SWAVESEY RADSOC
DEFINITION OF PRODUCTION ROLES


Director
Submits idea for a show, with plans for staging it and approximate costings, to committee. Is then responsible for all aspects of the show as it appears on stage, including auditioning, casting, preparation of rehearsal schedule, ongoing communications with cast.

Producer
Takes responsibility for all administrative tasks relating to the show, co-ordinating other production roles and ensuring that deadlines are met. Applies for a performing licence, and a Temporary Event Notice, if needed. Books venues for the show and all rehearsals and liaises with site staff as necessary. In liaison with the committee treasurer and Director, draws up a budget for the show. Arranges printing of posters, flyers, programmes and advertising banners. Ensures information passed to website manager for inclusion on the website. Organises production meetings as necessary.

Set Designer
Works with the Director to design the set and furnishings required for the show. 

Set Construction Manager
Organises the construction and painting of the set, recruiting a team of helpers as required.

Lighting Designer
Designs and operates lighting for the production, recruiting assistance (e.g. follow spot operators) as required. Sources any necessary equipment and returns it afterwards.

Sound Designer
Designs and operates sound for the production. Sources any necessary equipment and returns it afterwards.

Musical Director
Works with the Director to source and arrange sung music for the show. Teaches it to and rehearses with the cast.

Choreographer
Works with the Director to arrange dance routines for the show. Teaches them to and rehearses with the cast.

Costume
Works with the Director to decide on appropriate costumes. Sources them for hire or makes them, recruiting assistance as necessary. Holds at least one costume call during rehearsals and ensures all cast are given their correct costume and accessories before the first performance. Returns hired costumes to hirers and RADSOC costumes to the store after the show.

Make up/Hair
Keeps the RADSOC make up store and replenishes it as necessary. Co-ordinates all make up during the show, recruiting assistance as required.

Stage Manager
Responsible for ensuring set is constructed correctly on stage during the get in. Oversees all scene changes and technical effects on the stage during performances. Liaises with sound and lighting operators, calling cues. Ensures all cast members are on stage before starting a scene. Oversees the dismantling of the set and returning it to store after the show. Responsible for recruiting and communicating with stage crew as required.

Prompt
Attends all rehearsals from books down onwards and all performances. Ensures cast follow the script, pointing out to them major omissions and paraphrasing during rehearsals. Prompts clearly as necessary during performances.

Props
Responsible for sourcing or construction of all properties and furniture, and for ensuring they are at hand for cast during each show.

Poster Designer
Produces a design for the poster and flyers, ensuring copyright rules are not breached and all contractual requirements are adhered to.

Publicity Co-ordinator
Distributes publicity materials to cast, crew, committee and other RADSOC members. Ensures as much publicity as possible for the show, including local press and radio contact if possible.

Programme Co-ordinator
Collects material for the programme, prepares it for printing and ensures it is sent to the producer in good time to arrange printing before the show.

Box Office
[bookmark: _GoBack]Co-ordinates online and telephone bookings, recruiting assistance as required. Responsible for providing an on-site box office facility for at least 30 minutes before each show, and for balancing box office takings and passing them to the Treasurer. Provides ongoing ticket sales information to the Director and committee before the show, and statistical information afterwards. Maintains mailing list information and liaises with publicity co-ordinator to organise e-mail publicity.

Front of House Organiser
Recruits a Front of House Manager and a team of helpers for each performance. Obtains raffle prizes from the cast and organises the raffle. In liaison with the Treasurer, decides on bar and tea stall requirements and shops for them. Ensures front of house is set up in an efficient and attractive manner before each performance, and organises disposal of or storage of any leftover items at the end of the run of performances.

