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Section 1.01 Getting Started

Welcome to the Woodside Priory Theater. This document is intended to guide parents
and students through the months ahead, as they and their child participates in an exciting
theater project. Take a few moments to review this brief guide; it will help you plan for
the weeks ahead, save you time and it will also help the theater group make this
production run smoothly.

(a) Auditions

Approximately 1-2 weeks before the Fall, Winter or Spring show, notices are sent out in
the morning e-mail and posted around campus announcing when the auditions will take
place. Several days before the auditions, sample scripts are available for students who
wish to review them. You can also find out detailed information about the upcoming play
on the WP website theater page. Although parts are assigned based on how well a student
performs in the audition, every effort is made to include as many students as possible in
the production. Students who are not selected for a production are encouraged to
participate in other ways such becoming a stage crew member, helping with the sound
system or designing a play poster.

(b)  Audition Information form

Before auditioning, the student will be asked to fill out an informational form including
past experience, hobbies and scheduling conflicts. These forms are available on the WP
website theater page. Parents are required to sign this form. It is absolutely vital that all
scheduling conflicts, team practices and matches, classes, doctors’ appointments and any
travel plans be detailed on this form. Part of the casting process is to compare scheduling
conflicts and determine which actor’s schedules match up with the rehearsal schedule.

(©) Student/teacher contract

About two weeks before the performances, the actor will receive a Teacher/Student
contract from Mr. Sugden. Students will be asked to discuss their play obligations with
each of their teachers and obtain the teacher’s signature on the Teacher contract. Teachers
may grant a grace period for daily homework and some tests that normally occur during
the intensive Tech Week. This will vary with each teacher. Do not count on being given
extensions by your teachers. It is highly recommended to plan with your teachers in
advance and to work on long-term projects ahead of time. In addition, encourage your
student to make good use of any downtime he or she may have during rehearsals.
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(d) Participation fee

Everyone will be asked to contribute some amount to cover items such as daily snacks,
thank you gifts, scripts, souvenir show T-shirt, etc. The Theater Committee will be
sending an email about this. It is likely to be $25 - $30.

(¢) The WP Theater Website

The WP Theater website includes information about current plays, photos of previous
plays and has copies of theater documents. To reach the WP Theater website, go to the
WP home page, select Activities, then select Theater. The information on the website
includes:

(i) Current production information

Information about the latest production is available, such as the play synopsis,
casting information or play.

(ii) Student information form

A copy of the Student information form is available, which students need to fill out
in order to audition.

(iii) Theater pictures
Play pictures of past plays as well as the current production are available on this
website. Parents may purchase prints through this website.

i) Theater E-mail

Both the student and the parents will get e-mails during the course of the play. They are
all extremely important. These e-mails will include last minute practice schedule
changes, requests, information about meals and information and actor information.
Students are responsible for keeping current with their e-mail and responding.
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Section 1.02 Behavioral expectations

We suggest that parents review these behavior expectations with your student actor
before the practice sessions begin.

(a) Homework

We try very hard to schedule rehearsals for specific scenes by the hour so that time spent
“waiting” is limited. However, there will be waiting time during which students should
try to get homework done. When a student plans their work schedule, they should keep in
mind that some subjects lend themselves better to theatre conditions — it can be
distracting, as well as there will be starts and stops.

(b) Computers, I-PODS, and cell phones

Students may bring these electronic devices to use during off-stage times. No one is
permitted to touch, use, take or log onto anyone else's property unless that person has
given permission. All cell-phones must be off, not just silenced while rehearsing

(¢)  Professionalism

We require that all participants be polite, respectful and professional. Theater is a place
where personal squabbles and trivia from daily life should be set aside so we can all work
productively and efficiently to create something great. All actors are of equal importance
to the production and we will not tolerate criticism, put-downs or grandstanding.

If one actor is rude or inconsiderate to another, is physically or verbally abusive or takes,
touches or uses another actor’s belongings without permission from the owner it affects
the whole cast and show. The actor who's been victimized cannot do their best work,
their friends become involved and like a spider-web hit by a rock this whole incredible
thing we've created together comes crashing to the ground.

If one® behavmior is deemed unaceptable, the student will be asked to leave thecag and
Mr. Sugde will be contacting parents and school administration.
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Section 1.03 Meals

(a) Snacks and drinks

During rehearsals, basic snacks and water are provided. Actors or their parents may bring
snacks but we ask that they bring only for themselves or for everyone, to avoid “click”
problems. All snacks are to be eaten outside as no food is allowed in the Assembly Hall.

(b)  Meals for weekend rehearsals

For weekend day rehearsals, actors should come having eaten a healthy breakfast with a
sack lunch and possibly a healthy snack. They should not plan on walking to John's Deli
or surrounding eating establishments.

(¢c)  Late night Tech Week rehearsals

Rehearsals go until 9 or 9:30 pm during the last week before the shows, referred to as
Tech Week. On Monday and Tuesday, the Priory kitchen will prepare meals for the kids
at ~ $6 per meal. There will be an e-mail sent out by the Theater Committee requesting
you to sign up for in advance for these meals. The cost will be charged to your school
charge account. Students should not plan on walking to John's Deli or surrounding eating
establishments as there is only a brief break for dinner.

(d) Meals on dress rehearsal and performance days

Because of the tight schedule before shows and on the final rehearsal night, there is no
meal provided by the Priory kitchen. It is a good idea to pack a sack meal these evenings.
Some parents take their kids off campus briefly to provide “down time”. On Saturday,
there is very little time between the show and the evening “call”. Actors are typically
called 2 hours prior to the show. Promptness for “call time” is essential.
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Section 1.04 Rehearsal and preparation

(a) Rehearsal schedules

The Director usually communicates schedules via email on Sunday for the following
week. Actors are expected to be available on any day they have marked as open on their
student information form. Don’t wait until you have been scheduled for practice to let the
Theater Director know you are unavailable for a particular day. We make every effort to
be flexible when notified in advance. It is important to check your email daily for any
notices or schedule changes. Practices times may be changed the evening before in some
circumstances.

(b)  Illness

During the hectic weeks before a play, try to get plenty of sleep, take time to eat well and
keep your hands washed. These are the best ways to keep healthy and strong for your
play debut. However, when illness strikes, immediately contact Mr. Sugden and include
him in the dialog of whether to come to practice. Many times it will be better to rest than
“share” with your fellow actors.

(¢c) Memorizing lines

We would like the actors to be “off-book” by the 4th week of rehearsal. Parents please
help your children with memorizing lines as much as possible. Depending on the role, it
can take up to 20 minutes a day after the day’s rehearsal. The Director will supply a sheet
on techniques for memorizing lines.

(d) Costumes

Costumes are often rented or borrowed from another production company so we must be
very careful. Costumes must stay at school. We hire a costume person to assist with each
production. Parents may be asked to provide accessories like shoes, belts, and shirts or
special make-up. Watch your email for information about costumes about two — three
weeks before the actual shows.
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Section 1.05 Tech Week

(a) Rehearsals

This is an intensive week of rehearsals beginning Friday, one week before the show. Kids
will be rehearsing approximately 8 hours each weekend day and until 9 pm on the school
nights. Absolutely NO absences are allowed during Tech Week. All sports, dodor visits

andmusc appontments MUST berescheduled.

(b) Meals on Monday and Tuesday of Tech Week

On Monday and Tuesday, the Priory kitchen will prepare meals for the kids for costs of
~$6 per meal. There will be an e-mail sent out by the Theater Committee requesting you
to sign up for in advance for these meals. The $6 will be charged to your school charge
account. As there is limited time, the students should not plan on walking to John's Deli
or surrounding eating establishments. Students may bring a sack lunch instead.

(c) Meals on Wednesday and performance days

Because of the tight schedule before shows and on the final night of rehearsal, there is no
meal provided by the Priory kitchen. It is a good idea to pack a sack meal these evenings.
Some parents take their kids off campus briefly to provide some “down time” after school
or between the Sat matinee and evening shows. On Saturday, there is very little time
between the show and the evening “call”. Actors are typically called 2 hours prior to the
show. Promptness for “call time” is essential.
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Section 1.06 Show I nformation

(a)  Actor call time

Actors will be expected to arrive at the theater 2 hours before show time to receive their
actor’s notes and prepare for the performance.

(b) Performance times

There are usually 4 performances: three evenings Thursday through Saturday, most likely
to begin at 7pm and a Saturday matinee at 1 pm. Please watch your e-mail for exact dates
and times.

(¢) Tickets

Tickets usually go on sale about 1 week before the performance. The tickets are sold in
the bookstore and sometimes in the main office. There will be e-mail informing the
parents on ticket information. It is not uncommon for performances to sell out, especially
Friday and Saturday nights. So get your tickets well in advance. If available, remaining
tickets will be on sale at the door. Tickets mus be paid for with a check or cash. They
may not be charged on your student charge account.

(d) Seats for the performance

We do not allow our actors to save seats for their guests. However, we will accommodate
elderly or handicap guests at the door and insure them a seat on the ground floor. Elderly
guests may also enter the theater early if they are uncomfortable waiting outside.
Volunteers who will be at the concession stand until after the doors open may also
reserve seats but no more than three.

(e)  Doors open

We usually open the doors 10 minutes before show time. There is usually a line starting
about 25 minutes before show time.

i) After the show

After the show, the actors take their curtain call and immediately head to the outside
courtyard to greet their guests. They quickly return to remove their costumes. Plan that
your student actor will not be ready to leave for 20 minutes after the end of the show.
This is a great time to volunteer to cleanup the theater area.

(g) Flowers
Many families bring congratulatory flowers to their student actors.
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(h)  The Final Performance

(i) Cast Party

After the last performance, food and refreshment is brought in for the actors and
they spend a few minutes celebrating. Then, they all proceed back into the
theater to help with Strike.

(i) Set Strike
All the actors and crew are required to stay and help break down the set after the
final performance, and we expect that parents will help too. This has been a
Priory tradition for many years, and with everyone helping the work gets done
very quickly. We especially need several strong people to commit to help
disassemble and remove the risers from the Assembly Hall to the storage shed.
Strike usually takes 2 hours. Parents and actors work until set is completely
disassembled and room cleaned. The Assembly Hall is often used on Sundays so
it must be returned to its classroom state before we go home Saturday night.

Section 1.07 Memories

(a) Photos

A Priory parent photographer takes pictures during rehearsal and the performance and
will make these pictures available via the WP Theater Website. The pictures are
displayed in the Kodak Gallery where you may purchase prints from Kodak.

(b) DVD

A parent team with video equipment will record the performances and edit them into a
professional quality DVD. You may pre-order the DVD using the form located on the
Theater website. This pre-order form will also be e-mailed to parents. The proceeds
from the DVD’s goes to the theater for the purchase of equipment.
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Section 1.08 Volunteer Opportunities

Our theater depends on the energy on commitment of our parent community. Without
you, there is no stage, no concessions stand, no snacks, no senior gifts or any of the
wonderful things that our actors have come to expect. E-mail will go out to parents
asking them to signup for one of the volunteer positions listed below. In addition, all
parents are expected to assist with set tear down “STRIKE” after the last Show Sat night.

(a) Sales, promo and refreshment
(i) Ticket Sales
(i) Refreshment Sales
(iii) Setup crew and ticket taking
(iv) DVD sales

(b) Cleanup crew

(¢) Special gifts and merchandise for theater assistants
(i) Gift coordinator
(ii) Gift purchasing

(iii) Refreshment purchaser

(d) Cast party / refreshment
(i) Planning and ordering

(ii) Setup and Clean up

(e) Set construction
(i) Set building
(ii) Set painting
(iii) Props

(iv) Riser building
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