THDA Guidelines for Student Productions in the Hennessy Theatre
REVISED 10/1/04
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A. Who May Use The Hennessy Theatre
1) Students who wish to use the Hennessy for a performance project, or other related THDA class, are eligible to submit proposals for the use of the Hennessy Theatre.

2) Officially recognized UNH student theatre organizations are eligible to submit proposals for the use of the Hennessy Theatre, as long as at least one student is receiving THDA credit for their involvement in the production.
3) Production proposals must be submitted in writing, and must include the fully completed Student Production Proposal form provided by the THDA department.

4) Proposals for the fall semester must be submitted before the end of the preceding spring semester. Proposals for the spring semester must be submitted within the first month of the preceding fall semester.

5) Unless approved by the THDA Chair, all student directors must have completed Directing I or the Producing and Directing for Musical Theatre course.

6) Unless approved by the THDA Technical Director, all student designers must have completed Stagecraft and the design course that corresponds with their design assignment.

B. Faculty Advisors

1) Each production must have a performance faculty advisor. The advisor can be any full or part time THDA faculty member.

2) Each production must have a technical/design faculty advisor. The advisor can be any full or part time THDA faculty member.
C. Length of Performances, Rehearsal Times, and Total Occupancy
1) The total length of time allowed in the Hennessy Theatre (including technical / dress rehearsals as well as public performances) is TWO days.
2) Student productions may sign up to reserve rehearsal space in M118, M119, M213 or M316 for no more than six hours per week.
3) Space is subject to availability. There is no guarantee that space will be available for the requested dates. Even if a student production has reserved rehearsal space, the THDA department reserves the right to cancel the reservation, at any time, and without prior notice for departmental needs.

4) Specific Technical rehearsal time must be submitted in writing on the Student Production Proposal Form.
5) The Hennessy must be vacated by 11pm.
6) All props, furniture, etc must be COMPLETLEY struck from the rehearsal space at the end of EVERY rehearsal.
7) The rehearsal space must be cleared of all trash at the end of EVERY rehearsal.
8) The Director (or Producer if other than the Director) is responsible for clean up of the house, dressing rooms, green room, and surrounding areas after EVERY Hennessy rehearsal or performance. Clean up MUST occur IMMEDIATELY after the conclusion of the rehearsal or performance. 

9) Productions must strike immediately after the conclusion of the final performance.

D. Theatre Staffing

1) All student users of the Hennessy Theatre (organizational or otherwise) must provide at least 2 ushers for each performance.  These ushers must meet with the House Manager 1/2 hour prior to house opening and must remain in the house until all audience members have left the theatre at the conclusion of the performance.  An official THDA House Manager will also be assigned by the Theatre Technician for every performance (See E. User Rates & Fees for applicable charges.)
2) THDA faculty and staff are under no obligation to supervise the preparation or public performances of any student or UNH student theatre organization production.  The only exception is the Theatre Technician (or his substitute), who is required to be at all public performances in the Hennessy Theatre.
4) The Theatre technician can not, under any circumstances, be involved in any way with the preparation and/or execution of the proposed production.

5) Any charges for Theatre Technician and House Manager services will be billed through the Theatre & Dance Department.

6) The Theatre Technician will hold the keys to the light booth, dressing rooms, and tool room.
E. User Rates & Fees

1) Non-Student Organizations who do not charge admission to their performances will not be charged for Theatre Technician or House Manager services.
2) Non-Student Organizations who do charge admission to their performances will be charged for Theatre Technician and House Manager services. ($15 per hour per person.)
3) Officially recognized UNH student theatre organizations will be charged for Theatre Technician and House Manager services.  ($15 per hour per person.) 

3) UNH student theatre organization 
productions that require any of the following must hire the Theatre Technician (or his substitute) at $15 per hour to be present at all times when the scene shop is not in operation (M-F, 9am-4:00pm).


1. The building of a set on stage.


2. The hanging, cabling, focusing and gelling of lights.


3. The execution of technical and dress rehearsals and performances at a time when the 

     scene shop is closed.


4. Strike. 

F. Selling Tickets

1) Non-Student organization productions may only charge admission with the permission of the THDA Chair.
2) All users charging admission MUST use the MUB Box Office.
G. Cancellation Procedures

1) If the Director of a production (or Producer, if other than the Director) makes any changes in any component of their scheduling, he/she must notify the THDA Office Manager, THDA Theatre Technician, and the THDA Chair.

2) The THDA department reserves the right to cancel a production or performance for any of the following reasons:


1.  Any violation or abuse of these guidelines.

2. Issues concerning the safety of actors, technicians, or audience members

3. Any violation of local or state fire or other safety codes


4. For reasons articulated and upon the recommendation of the Faculty Advisor
H. Use of THDA Property (props, costumes, tools, equipment, etc.)

1) GENERAL POLICIES
a) After approval of the Student Production Proposal Form by the faculty, the Director (or Producer if other than the Director) of the production must submit, in writing, a Production Equipment Request Form-ORIGINAL. This form must be submitted no later than four weeks before the first public performance.

b) Within one week after the Production Equipment Request Form-ORIGINAL has been accepted, the Director (and Producer, if other than the Director) must arrange for a meeting with the THDA Technical Director and Costume Shop Supervisor for approval of the Production Equipment Request Form-ORIGINAL.
c) The production Director (or Producer, if other than the Director) may submit, in writing, ONE Production Equipment Request-SUPPLEMENTAL. The deadline for this form is four business days prior to the first performance.
d) The Technical Director and the Costume Shop Supervisor are under no obligation to grant Supplemental Production requests.

e) All technical equipment, props, set pieces and costume pieces must be restored to their original condition, unless specified by the Technical Director of Costume Shop Supervisor.

All technical equipment, props and set pieces must be inventoried and returned NEATLY to the original places. The day after the strike, the Director (or Producer if other than the Director) and the Set and Lighting Designers must “check out” each piece of technical equipment, props, and set pieces with a representative of the THDA technical staff.

2) USE OF THDA PROPS

a) A limited amount of props and set pieces may be available for use at the discretion of the 

Technical Director. (See procedure for these requests on the Production Equipment 

Request Form-ORIGINAL).

3) USE OF THDA COSTUMES

a) A limited amount of costumes may be available for use at the discretion of the Costume 

Shop Supervisor. Costumes that require dry cleaning are the responsibility of the Director (or 

Producer, if other than the Director). (See procedure for these requests on the Production 

Equipment Request Form-ORIGINAL).


b) It is the responsibility of the Director (or the Producer, if other than the Director) and the 

Costume Designer to wash and then neatly hang up all costumes in an area of the costume 

shop designated by the Costume Shop Supervisor. Costumes must be “checked out” within 

two days of the final performance, with the Costume Shop Supervisor.

c) Any costumes that require dry cleaning are due back in the stores no more than one week 

after the final performance. These costumes must be “checked out” by the Costume Shop 

Supervisor upon their return.
4) USE OF THDA LIGHTS


a) Limited use of THDA lighting equipment may be granted, at the discretion of the 

Technical Director. (See procedure for these requests on the Production Equipment 

Request Form-ORIGINAL).


b) The Hennessy Theatre rep plot is available for all Hennessy Theatre student productions.  

Changes may be made to the rep plot only with approval from the Technical/Design Faculty 

Advisor.


c) If changes were made to the Hennessy rep plot, the plot must be restored to it’s original 

configuration at the conclusion of the production.

5) USE OF THDA TOOLS/EQUIPMENT

a) Limited use of THDA scene shop tools and other equipment may be granted, at 

the discretion of the Technical Director. These tools must be retuned at the end of each day. 

(See procedure for these requests on the Production Equipment Request Form-

ORIGINAL).

b) Limited use of the paint area may be granted by the Technical Director.


c) The paint area and all painting equipment must be completely cleaned after each use. 


d) No THDA paint stock may be used.

e) All paint used for the set must be neatly stored. All left over paint from the production must 

be  struck and removed by the final performance.
I. General Theatre Policies

1) No smoking, of any substance, is allowed in PCAC. 
2) The UNH Policy on smoking states:
In order to protect the health, safety and comfort of University students, faculty and other

academic appointees, staff, and visitors, and consistent with state law (RSA 155:64-77), it is the policy of the University of New Hampshire to restrict smoking in facilities and on grounds owned and occupied or leased and occupied by the University. Where the needs of smokers and nonsmokers conflict, smoke-free air shall have priority. In addition, UNH supports education programs to provide smoking cessation and prevention initiatives to our students, faculty and other academic appointees and staff. This policy supercedes all other tobacco/ smoking policies at UNH.

3) Persons will not be admitted into the Hennessy Theatre in excess of one hundred and sixty five (165).  Audience capacity may be reduced by scenery location and/or other technical concerns.
4) No open flame, cigarettes, pyrotechnic devices, etc. shall be used at any time

5) It is the Director’s (or Producer’s, if other than the Director) responsibility to adhere to all safety precautions prescribed by the THDA Technical Director.  The Theatre Technician has the final word on all safety issues.
6) No food or drink (other than water or props) are allowed in the Hennessy during any rehearsal.
7) Dressing rooms may be used pending availability.
8) All publicity materials must be approved by the THDA Chair and the THDA Director of Marketing & Communications.

J. Timeline of Events / Checklist
1) Student fills out Initial Student Production Proposal form and obtains signatures from Performance Advisor and Technical Advisor. Proposals for the fall semester must be submitted before the end of the preceding spring semester. Proposals for the spring semester must be submitted within the first month of the preceding fall semester.  COMPLETED: _____
2) Student submits completed form to THDA Administrative Manager.  The Administrative Manager will present the proposal to the Theatre Scheduling Committee.  The Committee will determine if the theatre is available for the student’s production during the time requested.  When approved, a representative of the scheduling committee will sign the form.  COMPLETED: _____
3) The Administrative Manager will present the proposal to the THDA Governance Committee.  Once the Governance Committee approves the proposal, the chair will sign the proposal.  This is the final approval needed to secure use of the Hennessy Theatre for student-produced productions.  The Administrative Manager will contact the student director to inform them of the THDA Governance Committee’s decision.  The original copy of the student proposal will remain in the THDA Main Office for future reference.  A copy of the proposal will also be given to the Theatre Technician.  COMPLETED: _____
4) Within 5 business days of receiving approval of Initial Student Production Proposal, the Director (or Producer, if other than the Director) must arrange for a meeting with the THDA Technical Director and Costume Shop Supervisor for approval of the Production Equipment Request Form-ORIGINAL.  Once completed, this form must be turned into the Administrative Manager.  A copy of the form will be given to the Director (Producer).  COMPLETED: _____
5) The production Director (or Producer, if other than the Director) may submit, in writing, ONE Production Equipment Request Form-SUPPLEMENTAL. The deadline for this form is four business days prior to the first performance.  COMPLETED: _____
A. Student Production Proposal
PRODUCTION OVERVIEW
	Title: ____________________________________


	Playwright/Author: ________________________

	Director: _________________________________


	Phone: _________ Email: __________________

	Producer (If other than the Director): ___________

	Phone: _________ Email: __________________

	Set Designer: _____________________________


	Assistant Technical Director: ________________


	Costume Designer: ________________________


	Stage Manager: __________________________


	Light Designer: ___________________________


	Assistant Stage Manager: __________________


	Sound Designer: __________________________


	Prop Master: ____________________________


	Technical Director: ________________________


	Faculty Technical Sponsor: _________________



	Faculty Performance Sponsor:________________

	

	List the students involved who are getting college credit for this project.



	_____________________    □ Performance Project  □ Scenic Arts Project  □ Capstone Project

	
   NAME
              □ Other _____________________________________________

	

	_____________________    □ Performance Project  □ Scenic Arts Project  □ Capstone Project

	
   NAME
              □ Other _____________________________________________

	

	_____________________    □ Performance Project  □ Scenic Arts Project  □ Capstone Project 

	
   NAME
              □ Other _____________________________________________

	

	Cast Size: ________ 
Men: _____ 
Women: _____
Will you be charging for your performances?: _____ If so, what are your ticket prices?:____________


	

	PRODUCTION SCHEDULE
Rehearsal Period:  
_________________________________________
Hennessy - Day 1:
Date:
__________________
Time In:
________
Time Out:
________
Hennessy - Day 2:
Date:
__________________
Time In:
________
Time Out:
________
Performance #1:
Date:     

__________________
Time:
________
Performance #2:

Date:

__________________
Time:
________
(If Applicable)


	

	

	APROVALS

Performance Faculty Sponsor Signature:                               ______________         Date:_________


Technical Faculty Sponsor Signature:         ______________                             .      Date:_________
THDA Scheduling Committee Signature: _______________________________     Date:_________
(Signature indicates that the Hennessy Theatre is available during the days/times requested.)

Governance Approval: _____________________________________________      Date:_________ 


PRODUCTION DETAILS
What are your reasons for choosing this project? Describe the educational benefits to yourself, your producing team and the school.

How do you envision the production? Describe your general stylistic approach to the script. Why do you want to approach it this way?

What do you need to mount the production? Describe in general terms the artistic, technical, and material support necessary to successfully fulfill your production ideas.

Describe, as specifically as possible, your production requirements. What is ABSOLUTLEY NECESSARY in terms of settings, large or difficult properties, costumes, lighting, and sound?

B. Production Equipment Request Form - ORIGINAL
(Set, lights, props, tool and shop use, costumes)
Name of Production:_____________________________________  Production Run:______________

Name of Director:_____________________  Phone #:___________  Email:_____________________

	Set Pieces

	1.

	______________________________          ________

Signature of Borrower                                Date

______________________________          ________

Signature of Technical Director                 Date 

when Items were lent:

______________________________          ________

Signature of Technical Director                 Date

when items were returned:
Comments: _________________________________
___________________________________________
___________________________________________

	2.

	

	3.

	

	4.

	

	5.

	

	6.

	

	7.

	

	8.

	

	9.

	

	10.
	

	Prop Pieces

	1.
2.

3.

4.

5.

6.

7.

8.

9.

10.
	______________________________          ________

Signature of Borrower                                Date

______________________________          ________

Signature of Technical Director                 Date 

when Items were lent:

______________________________          ________

Signature of Technical Director                 Date

when items were returned:
Comments: _________________________________
___________________________________________
___________________________________________

	We request the following items from the Costume Shop: 
(CIRCLE ALL ITEMS THAT REQIRE DRY  CLEANING)

	1.
2.

3.

4.

5.

6.

7.

8.

9.

10.
	______________________________          ________

Signature of Borrower                                Date

______________________________          ________

Signature of Costume Shop Supervisor   Date 

when Items were lent:

______________________________          ________

Signature of Costume Shop Supervisor   Date

when items were returned:
Comments: _________________________________
___________________________________________
___________________________________________


	We request the following light equipment inventory:

	# of Fresnels: 6”:____  8”:_____
# of Lekos: 6X9:_____  6X12:_____  6X16:_____  
                     Source 4(36):_____  Source 4(26):_____
Par Cans: ________                            Beam Projectors:________
Other:_____________
Cable: ________
Other lighting needs:__________________________________

_________________________________________________________________________________________________________________________________________________________
	______________________________          ________

Signature of Borrower                                Date

______________________________          ________

Signature of Technical Director                 Date 

when Items were lent:

______________________________          ________

Signature of Technical Director                 Date

when items were returned:
Comments: _________________________________
____________________________________________
____________________________________________

____________________________________________

____________________________________________

	We request the use of the following audio equipment:

	1.
2.

3.

4.

5.

6.

7.

8.

9.

10.
	______________________________          ________

Signature of Borrower                                Date

______________________________          ________

Signature of Technical Director                 Date 

when Items were lent:

______________________________          ________

Signature of Technical Director                 Date

when items were returned:
Comments: _________________________________
___________________________________________
___________________________________________

	We request shop time on the following dates and times:

	1.
2.

3.

4.

5.

6.

7.

8.

9.

10.
	______________________________          ________

Signature of Borrower                                Date

______________________________          ________

Signature of Technical Director                 Date 

when Items were lent:

______________________________          ________

Signature of Technical Director                 Date

when items were returned:
Comments: _________________________________
____________________________________________
____________________________________________


The undersigned student(s) assumes FULL RESPONSIBILTY for the return in good condition of all the listed items.

To the student: Complete two copies. Give one copy to the lender and keep one copy on file. DO NOT LOSE YOUR COPY! KEEP YOUR COPY ON FILE FOR AT LEAST 30 DAYS AFTER THE CLOSE OF YOUR PRODUCTION.
C. Production Equipment Request Form - SUPPLEMENTAL
(Set, lights, props, tool and shop use, costumes)
(This form can only be submitted ONE time)

Name of Production:_____________________________________  Production Run:______________

Name of Director:_____________________  Phone #:___________  Email:_____________________

	Set Pieces

	1.

	______________________________          ________

Signature of Borrower                                Date

______________________________          ________

Signature of Technical Director                 Date 

when Items were lent:

______________________________          ________

Signature of Technical Director                 Date

when items were returned:
Comments: _________________________________
___________________________________________
___________________________________________

	2.

	

	3.

	

	4.

	

	5.

	

	6.

	

	7.

	

	8.

	

	9.

	

	10.
	

	Prop Pieces

	1.
2.

3.

4.

5.

6.

7.

8.

9.

10.
	______________________________          ________

Signature of Borrower                                Date

______________________________          ________

Signature of Technical Director                 Date 

when Items were lent:

______________________________          ________

Signature of Technical Director                 Date

when items were returned:
Comments: _________________________________
___________________________________________
___________________________________________

	We request the following items from the Costume Shop: 
(CIRCLE ALL ITEMS THAT REQIRE DRY  CLEANING)

	1.
2.

3.

4.

5.

6.

7.

8.

9.

10.
	______________________________          ________

Signature of Borrower                                Date

______________________________          ________

Signature of Costume Shop Supervisor   Date 

when Items were lent:

______________________________          ________

Signature of Costume Shop Supervisor   Date

when items were returned:
Comments: _________________________________
___________________________________________
___________________________________________


	We request the following light equipment inventory:

	# of Fresnels: 6”:____  8”:_____ 

# of Lekos: 6X9:_____  6X12:_____  6X16:_____ 
                     Source 4(36):_____  Source 4(26):_____
Par Cans: __________                         Beam Projectors:________
Other:________________
Cable: __________
Other lighting needs:__________________________________

_________________________________________________________________________________________________________________________________________________________
	______________________________          ________

Signature of Borrower                                Date

______________________________          ________

Signature of Technical Director                 Date 

when Items were lent:

______________________________          ________

Signature of Technical Director                 Date

when items were returned:
Comments: _________________________________
___________________________________________
___________________________________________

	We request the use of the following audio equipment:

	1.
2.

3.

4.

5.

6.

7.

8.

9.

10.
	______________________________          ________

Signature of Borrower                                Date

______________________________          ________

Signature of Technical Director                 Date 

when Items were lent:

______________________________          ________

Signature of Technical Director                 Date

when items were returned:
Comments: _________________________________
___________________________________________
___________________________________________

	We request Shop time on the following dates and times:

	1.
2.

3.

4.

5.

6.

7.

8.

9.

10.
	______________________________          ________

Signature of Borrower                                Date

______________________________          ________

Signature of Technical Director                 Date 

when Items were lent:

______________________________          ________

Signature of Technical Director                 Date

when items were returned:
Comments: _________________________________
____________________________________________
____________________________________________


The undersigned student(s) assumes FULL RESPONSIBILTY for the return in good condition of all the listed items.

To the student: Complete two copies. Give one copy to the lender and keep one copy on file. DO NOT LOSE YOUR COPY! KEEP YOUR COPY ON FILE FOR AT LEAST 30 DAYS AFTER THE CLOSE OF YOUR PRODUCTION.
