
PVADS Director’s Handbook 

As The Director of a play or performance - it is your responsibility to ensure that the show is managed 
from conception to production. Occasionally you may want to have the help of a producer or assistant 
director - but for smaller scale productions this often isn't necessary. However you do need to ensure 
that you have all the help you need with all aspects of the production, sound, lighting, set building, 
costumes, front of house. There is a wealth of experience within the society - use it! 
1. Booking the Bouverie Hall 
Choose/liaise with committee re dates for your production – big productions such as Panto, Musicals 
and popular large scale plays are usually spread over 2 weekends. Regular plays 3 nights. One Acts 
and Youth productions 2 or 3 nights. Some dates are booked a year in advance. Watch out for Bank 
Holidays, half term etc when audience numbers are down. 
Book dress and tech rehearsals – regular Wednesdays and Sundays are normally a given – but check 
with BH Booking manager and make adjustments where necessary.  
Bouverie Hall website:-  bouveriehall.com    Contact Dan on 07736 647 258 or 
email bookings@bouveriehall.com 
2. Choosing the play 
It is the Director's job to read and select plays to perform - it can be any genre, any cast size - the main 
criteria is that you must be passionate about it - even the funniest plays become tedious during 
rehearsals! 
Ensure that you can get a license to perform for the dates of production (check with publishers) 
Although it is not advisable to pre cast – you do need to consider the dynamics of the society at this 
point in time. Do you have a strong youth theatre membership that you want to keep engaged? Do we 
need to encourage new members who could perform in small roles?  
Not all performances are expected to make a huge profit but bear in mind the appeal of the play to the 
audiences we get in Pewsey and then challenge them! 
Look at other performances of the play you have chosen to get ideas – reviews – photos. Form in your 
own mind how you could stage it easily. Some plays would just not be possible on the BH stage!  
Once you have formed your short list or chosen a definite - run your decision past the committee for 
general approval and advice and start the publicity campaign at this stage. (see Publicity) 
3. Auditions and casting 
Set audition dates and advertise to members (and non members) on website/newsletter/Facebook 
and put up  notices around the village (eg Co-op, Bouverie Hall, Library). 
Be flexible in doing additional auditions for people that cannot make advertised dates.  
You can select audition pieces from the script or just do a read through – sometimes it is advisable to 
have a back up script in case you do not get enough people to audition. Get auditionees to move and 
emote in the auditions. If you are unsure – do call backs! It is better to have a second audition and get 
the casting right. 
Youth members aged 10-16 are only offered a 'per show' membership and must be asked if they have 
performed with another group in the last 6 months for licensing requirements - see Membership 
forms. 
If the Director of the play chooses to take on a major or principal role in the play or pantomime, he or 
she must then appoint an assistant director to help oversee  the scenes that he or she is performing in 
or at any time that he or she is on stage, including waiting in the wings. 
Cast lists need to be distributed to the committee and all other parties involved in the production. 
 
4. Rehearsal Schedule 
At the auditions you need to have a rough Rehearsal Schedule in place for auditionees to see. There is 
no point in casting  main characters who cannot be there for tech or dress rehearsal! 
As a rough guide - you will need between 18 and 24 rehearsals for a medium/large sized cast full 
length play (approx 3 months). Festival/One Act plays will usually be a shorter time frame 12-16 
rehearsals. 
Times for rehearsals can be adjusted to suit cast and crew - but it may be difficult to book hall outside 
of the Wed/Sun window. 
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Before rehearsals start you need to work out how you want the rehearsal process to progress – whole 
cast read through, which scenes or characters and when, off script by.., whole play etc. You need to 
ensure you have at least 6 full run- throughs before performance - this will include tech and dress. 
Rehearsal schedules need to be forwarded to the committee so that committee members in charge of 
Box Office, technical, costumes, PVADS treasurer, Bouverie Hall representative and publicity officers 
can make suitable arrangements for helping with the production. 
 
5. Scripts and Rights 
You need to buy from Publisher or borrow from Performing Arts Library (Devizes) the script for 
perusal. 
Check with publisher that you can perform the play on the dates you have chosen (if it is currently on 
in the West End this will not be possible in most cases) 
After play is cast - Apply for performing rights – cost anything from £25 to £100 per performance. 
On line scripts – you will usually pay for a ‘Master Copy’ to print off as many scripts as you require. 
Samuel French WILL check up on you – so please ensure you have proof of buying or borrowing the 
correct number of scripts. 
Festival plays will also need a license for the performance date and for each subsequent performance 
through each round. 
 
6. Budget 
Prepare a budget covering all aspects of a performance (use past figures to estimate audience 
numbers for the genre/time of year etc) 
Expenditure:- Hall hire fees for rehearsals and performances. 
Staging rights 
Costumes – purchase, hire 
Set and props 
Special effects eg lighting effects, pyrotechnics etc 
Advertising – flyers, posters. 
Special promotions. 
Income:- Estimated audience numbers/ticket price/bar/programmes 
This will then need to go through to the committee for approval. 
 
7. Technical and Support 
Make sure you have a tech team in place for the performances – lighting, sound, stage manager, set 
construction/painters, chaperones, prompt.  
Prepare a Risk Assessment for production. 
The committee and primary PVADS 'hirer' of the hall are responsible for appointing box office 
manager, FOH manager, fire stewards, bar staff. 
All fire stewards must adhere to the requirements listed on the 'duties' schedule. 
 
8. Reporting to Committee 
The committee will need updates at regular intervals either in writing or in person for the following:- 
Cast lists, rehearsal schedules, risk assessment for production, budget, publicity information so that 
any problems can then be flagged early in production stages.  
 
9. Rehearsals 
It is the Director’s responsibility to run the rehearsals in a safe and orderly manner, to arrive early for 

rehearsals to ensure actors are not waiting unsupervised and to leave last. NB. At rehearsal the Annex 

door – a Fire Door is not unlocked. It must be announced at all rehearsals that is locked prevent 

persons who should not be in the venue from entering. 

Check that hall is cleared at end of rehearsal, lights off, fire doors secured, doors locked and ready for 

next user.  



Fire register: Everyone present at rehearsal for whatever reason must sign the fire register on arrival 
and sign out on departure. 
New members must have paid subscriptions before rehearsals commence - see membership secretary. 
New youth members must have consent form signed. 
Child protection policy and safeguarding rules must be understood by the production team and 
chaperones and adhered to.  
Youth members aged 10-16 hours in both rehearsals and performances must follow the following 
guidelines:- 
a) not be in attendance before 7am or after 11pm 
b) will not rehearse/perform for more than 2.5 hours at a time without having a break/relaxing in a 
suitable room away from the rehearsal space. 
c) There must be at least 1.5 hours break between performances eg. matinee and evening 
performances. 
d) Will not perform/be in the main hall (or performance space) or on stage for more than 5 hours in 
one day. 
e) Will not be in attendance for more than 9.5 hours. 
f) If in attendance for more than 4 hours but less than 8 hours there should be a meal break of 45 
minutes and at least one 15 minute break. If more than 8 hours an additional 15 minute break will be 
given. 
g) will not audition, rehearse or perform for more than 6 consecutive days. 
If any problems arise the contact the PVADS Child Protection Officer. 
 
10. Publicity 
The success of the production relies heavily on the publicity for the play - not only to advertise the 
dates but also to keep up marketing throughout the rehearsal time in order to maintain a constant 
interest.  
As a director you must liaise with publicity team constantly to ensure your play gets the coverage to 
ensure good audiences. You should have an idea of how you want the advertising for the play to 'look'. 
If you are able, then do an outline design for audition notice and posters (keeping the same 
theme/colours etc) - communicate your ideas to the publicity team who will be able to put your ideas 
into formatted designs. Remember to keep them informed of everything/anything to do with the show 
that would garner more interest from the general public (ie funny stories from rehearsals, interesting 
facts about cast members etc.)  
POSTER - The final poster needs to be eye catching and have all relevant details (ie by kind permission 
of..., ticket prices, dates, ticket availability etc).  
FLYERS - a small glossy flier which can be handed out at events/placed in various locations and 
delivered door to door. This can be a small version of poster. If just for this show you can write a 
snappy synopsis on back of flier. Often fliers advertise 2 shows on front and reverse. 
PHOTOGRAPHS - nothing sells a story as well as a good photograph! As early as possible take cast 
photos along the 'theme' of the play (using costume/props/set to give a picture of the play) These can 
be posted on Website and Facebook. Closer to production dates take proper advertising/promotional 
pictures. 
WEBSITE - Audition notices and final poster need to be put onto website under 'Forthcoming 
Productions' and 'Current Show'. Publish your 'newsletter' with all the details about auditions as well 
as sending to individuals. 
NEWSPAPER/MESSENGER - write a piece for the paper and send it in with interesting photo - 
remember they always like a 'story' - also post poster for their websites. 
NEWSLETTER - there is a comprehensive mailing list (on website) which goes to current/past 
members and supporters of PVADS. The director will need to provide copy to go on newsletter at 
appropriate times. 
 -The audition poster should be sent as attachment on a newsletter as soon as possible with a 
brief  synopsis of  play and type of cast required. 
 - as soon as available mail out final poster give dates for booking on line. 
 - 2 weeks before performance (when box office opens usually) - mail again! 
FACEBOOK - gives an instant reminder of the production and currently reaches the widest audience. 
Make sure regular updates are posted. 



TWITTER - encourage cast members to tweet! 
WORD OF MOUTH - get the play on the Pewsey Grapevine! 
RESERVING TICKETS - if you are reserving tickets via PVADS ON LINE ticketing service for a third 
party - please select the correct tickets and proceed to 'payment' page of Intelligent ticketing website - 
select 'postal payment' - start printing process (you do not need to actually print). This will then have 
registered you as the buyer so when transaction is complete you must immediately MAIL the FOH/Box 
Office member in charge of booking stating the booking number, ticket numbers and the Name of the 
third party for whom you have booked. 
 
11. Programme 
Programmes are normally sold at 50p each for standard format. The Director will need to put together 
cast list/synopsis/details of the play/ special thanks to etc and pass to publicity team to format and 
print. 
A glossier version can be produced but costs must be offset by sale price/sponsorship etc. 
 
12. The Production 
Before rehearsals begin the Director must work out how to stage the show. He/she must have a good 
knowledge of the play’s requirements and consider suggested staging in the script and adapt to suit if 
necessary. 
Staging considerations: Set design, stage extensions required, in the round, audience seating 
alterations, length of production, lighting, special effects and risk assessment. 
Attempt to recreate the final staging early on in rehearsals (bearing in mind the final set may not be in 
place until tech or even dress rehearsal) using chairs/tables/chalk markings/imagination. 
Characters/acting: For the actors the Director must have a clear idea of the characters in the play and 
how he/she hopes to portray them. This is the building block for the actors themselves to develop 
believable characterisations. The Directors must work out actor’s exits and entrances before 
rehearsals begin, cuts to script if necessary (which must be approved by the author), accent training, 
how each character should be played, dynamics between characters.  
Be prepared to adjust rehearsals or add additional rehearsals to work specifically with individuals or a 
group of actors to achieve your vision.  
Prompt: Introduce your prompt as early as possible into rehearsals, preferably just before the actors 
go off script. This will build their confidence and highlight any areas they need to work on. 
Technical meeting: Early in production call a tech meeting to discuss any special effects, lighting areas, 
sound tracks/effects that you want to include to check it is feasible. 
 Breathing life into a play:  Keep an open mind, allow for exploration of various ideas for comedy or 
pathos, keep the things that work, reject or alter the parts that don’t. Guide actors to develop their 
characters, praise the positive aspects of rehearsal as well as discussing criticisms (notes), have 
solutions to problems or ask the cast how they think they could improve. Don’t be afraid to work one 
scene several times if necessary – but also as early as possible go through the whole play so actors 
don’t lose sight of the story. 
Tickets to cast: Encourage the cast to book tickets for friends and family as soon as on line ticketing 
goes live.  
Technical Rehearsal: Normally 2 weeks before production. This is to check lighting, sound, props, 
stage management and set. Prepare the actors for interruptions from tech team and for extended 
rehearsal. Provided you have liaised with all teams – everything should be in place at this point. 
Dress Rehearsal: One week to go – all actors must have all props, costumes etc needed for the show. 
The dress should be run as a performance. Video links to dressing rooms, no actors in hall. You can 
invite media/photographer to this rehearsal. 
 
13. The Day of the Performance 
Publicity - put out any last minute advertising - ie sandwich boards etc. 
Arrange a team to be at hall late afternoon before performance to set out chairs, set up bar, oversee 
final adjustments to set by stage manager. Make sure actors are all present at designated time. Actors 
to be in dressing rooms before doors open to public. Be there to discuss any last minute issues with 
teams – but remember the Stage Manager should be in charge of production at this point. Gather cast 



together and remind them to be professional, give their best and enjoy it! A card or chocolates make 
them feel loved and special. 
Sit back and watch your creation on the stage. At the interval mingle with audience to pick up 
feedback and report all the positives back to the cast, encourage/bolster the cast where necessary. 
14. Striking the Set 
 The morning after production all set/costumes/props/seating etc need to be cleared from hall and 
returned to proper places (which may not necessarily be where you found them). Everybody needs to 
help with this - the more hands the lighter the workload.  
15. Post Production 
Gather together reviews and comments - and publicise the success of the show both on the Website 
(reviews/news) and Facebook.  


