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Licenses
A quick and easy thing to get out of the way is to apply for all the necessary licenses.  

(a)  Rights to perform the play

If your play was written within the last 100 years check the rights situation (a quick phone 
call to Samuel French, on 020 7255 4302, should sort it as they will either own the rights 
themselves or know who does).

(b)  Rights to play music during the performance

For these apply to the Performing Rights Society (PRS) via Phil (just come and tell him or Claire 
what music you want to use).  The amount charged will vary according to whether the music 
is merely background (about £10 for the week) or an integral part of the play to which the 
actors react (generally not more than £20).  For exact figures come and talk to Phil.

(c)  Special Permissions Application

These are also applied for through the theatre. Chat to Claire well in advance about what you 
will need.  You should have received a form with your contract on which you can tick the 
things you will need (eg, smoking, naked flame, etc.)  Make sure you return this form at least 
14 days before the first performance otherwise you will not be allowed to use the effects.  
Don’t simply tick everything “just in case” as that is excessive and a guaranteed way to get an 
official fire inspection. Some licenses commit you to providing extra crew or have financial 
implications.  Claire will give you the relevant sheets detailing the necessary conditions of each 
effect you'd like to use. 

Budget
The producer, in conjunction with the Junior Treasurer of your funding body, is responsible 
for both setting and sticking to the budget.  Mainshow budgets at the ADC are usually around 
£1000 or slightly more, although it varies; it is difficult to put on a standard mainshow with 
less than this but it can be done. If you have a tight budget make sure you stress this from 
the beginning so that your crew know that they have to work on a small scale. For lateshows 
anything from £250-£300 upwards is normal depending on the size of the show. 

The biggest factors in your budget will probably be:

• Performing Rights - from £200 upwards for non original works 
• Publicity 
• Set
• Costumes and props

How much you allocate to these will depend on the type of show you're putting on. There are 
however, some things that need to be included in your budget which often get neglected and 
can lead to your show going over budget. You should allocate money to cover the following:

Sundries – Gaffa tape, LX tape, screws, batteries etc.  All shows will use a few rolls of tape.

Flame proofing – all flammable props have to be flameproofed using flamecheck which is £13.50 

The Theatre
The ADC Theatre is run by the University who employ four full-time staff (Phil, Claire, Kat and 
John) to keep things running smoothly.  We are here to help you and  act to co-ordinate the 
activites of  all those using the theatre.  You should come to us with any queries or troubles 
and try and keep us up to date with all the new developments.

Phil is the Theatre Manager and has overall control and responsibility.  Claire is the first point 
of contact for all productions using the theatre space, so contact her if you are interested in 
applications, need more information about your contract, need training on aspects of how shows 
work at the Theatre or just some general help or advice!  Kat is responsible for the Theatre's 
marketing, and so contact him if you have some special publicity ideas. John is the one to talk 
to about anything technical, including hiring or purchasing any equipment or sundries. 

The Amateur Dramatic Club is a separate body run by students who, through various twists 
of fate and history, have special privileges within the theatre, such as the clubroom and rights 
to hire the theatre.  It may be the Amateur Dramatic Club that is funding your show. It is 
the Club, rather than the theatre, who deal with prop and costume hires and Hannah Burd 
(designer@cuadc.org) is the person to contact about this.

The Producer
The producer is the person who holds the production together by having an overview of all its 
aspects.  He/she is also in control of the finances and has overall responsibility for the show.  
Experience counts, but nothing is more important than your enthusiasm, organisation and 
confidence.  To keep on top of everything it is essential that you plan ahead so nothing but the 
unforseen needs be done at the last minute.  The most important page of this information pack 
is the timetable which gives you an idea of the timescale on which you are working.  You need 
to make sure that members of your team are keeping to the various deadlines appropriate to 
their roles, such as publicity proofing, risk assessments and training for stage managers etc.  As 
the producer you will be thinking about the play long before anyone else on the production 
team.  Don’t be put off if others’ enthusiasm is lacking at first; things will soon pick up and you 
have to be in control when they do.

The majority of this pack deals with the aspects of the producer's job with which the ADC 
Theatre Management can help.  The Club also produce  Producers' Guidelines - so ask a com-
mittee member for a copy if you are a ClubShow.

Who’s Who
The first information we need from you is the names and contact details of all key people in your 
production team.  In other words, give us a completed Production Team Form (complete with 
phone numbers) as soon as possible so we know who to contact about issues as they arise.



per bottle, and painted set destined for the forestage must have Rosco Flamex added to it.   
All cloths in your set should be flameproof too - they can either be bought already flameproof 
(NDFR or IFR fabric) or sprayed with flamecheck. Discuss this with Claire or John, or another  
member of management if you're unsure.

Photocopying – the theatre will issue your show with a code for the copier which is charged 
to your settlement at 5p a sheet for black and white or 15p a sheet for colour copies.  A4 and 
A3 are charged at the same price, add 5p per copy for thick paper.

Publicity photographs – Claire needs a couple of good images so that they can be send out 
on press releases and you should also have some to use in your mailout and theatre displays. 
Don't forget to add the cost of films, developing and possibly enlargements into your publicity 
budget if you wan tt o print any images off for display.

The producer is in charge of making sure the rest of the crew stick within the amounts agreed. 
You may need to be quite strict about this; don't be afraid of being firm but polite! Make sure 
you are certain about whether quotes your crew give you include delivery and VAT, and ask 
for frequent reports on how much they have spent. Don't be patronising, just let them know 
that you're trying to make the show run smoothly for everyone. Don't go too far and try to do 
your crew's jobs for them. The only input you really need to have is financial – if they appear 
to be working well individually and as a team let them get on with it!

Finally if it looks like going overbudget is unavoiable, talk to your funding body. Be prepared 
to give details of exactly how you have spent money and why you need more; JTs are usually 
reasonable people.

Publicity Campaign
Claire will have a meeting with you several weeks (5 to 6) before your show to discuss public-
ity.  Please contact her with any questions; she can also give you a publicity guide.  Deadlines 
for completing your publicity are in the Production Schedule part of your contract.

Technical Representatives (TR)
You will need TRs to run the get-in and get-out for your show and they are responsible for   
the safe and correct use of the Theatre and its equipment. Their responsibilities are detailed 
in the hirer's contract and they will be the key holder if you need access to the theatre when 
the theatre management are not in the building. The TRs must be approved by the Manager 
and have sufficient knowledge of the ADC Theatre to be able to fulfill all the responsibilities.

Your Technical Director (usually one of your TRs) along with your set designer (or director) 
should come and talk to Claire or John as soon they have a good idea of what they want to 
do (at least two weeks before the show, but preferably earlier).

Your Lighting Designer (generally the other TR) will need to give us details of his/her require-
ments two weeks before your show to ensure that none of the lights are hired out to other 
companies.

Your TD and your Stage Manager are also responsible for ensuring all material used on stage 
is fire proofed. This refers to all props and material. It is generally a good idea for you to get 
the person responsible for props to come and talk to Claire before they start making/buying 
things so they know what can and can't be used on stage, or what they need to do to make 
things suitable. Synthetic material is very hard to fire proof and therefore we advise you to 
use 100% cotton for all your material.

The stage manager will need to be trained by Claire before the tech rehearsal of the show if 
they have not previously stage managed at the ADC Theatre.  This ideally needs to happen 
the week before your production - just get in touch with Claire to organise a suitable time 
for  the training.

Risk Assessment
You or your TD will be given a production risk assessment form by the theatre. The form 
is designed to encourage the production team as a whole to think about both practical and 
safety issues in advance, and will reduce the number of problems encountered subsequently. 
Your TD, LD and stage manager need to arrange a meeting with Claire to discuss your show's 
form. There are three sections of it of which each needs to be completed a certain length of 
time before opening night.  The best way to fill in the form is to arrange a meeting with all the 
relevant members of your production team so everyone is aware of the form’s contents. 

Section A must be approved at least two weeks before opening night and you will not be 
given any order numbers for set materials until this is done. Section B must be approved the 
Wednesday preceeding your get-in and section C must be approved before your tech and 
dress rehearsals takes place.

During the get-in the form will be pinned up in the Stage Left Wing and the safety requirements 
will be highlighted on the form for easy reference. 

Front of House (FOH)
Each evening we require three FOH staff – for mainshows one programme seller and two 
ticket-tearers and for lateshows one box office staff and two programme sellers/ticket tear-
ers. These positions are usually filled by people who sign up on the list which we put up in the 
Offices Corridor.  FOH staff must sit through the show.  Your FOH Manager is unlikely to 
want to watch every night and so should not actually sign up on the list each evening, but be 
there to fill in if there is a vacancy.  The FOH manager is responsible for finding people to fill 
the three positions for each performance.

If you need any additional crew (floor crew, counterweights, etc.) you can produce a sign up 
list to go on the board in the clubroom.



Tickets
All tickets are sold directly through the ADC Theatre's box office.  Please ask any member of 
management if you would like an update of how the show is selling or, for mainshows, check 
the seating plan on the website.  You can check how your show is selling by visiting http://
www.adctheatre.com/ticketsales.asp and typing in your show photocopier code - this will list 
the number of presales for each performance of your show.

The theatre charges a commission of 9% on all tickets sold in advance (45 minutes or more 
before the start of the show) and 4% on all tickets sold on the door.  Allowing for this and the 
Theatre's box office split you can imagine an income of 50% of gross ticket sales.

Complimentary tickets:
You need to chase reviewers and get their seats sorted but do check with us that everyone 
has comps reserved whom you think should have. If members of your company want comps 
they must arrange them through you and you must then tell us or, if it's a last minute arrange-
ment, the Duty Manager that evening.

Videoing the Show
Please see Phil, Claire, John or Kat as soon as possible if you wish to do this as for fire regula-
tions it is necessary to book out a number of seats.

For plays which are not out of copyright, the laws state that you are only allowed to video a 
performance for rehearsal purposes – ie. so the actors can see their performance in order to 
improve on it.  All cables must be taped down well out of the way.  None of the fire passages 
may be blocked by equipment.

We request that if you want to video your show that it is done during the dress rehearsal 
or on the first nights of the performance – not when it is selling out at the end of the run.  If 
you have not told the Theatre Management of your intention to video the show, you may be 
refused permission to do so.

Very few recordings in the auditorium result in a good video of the performance.  To get a 
good video you need to spend a lot of effort filming on several nights with cameras at different 
positions and then edit the film.

Photocopier
Your company will be given a four digit code which will charge to your account  and the amount 
will appear on your settlement.  The code is given by the Theatre Management for use by all 
members of the company.

Black and white single sided/double sided 5p/8p

Colour single sided/doubel sided 15p/20p

For thick paper add 5p per copy

Telephone
There is a phone in the production office which is for company use only and you need to dial 91 
to get an outside line. Calls can not be made to mobiles or premium rate numbers.  Please don't 
use this phone for making personal calls. Faxes can be sent from the office fax machine.

Computers
There are four Computers (two macs and two PCs) available for use by anyone putting on a 
show at the ADC Theatre.  They are used mainly for producing publicity material i.e. posters 
and fliers.  All  have Photoshop and InDesign. Hamlet also has a CD writer.  A folder will be 
created for your show which you should use for storing all files related to your show.  These 
files are accessible from any of the computers.  Please do not store files anywhere else on the 
computers as they are liable to get deleted!

Theatre Space
The Theatre bar,  Larkum Studio, dressing rooms and stage area may be used for rehearsals or 
meetings dependent upon availability.  There is an online booking diary where you can check 
the availability and book space for your show at: http://roombooking.adctheatre.com.  The 
workshop space may be used when necessary on agreement from the Theatre Mangement; 
shows receive priority in the week before they open.

Claire will email you with a door code for your production which will work on the codelocks 
around the theatre and enable your cast and crew to enter the building during and in the run 
up to your show.

Ordering through the ADC Theatre
You may order goods via the Theatre from companies with which the Theatre has an account 
by getting an order number from us and telling us your order details. The Theatre will then 
pay the company from which you have purchased and deduct the relevent amount from your 
settlement.  Likewise you may purchase from the Theatre sundries stock, through your show 
account, items like blank CD's, LX tape, gaffer tape etc. If an invoice we receive does not have  
an order number on it then we may pass it on directly to you for payment!

Section A of the Risk Assessment must be approved at least two weeks before opening night 
and you will not be given any order numbers for set materials until this is done.

Deliveries to the theatre should be made between 11am and 7pm any day.



The final curtain

Get Out:
After your final show there will be a Get Out during which all members of the 
Company are expected to be around to clean all areas of the theatre – stage, 
auditorium, dressing rooms, club room, production office and kitchen.  Until the 
end of the get out, no member of the company should be under the influence 
of alcohol or drugs because the backstage areas of the theatre are potentially 
hazardous.  Heavy fines may be imposed by the theatre if this rule is not adhered 
to and individuals may not be allowed to attend the party.

Party:
Having satisfied the Management that the Theatre is tidy, the bar will be opened 
for cast and crew to have a party.  It is usual for those funding the show to of-
fer a free drink (or two) if the show has made a profit.  The Producer should 
give the Duty Manager a list of all the people eligible for a free drink (generally 
taken from the programme).  This must be arranged before the party begins. 
The cost of this will be included on your settlement. 

Theatre Settlement:
It will take about three weeks (possibly more) until you receive your settlement 
from the Theatre as we have to wait for all the invoices to come through from 
the people you have ordered from before we can complete the accounts.  You 
may need to arrange a time to come and discuss your settlement with Phil and 
to sort out any problems there may be.  Then you will receive a cheque from 
Phil made out to the name given on the contract.

 If the show hasn't taken enough money to cover its expenditure then you will 
get an invoice.  When structuring your budget you should think about items 
which will appear on the settlement that are easy to forget about.  Such items 
include sundries (gaffa tape, screws etc) bought from the theatre, the skip 
charge for emptying any set waste from the skip (Charge for a full skip is £175, 
charges are proportional to the volume of skip used), Radio Mics if you're a 
musical, photocopying etc.



P r o d u c t i o n  T i m e t a b l e
• Meeting with Claire to chat about your show and 
publicity
• Plan publicity campaign

• Take any photos needed for the poster and press

• Complete publicity design and have it approved by 
management and you funding body
• Get quotes from printers, then confirm with cho-
sen printer when you'll be going to print

• Take poster and flyers to printers
• Set designed and and talked through with Claire
• Publicity photos to Stuart or Claire
• Write press release and send via e-mail to Claire

• Publicity back from printers, begin distribution, give      
  some flyers and 30 posters to the theatre 
• Discuss technical requirements with Claire or John
• Section A of risk assessment completed
• Wood should be ordered and lantern list to Claire
• Special Permissions Application to management

• Check posters are still up
• Begin building set
• Lighting design complete
• Stage Manager training if needed
• Section B of risk assessment completed 

• Get in starts
• Front of House Manager comes to see us
• Section C of risk assessment completed before        
   technical rehearsal                       
• Market Square publicity & cast fliering
• Get out and then party!

On acceptance of your show at the 
ADC Theatre:

• Give us your graphic and blurb for the 
brochure

• Finalise production crew

• Make a contact list (and give a copy to 
us at the Theatre)

• Establish a regular pattern of 
production and design meetings 
(with agendas and minutes).

• Apply for licenses and confirm per-
forming rights

• Make sure your Technical Director 
talks to management.

People you may need on your 
Production team:

Producer
Business Manager
Publicity Manager

Front of House Manager
Technical Director

Set Designer
Set Builder
Set Painters

Lighting Designer
Sound Designer

Costume Designer
Wardrobe Manager

Stage Manager
Deputy Stage Manager

Assistant Stage Managers
Stage Crew

Production Electrician
Director

Musical Director
Choreographer

Fight Choreographer

If it all goes badly wrong – DON'T PANIC – come and chat, we can help and there are always people around who can sort you out.

6 weeks before:

5 weeks before:

4 weeks before:

3 weeks before:

2 weeks before:

1 week before:

3 days before:
2 days before:

During show week:
At the end:


