Policies and Procedures for The Shapiro Campus Center Theater

Contracts

Billing credits 

· Pay attention to all billing requirements listed in the contract

· These include verbage that must be in the posters, ads, and/or programs

Videotaping

· Any restrictions applying to videotaping a production must be followed.

Changing the play

· All contract responsibilities must be adhered to when changing, adapting, or otherwise altering a production.

Additional performances

· If additional performances are being added to the run of a show then the licensing agency MUST be notified and additional fees for those shows must be paid.

Accounting

· 5 copies of your program and 2 copies of all posters must be turned into Maria by opening night.

· Two of these programs are required to be sent back to the licensing agency

· The others will be kept in DSA for records.

Lock Outs

When the building closes at 11:30pm the Campus Center Team Supervisors will come to the shop and place lock outs on all saws in the shop. 

Extension Rules

Building closes by 11:30pm. Supers will be by before then for a warning that the building will close soon.

In order to get an extension…

-You must discuss all extensions ONE WEEK prior to tech week with Maria Anderson. 

-You must be able to detail why you need an extension and what you will be accomplishing during it.

-Know that extensions WILL NOT be granted back to back.

If you are granted an extension….

-NO saws or tools with sharp blades are to be used after the building closes at 11:30pm

-there must be more than one person present at all times.

-you MUST leave the building by 3am.

-WHEN YOU LEAVE you are responsible for coordinating with a TA the lock up and alarming of the space.

Green Room Access

Because granting access to the green room also grants access to the scene shop, individuals given semester-long access (October 1-December 20) will be limited to costumes and props designers, theater assistants, and members of the Student Activities team. Props and costume designers are given access due to the nature of the green room serving as storage for their supplies. Other access can be granted on an as-needed basis. Please see Maria Anderson with questions.

FOR SHOWS… a designated person from your show will need to email a list of cast and crew to Maria Anderson and Sarah Richardson ONE WEEK prior to tech week beginning. 

