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[bookmark: _Toc220493967]1. Introduction

Directing a show is an exciting and rewarding experience. This handbook provides practical guidance, a useful timeline and an overview of responsibilities to support you throughout the entire process. These guidelines are flexible - every show is different - but following them will help ensure a smooth and enjoyable production for everyone.
Remember: it’s everyone’s show, and a happy cast makes for an amazing performance.

[bookmark: _Toc220493968]2. Getting Started

[bookmark: _Toc220493969]2.1 Choose Your Show:

· Explore available scripts online - there are loads available for you to look at and some will provide a sample for you to read over. 
· If writing your own script, ensure someone proofreads it before it is taken to the committee.
· Bring your show proposal to a committee meeting for approval—this must happen before you begin.

[bookmark: _Toc220493970]2.2 Submit your idea for review

· [bookmark: _Toc220485850]Use the online form to submit your idea for a future show to the committee. 
· [bookmark: _Toc220485851]Your proposal will be reviewed, and you will be invited to attend the next committee meeting to discuss it in more detail. 
· [bookmark: _Toc220485852]Before submitting, please ensure you have considered key aspects such as your preferred performance dates (and venue, if relevant), estimated cast size and roles required, and an initial outline of your budget (see Budget section for further guidance).
[bookmark: _Toc220493971]2.3 Budget

· You will need to discuss and agree a budget with the committee, including license fees, scenery, props, costumes and technical requirements. There can be some flexibility in this within reason. 
· Once approved, you are responsible for managing the budget.
· Please note, no expenses can be reimbursed without an official receipt (club policy).

[bookmark: _Toc220493972]3. Building Your Team

· Decide whether you are going to direct alone or with a co-director. You must appoint a Producer – choose someone you know you can work well with. 
· Additional roles include costumes, props, publicity, choreography, music, lighting, backstage, prompt, front of house, refreshments and raffle. Make sure you arrange all of these as soon as possible

[bookmark: _Toc220493973]4. Pre‑Rehearsal Preparation

· Read the script several times and familiarise yourself with every character, even those with non-speaking roles
· Confirm the show dates and book them into the RFC Calendar - all rehearsal and scene building dates need to be booked if you want extra to the usual Wednesday evenings
· Create a rehearsal schedule - this does not need to be set in stone at this time, but it helps you to plan rehearsals and gives the cast an idea of expectations
· Include holiday sheets so that the cast can inform you of any absences and you can adjust rehearsal plans accordingly
· Schedule regular production meetings with your production team to discuss what needs to be done and when
· Do you need props? Make a list and think about who will source these; cast or someone nominated?
· Scene building - it’s usually the Producer’s job to organise scene building times, but it is important that you are involved.

[bookmark: _Toc220493974]5. Auditions

[bookmark: _Toc220493975]5.1 Before audition evening

· Give your cast plenty of notice about auditions and what to expect, especially if they have to sing.
· They will need to know what audition pieces you want them to use, so prepare audition materials in advance - have synopsis sheets available to give details on the different parts available and print out pages so the cast can put their name against the character(s) they want to audition for.
· It is highly recommended to have a whole cast read-through ahead of auditions so that the cast have an idea of the character they want to audition for.

[bookmark: _Toc220493976]5.2 Audition evening

· Audition evening is usually long and tiring for both you and the cast, so make sure that you have a clear idea of how you want to run it.
· Ask at least one other person to sit in on the audition panel with you. Do not choose someone who wants to audition for a part.
· If some of the cast can’t make it to auditions, then it’s up to you what you do. You can choose to give them an informal one but never cast someone without auditioning them first - this could cause ill feeling with others.
· Keep auditions casual; the cast are going to be nervous, so a relaxed atmosphere will help them give their best. 
· If someone wants to be considered for more than one role, it is useful to find out what their first choice is and give them the chance to audition for it. They will be disappointed if they don’t at least try.
[bookmark: _Toc220493977]5.3 After auditions

· Once everyone has auditioned, discuss with your team who you and they think would be best for each part. Some will be obvious, but not always, you can be surprised! Please do not take too long in this process as the cast will usually stay to find out who has what role. 
· Post details of audition results on your Facebook and Whatsapp groups as soon as possible so that people who did not stay behind can find out what role they have been given
· Be prepared for disappointment from some but remember you are the Director and it’s your vision!
[bookmark: _Toc220493978]5.4 Casting children/young people

· If you are casting children and young people into your show (especially for panto), please be aware that there are additional things you will need to consider
· If a person aged 16 or less is cast in a MMAD production, it may be necessary to obtain a licence to perform.   
· A licence is required for any child/young person under school leaving age who is taking part in any MMAD performances that the audience pays to see, and applies if that child/young person is performing for more than 4 days within a six month period. 
· A panto usually runs for 7 shows, so in that situation a licence will need to be applied for if you have anyone age 16 and under
· If the young people have appeared in a previous show less than 6 months prior to yours where they have already performed on more that 3 occasions, you will need to apply for a licence for them too.
· For full details, see appendix 2 of our Safeguarding Policy. It is your responsibility as Director to complete the necessary paperwork – speak to the Committee for support if needed

[bookmark: _Toc220493979]6. Rehearsals
[bookmark: _Toc220493980]6.1 The first rehearsal 

· This should be a "read through" with the chosen characters reading their parts. 
· Make sure that those who do not get speaking parts are included (perhaps play the songs so that they feel part of it).
· Don’t worry about the acting for now. Ask the cast to think about their character’s voice, movement and overall manner. The rest will come.
[bookmark: _Toc220493981]6.2 For all rehearsals

· Make sure you have the scene structure planned e.g. entrances and exits, stage furniture.
· Explain before you start how you want the scene to look. This is your responsibility! Be prepared to listen to both the cast and your Producer if they think that the scene does not work. They must be comfortable with what you are asking them to do.
· Do not tell your actors how to act, this does not work! However, you can make suggestions.
[bookmark: _Toc220493982]6.3 Rehearsal refreshments

· As Director, you are responsible for buying the milk or you can nominate someone from your team to do this.
· It is also your responsibility to make sure that there is tea, coffee and sugar for cast so check the box each rehearsal
· The costs of milk, tea, coffee etc will be reimbursed – provide your receipts to the treasurer. If someone else is buying these on your behalf, make sure they know to keep their receipt so that they are reimbursed too!
· You are not responsible for any biscuits for rehearsals. Individuals to provide their own
[bookmark: _Toc220493983]6.4 Blocking

· This is more important than the acting in the beginning stages and it is useful to get this done within the first few rehearsals, so everyone knows their entrances and exits
· If you do not need everyone for the scene you are working on, make sure that those that are not involved have something to do (if there are songs to learn then this could be an option).
[bookmark: _Toc220493984]6.5 Problem Solving

· As the Director, you hold overall responsibility for identifying and resolving any issues. 
· Do not assume others will act without direction. 
· A well‑coordinated team will significantly lighten the load and help ensure the production runs smoothly.


[bookmark: _Toc220493985]6.6 Discipline

· Make it clear from the beginning that good discipline is important for the whole cast and production team.
· Remind everyone regularly to respect others by staying quiet while rehearsals are in progress.
· If someone continues talking or becomes disruptive, speak to them privately and gently remind them of the expectations.
· The same approach applies to any inappropriate behaviour during rehearsals - address it calmly and directly.
· If the behaviour continues despite reminders, you may need to consider whether the production would run more smoothly without that person

Please read our policies on Anti-bullying and Harassment, Code of Conduct, Safeguarding and Equal Opportunities 
[bookmark: _Toc220493986]6.7 Scripts down

· Be firm with your dates – have scripts down on a certain date and stick to it!
· Many will want to keep their scripts on stage like security blanket! Be firm
· This may be a good time to get your prompt in for rehearsals.
[bookmark: _Toc220493987]6.8 Feedback

· Feedback helps everyone grow, so please share it in a positive, encouraging way that supports confidence and development. General notes can be given to the group taking care to consider how the individual may feel but any individuals who are requiring more support should be spoken with privately and with kindness offering them further support

[bookmark: _Toc220493988]7. Communication

· Keep the cast updated!
· It is recommended to set up a Facebook page and a Whatsapp Group to ensure everyone can see every communication you send out
· Make sure that both groups are updated with the same messages to ensure consistency
· Provide alternative options for communication (i.e. phone/text) so that people can contact you directly if necessary

Please read our social media policy for full guidance

[bookmark: _Toc220493989]8. Publicity & Ticketing

· Publicity is a very important aspect - everyone wants the show to be a success and that means getting an audience. Make sure that the people who are responsible are doing their jobs
· Coordinate posters, photos and programmes - This can be done with the help of your publicity team. Don’t leave this to the last minute
· Social media has proved to be a very useful tool for advertising shows – make sure that you are regularly posting fresh material to entice customers and secure ticket bookings
· Ensure permission are obtained for photos. Refer to the Club’s Safeguarding policy when posting photos of young people 
· Use Ticket Source and TIC for ticket sales. Set a date for them to go live.
· Directors can give up to 5 complimentary tickets per show - this does not include NODA representative tickets or honorary members tickets, as these are covered by the club.
· Make sure that your seating plan (if you want one) is organised as soon as you can, and that the ticket system is up and running as soon as it can be done. This includes making sure that our website is updated to advertise your show

[bookmark: _Toc220493990]9. Production Countdown
 
· Confirm your helpers in advance.
· A week before the show, check that everyone who has agreed to help is still willing. A check list may help so that you don’t forget anyone (see appendix 2)
· Run technical and dress rehearsals
· Support the team during show week - at show time, you may sit in the audience or backstage to ensure that everything is running smoothly and no emergency occurs

[bookmark: _Toc220493991]10. Roles & Responsibilities Overview

Below is a list of all essential roles, and their various responsibilities to the show. Make sure every person allocated a role knows what they are doing:

Director:
Choose the show, select music, plan rehearsal schedule, cast the show, oversees the set, advertising, publicity and hall bookings.

Producer:
Liaise with the Director over set layout, organise scene building dates, organise scene builders, organise stagehands.

Music and Sound:
Liaise with Director, find music tracks, sound effects.

Publicity: 
Liaise with Director, arrange photo shoots, posters and flyers, distribute advertising, programmes.

Costume team:
Liaise with Director on style of dress, source costumes, accessories and deal with any costume-related problems during performances.

Props:
Source props from list provided by Director. Collect props and make sure that they are all accounted for before and after shows.

Lights:
Liaise with Director and erect and position lights. Operate during performances. Remove lights after last performance.

Backstage Manager:
Responsible for scene changes, backstage discipline.

[bookmark: _Toc220493992]11. After the show
· As the production comes to an end, you may choose to organise an after‑show get‑together. This is entirely optional, but many directors find it a lovely way to celebrate everyone’s hard work and bring the cast and team together one last time.
· You may also decide to give small gifts or cast photos as a token of appreciation. This is at your discretion and should be funded personally rather than from club funds - but it’s a gesture that is usually very well‑received and adds a special finishing touch to the experience.

[bookmark: _Toc220493993]12. Final Thoughts

Directing a show is a rewarding and creative experience, and while it comes with its challenges, you are never alone. You have a team around you, a committee ready to support you, and a cast who want to do their best. With clear communication, good planning, and a positive rehearsal environment, you’ll help create a show that everyone can feel proud of.

Above all, remember this: a happy cast makes for an amazing show. Enjoy the journey, trust your instincts, embrace the creativity, and don’t hesitate to ask for help when you need it. You’ve got this - and we can’t wait to see what you create.



[bookmark: _Toc220493994]Appendix 1 – Example Rehearsal Schedule 

Below is an example of a rehearsal schedule from “The Affairs at Meddler’s Top” – You can choose any format that suits you but make sure that you show all dates and what you would like to do on those dates.

	Date
	Content
	Notes
	Date

	Wed 27th May
	Debrief and read through Auditions
	
	Wed 27th May

	Wed 3rd June
	Auditions 
	
	Wed 3rd June

	Sunday 7th June
	Read through with characters
Act 1 and 2
	
	Sunday 7th June

	Monday 8th June
	Production Meeting
	7pm Donna’s House
	Monday 8th June

	Wed 10th June
	Block Act 1 Scenes 1 to 4
	
	Wed 10th June

	Sunday 14th June
	Block Act 1 Scenes 5 to 8
	
	Sunday 14th June

	Monday 15th June
	Costume Meeting
	7pm Donna’s House
	Monday 15th June

	Wed 17th June
	Act 1 run through
	
	Wed 17th June

	Wed 24th June
	[image: http://cdn.xl.thumbs.canstockphoto.com/canstock23367728.jpg]Block Act 2 Scenes 1 to 6
	
	Wed 24th June

	Wed 1st July
	Act 2 run through
	
	Wed 1st July

	Wed 8th July
	Act 1 run through
	
	Wed 8th July

	Sunday 12th July
	Act 2 run through
	
	Sunday 12th July

	Wed 15th July
	Scenes needing work
	
	Wed 15th July

	Wed 22nd July
	Scenes needing work
	

	Wed 22nd July

	Wed 29th July
	Full run through
	
	Wed 29th July

	Sunday 2nd August
	Full run through
	
	Sunday 2nd August

	Wed 5th August
	Full run through
	
	Wed 5th August

	Wed 12th August
	Full run through
	
	Wed 12th August

	Wed 19th August
	Full run through
	
	Wed 19th August

	Wed 26th August
	Full run through
	
	Wed 26th August

	Saturday 29th August
	Set up all day
	
	Saturday 29th August

	Sunday 30th August
	Full dress rehearsal
	
	Sunday 30th August

	Wed 2nd Sept 
	As per show
	
	Wed 2nd Sept 

	Thursday 3rd Sept
	Day off
	
	Thursday 3rd Sept

	Friday 4th Sept
	SHOW
	
	Friday 4th Sept

	Saturday 5th Sept
	SHOW
	
	Saturday 5th Sept

	Wed 9th Sept
	Gabble
	
	Wed 9th Sept

	Friday 11th Sept
	SHOW
	
	Friday 11th Sept

	Saturday 12th Sept
	SHOW
	
	Saturday 12th Sept



Scene building dates to be added. 
Rehearsal Fees £10 (or amount agreed by the committee)
You MUST ring if you can’t make a rehearsal
[bookmark: _Toc220493995]Appendix 2 – Roles and Responsibilities Checklist (Example)

	Task/role
	Who
	Checked 

	Lights
	
	

	Sound 
	
	

	Prompt
	
	

	Refreshments
	
	

	Front of House
	
	

	Raffle
	
	

	Back stage
	
	

	Publicity
	
	

	Props
	
	

	Choreography
	
	

	Costumes
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