It is an 
opportunity for everyone working on the show, on and off the stage, to meet and share a meal 
together. It is a pot lunch dinner. Bring a dish that will feed 6-8 people. This is also a night where the 
board and life members of the theatre are invited to introduce themselves to you. These people 
have been instrumental in shaping the theatre and bring years of experience and stories.  

 Promotional Photos: Photos will be taken very close to the date of the Meet & Greet by a 
professional photographer. Your headshot becomes the property of the theatre but there is an 
opportunity for you to buy your photo from the photographer if you wish. 

 Costume Parade: Somewhere in the schedule, there may be a showing of all the costumes so the 
designer and director can OK the look of the show. Actors and dressers are needed. This is also a 
great opportunity to thank the costume designer for all the hard work. 

 The Tech Weekend: This is a long hard-working weekend where all the technical aspects of the 
show are tweaked and rehearsed. Our designers, technicians and operators have very little 
rehearsal time to bring to perfection the lights, sound and stage crew activities.  
o Cue to Cue rehearsal, often cited in the schedules as a Q to Q is usually on the Sunday. This 

begins around 11:00 am and will finish around 5:00 pm depending on the number of cues in 
the show. Actors and musicians are needed but not usually in costume. Because the rehearsal 
is for the technical staff, actors are asked to stay close to the stage and to be very patient.  

o Pot Luck Dinner: You are asked to bring a dish that will feed about 6 – 8 people (depending on 
the size of the show). We eat together to facilitate an early start to the Tech Dress that follows 
and because times are not predictable. 

o Tech Dress Rehearsal: Following dinner is a full dress rehearsal, called a “Tech Dress.” Again, if 
the tech staff needs to tweak or re-run a portion, this is the rehearsal devoted to that.  

 Dress Rehearsal: Monday night before opening (and sometimes Tuesday night) are full dress 
rehearsals usually with a curtain of 8:00 pm 

 Preview Nights: Wed. and Thurs before opening. These are full performance with audience. It is the 
last dress rehearsals but the audience has paid for their seats and often reviewers attend preview 
nights if they can’t make opening. Curtain is 8:00 pm.  

 Note: From this point onward, the show is in the hands of the stage manager. S/he takes the place 
of the director, so honour the rehearsal process. In the event of an issue, the line of communication 
is now directly to the stage manager. Note that no cast member is allowed up in the house, lobby or 
lounge as it destroys the magic. You will be staying in the green room downstairs. Usually, cast & 
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crew bring some food to share. Please note: No guests are permitted in the downstairs dressing 
areas or green room or booth without prior approval by the SM. 

 Opening Night: There is always a reception after the show where the audience expects to meet the 
cast and crew and tell you how wonderful you were. There is light refreshment and the bar is kept 
open. Dress is optional but most choose to dress up a bit. 
o Flowers & Cards: Opening night is often punctuated by giving flowers and/or cards to cast and 

crew. Some prefer to do this on closing night. 

 The Q & A: This event usually occurs on the first Friday after opening. It is a question and answer 
period where the audience is invited to stay and address any cast member or designer about the 
vision and performance of the show. Everyone is invited to stay for this. Actors usually stay in 
costume and return to the stage right after the curtain. This is optional but frequently interesting. 

 Archival Photos: Usually during the Monday dress rehearsal, our photographer returns and takes 
photographic records of moments of the play as well as a cast and crew group shot. The photos are 
then made available digitally to everyone in the production at no charge usually during the second 
week of the show.  

 Matinees:  All three Saturdays are matinee days. There is no evening show on the first Saturday but 
on the second and third you will have two performances; one at 2:00 pm and one at 8:00 pm. Check 
with your stage manager about call times. Some cast and crew choose to stay at the theatre for the 
interval and nap and eat while others leave. Let your stage manager know what you intend to do. 
Costumes don’t leave the theatre.  

 Closing Night: After your closing curtain, you will be asked to immediately clear your dressing 
station of all personal gear. The stage will be stripped of props and often lights. These are important 
activities to make way for the strike EARLY the next morning. 

 Cast & Crew Party: Directly after the final show, the cast and crew meet somewhere to party. This is 
to be decided by the cast and crew. There is often some money left in the budget to get some food 
but contributions are gratefully accepted.  
o Gifts: It is a tradition for the cast and crew to buy a gift for the director(s) and stage manager. 

This is arranged by the cast & crew and presented at the post-show party. This is, of course, an 
option. 

 Strike: On the Sunday morning following the party, the set is struck. This is a chance for a final good-
bye to all that worked the show. If you are handy with tools, bring a drill. Other tasks that are done 
at this time are a complete cleaning of the dressing areas, removal and stowage of all costumes, 
props and set décor items. It is helpful for any left-over food from the party to be brought in for a 
lunch. The producer will be in touch with the Head Scenic Carpenter to determine what is required. 
The strike itself is organized by the stage managers and/or producers and you will be assigned tasks. 

 

That’s Langham! Please consider becoming a member of the theatre as it offers you many advantages. 

And do consider coming back to the theatre in any of the myriad roles required to keep our special place 

healthy and active and delivering quality theatre.  

 

Langham Court Theatre Mission:  

A welcoming theatre community with a passion for creating vibrant engaging entertainment 
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AUDITION FORM 

Name: ______________________________ 

Show:_______________________________ 

Role(s) interested in:  _________________________ 

Phone 
 

 

Email 
 

 

Experience: List role, 
play, theatre and date 
of latest acting 
experiences. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Vocal range:  
 

Musical Instruments you 
play: 

 

Languages you speak  
 

Special Stage Skills: 
dancing, stage fighting, 
juggling, magic etc. 

 
 
 

Are you a member of ACTRA or Actor’s Equity?  (check one)  ____ NO        _____ YES 
 

Dates I am not available during the rehearsal period: ______________________________________ 

Tick all areas of Langham productions you are interested in: 

 Ushering  Set Painting  Lighting  

 Costumes  Hair/Makeup  Sound 

 Stage Management  Bartending  Assistant Stage Mgmt 

 Producing  Special Event Planning  Properties 

 Set Décor  Archives  Set Construction 

 Set Design  Advertising/Promotions  Computers/Web Design 

 Directing  Fundraising   
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LEGAL CONCERNS 

DISCLAIMER and ASSUMPTION OF RISK:  I understand that there may be risks, including physical risks, 
associated with mounting a theatrical production. I accept that, as a volunteer at Langham Court 
Theatre, I am not covered by the theatre's insurance policy for injuries that I may sustain while on the 
theatre's premises, and I voluntarily choose to assume the potential risks of participating. 

As a result of increasing concerns about copyright laws and performers’ rights, the Victoria Theatre 

Guild has added this legal clause to our audition forms to clarify everyone’s rights. 

Translation of the legalese below: You give us permission to take your picture including videotape 

and/or DVD and use it for the show (for programs, publicity, archives, etc.).  You can use the pictures we 

take of you for other things.  We own the rights to the actual production. 

PERFORMER’S RELEASE 

If I am cast in this production (the ‘Production’) I,______________________________ hereby give the 

Victoria Theatre Guild and Dramatic School (the ‘Guild’), its successors, assignees, licensees and any 

agent of the Guild, all rights in and to all poses, acts, plays and appearances made by me for the 

Production, as well as the right to use my persona through any indicia or identifying characteristics 

including my name, visual image or depiction and voice, for archival, commercial, educational, 

promotional and informational purposes worldwide.  I further give the Guild the right to reproduce in 

any manner any recordings, including photographs and video, made by or on behalf of the Guild of my 

voice and physical likeness. 

I further agree that I shall have no right, title or interest in or to the Production, any recordings of the 

Production, or any revenues derived from their exploitation. 

SIGNED and DELIVERED by: _________________________________________________  (Performer)  

on the ______ day of ____________________ 20___ in the presence of:  

__________________________________________________________ (Witness / sign and print name) 

If the performer is under 19 years of age 

I confirm that as the parent/guardian of 

____________________________________________(Performer) 

I have read and understood the above release prior to signing it and agree to be bound by its terms. I 

have read the play and give permission for my child to take part.  

SIGNED and DELIVERED by: ____________________________________________________________  

(Parent/Guardian) on the ______ day of ____________________ 20___ 

in the presence of: ___________________________________________ (Witness / sign and print name) 
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LANGHAM COURT THEATRE COMPLIMENTARY TICKET POLICY 

September 15, 2015 

 

1. The cast and crew of a Langham Court Theatre production are entitled to two 

complimentary tickets each. Telephone or email requests are made to the Box Office. 

2. The director for each show is entitled to the three reserved production seats on opening 

and closing nights. A telephone or email confirmation must be made no later than 24 

hours before curtain time for both evenings or the tickets may be released. 

3. The producer (s) for each show is entitled to two complimentary tickets on opening and 

closing nights. A telephone or email confirmation must be made no later than 24 hours 

before curtain time for both evenings or the tickets may be released. 

4. Each member of the Victoria Theatre Guild and Dramatic School Board of Directors is 

entitled to two complimentary tickets for each production. In addition, each member is 

entitled to two additional complimentary tickets for each show if they are used for first-

time patrons. Telephone or email requests are made to the Box Office. 

5. Life Members of the Victoria Theatre Guild and Dramatic School are entitled to one 

complimentary ticket each. Telephone or email requests are made to the Box Office. 

6. The Theatre Team is entitled to two complimentary tickets each. Tickets may be 

requested no earlier than the Thursday before the opening of each show. Telephone or 

email requests are made to the Box Office. 

7. The General Manager is entitled to complimentary tickets to reciprocate for the offer of 

complimentary tickets from other arts organizations or for business or promotion 

purposes such as: 

a. Sponsorships 

b. Publicity and promotion 

c. Promotional contest prizes 

d. Not-for-profit fundraising 

e. Corporate introductions 


