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Using this Template: look for the word "YOUR" to find places where site specific information needs to be inserted. Read everything and insert a series of questions marks where things need to be added later. ie. ???

Double click in the heading above to edit it.
CONGRATULATIONS!

This is a congratulations and welcome paragraph.
This will be a festival focused on the celebration of theatre. Please urge your theatre students to take in and learn as much as they can while at the same time enjoying themselves in a safe environment. Festival can be a truly rewarding experience for all who attend. It is an opportunity for theatre students to grow as actors and technicians, as well as an opportunity for us to grow as directors.

Many states now have student forums at festivals. There will be student forums at this festival. Each director is asked to divide his/her own students up equally among YOUR # forums where they will discuss the shows with kindred spirits from the other companies. Each director will be provided with colored stickers to be applied to student nametags to assign forums. It is important that you put some thought into how to split your students up PRIOR arriving at festival, in order to expedite the process.  Our hope is that you can help us to accomplish a more even distribution of students in various discussion groups than if we were to randomly assign your students to groups. We urge you to distribute your students by title (techie/actor) as well as personality (outgoing/quiet) so that we may achieve mixed groupings of students. Directors can also consider compatibility of students in these assignments.

IF YOUR FESTIVAL WOULD LIKE, ask our guests to dress for the banquet and closing ceremonies on Saturday. Please pass this on to your students.
Forms need to be returned as soon as possible even if they are incomplete.  Corrections can be sent later but we need the basics now.  All the forms and a program page template can be downloaded from www.nedrama.org.  Follow the Registration Instructions on the website. Open these forms on a computer, fill them in and Email them to YOUR HOST EMAIL ADDRESS.  

Following is a list of packet contents:
1. This Cover letter

2. Tentative Schedule

3. Housing Information

4. Meal Plan Information

5. Workshops & NEDC Meetings

6. How Does This Festival Work?

7. Student Forum Participation Guidelines

8. Theatre Etiquette

9. Our School & Ticket Information

10. Directions to the Festival Site

11. Technical Information
12. Lighting Cheat Sheet
Other Included Documents

· Map of YOUR Area

· Lighting Plots
· Sound Board Layout

· Plan Drawing of Theatre

Forms downloaded from nedrama.org

& emailed to Host

See online Registration Instructions.
· Personnel / Nametag list Form

· Registration Form 

· Content Notification Form

· Special Needs Form

· Publicity Form 

· Program Page 

Forms to bring to festival registration
· Medical Consent Forms (one per student)

· Photocopy of publisher permission to perform

· Performance Approval Form
Tentative Schedule

	FRIDAY, 4/28/2006

	7:45a
	Breakfast 7:45-9:45

	8:00a
	NEDC Business Meeting

	
	Tech: G

	9:00a
	Tech: H

	10:00a
	Introductions

	10:10a
	Show # 5

	11:10a
	Show # 6

	12:05p
	Student & Director Forums

	12:30p
	Tech: I

	
	Lunch 12:30-2:20

	1:30p
	Tech: J

	
	Workshop 2

	2:30p
	Introductions

	2:40p
	Show # 7

	3:40p
	Show # 8

	4:35p
	Student & Director Forums

	5:00p
	Tech: K

	
	Dinner 5:00-6:50

	6:00p
	Tech: L

	
	Workshop 3

	7:00p
	Introductions

	7:10p
	Show # 9

	8:10p
	Show #10

	9:05p
	Student & Director Forums

	9:30p
	Entertainment

	10:30p
	End of day


Set YOUR schedule as needed.
	THURSDAY, 4/27/2006

	8:00a
	Tech: A

	9:00a
	Tech: B

	10:00a
	Tech: C

	11:00a
	Tech: D

	11:30a
	Lunch 11:30-12:50

	12:30p
	Director Meeting

	1:00p
	Opening Ceremony

	1:15p
	Student & Director Introductory Forums

	2:00p
	Introductions

	2:10p
	Show # 1

	3:10p
	Show # 2

	4:05p
	Student & Director Forums

	4:30p
	Tech: E

	
	Workshop 1

	5:15p
	Dinner 5:15-6:50

	5:30p
	Tech: F

	7:00p
	Introductions

	7:10p
	Show # 3

	8:10p
	Show # 4

	9:05p
	Student & Director Forums

	9:30p
	Entertainment

	10:00p
	End of day


	SATURDAY, 4/29/2006

	07:45a
	Breakfast

	08:00a
	NEDC Open Meeting for all directors

	
	Student Congress Meeting

	10:00a
	Introductions

	10:10a
	Show #11

	11:10a
	Show #12

	12:05p
	Student & Director Forums

	01:00p
	Banquet

	02:00p
	Closing Ceremony

	03:00p
	End of day


Housing Information

Most of the rates quoted on this page are substantially below regular rates. You must mention the New England Drama Festival when making reservations to access these special rates. Make reservations as soon as possible to insure that there will still be rooms at your chosen location.

	Area Hotels, Motels & Inns

	YOUR Resort Inn & Suites

ADDRESS
DISTANCE from festival | Phone
Rates | Web address
Amenities
	YOUR Inn

ADDRESS

DISTANCE from festival | Phone

Rates | Web address

Amenities

	MOTEL
ADDRESS

DISTANCE from festival | Phone

Rates | Web address

Amenities
	RESORT Hotel
ADDRESS

DISTANCE from festival | Phone

Rates | Web address

Amenities

	THE Resort

ADDRESS

DISTANCE from festival | Phone

Rates | Web address

Amenities
	SUPER Motel

ADDRESS

DISTANCE from festival | Phone

Rates | Web address

Amenities

	ANOTHER Resort

ADDRESS

DISTANCE from festival | Phone

Rates | Web address

Amenities
	

	Other Housing

	Community Center

ADDRESS

DISTANCE from festival | Phone 

Fee if any | Web address

Amenities | no showers, etc.
Donations appreciated
	Local Church

ADDRESS

DISTANCE from festival | Phone 

Fe if any | Web address

Amenities | no showers, etc.
Donations appreciated


YOUR Menu
Lunch Thursday

Boxed Lunch:
Sliced Turkey on Bulkie,
Ham & Cheese on Bulkie

or Egg Salad on Bulkie

Carrot Sticks, Sun Chips

Animal Crackers

Milk or Orange Juice

Dinner Thursday

Hamburger
Hot Dog

Veggie Burger

Potato Salad

Pasta Salad, Cole slaw

Ice Cream Sundae Cup

Iced Tea or Lemonade

Breakfast Friday

Cheerios, Frosted Flakes
Scrambled Eggs

Sausage Patties

Breakfast Home Fries

Ketchup 
Sliced Fresh Fruits & Melons

Assorted Bagels, Cream Cheese, Peanut Butter & Jams

Orange Juice, Apple Juice, Grape Juice, Milk, Coffee, Tea, Hot Chocolate

Lunch Friday

Taco Buffet:
Strips of Mexican Fajita Chicken

 Seasoned Taco Hamburg

Vegetarian Bean Chili

Soft & Hard Taco Shells

Shredded Lettuce

Shredded Monterey Jack & Cheddar Cheese

Diced Tomatoes, Peppers, Onions, Jalapenos

Guacamole, Salsa, Sour Cream, Tabasco Sauce

Assorted Cookies & Dessert Bars

Sweetened Ice Tea, Lemonade, Bottled Water

Dinner Friday

Fresh Fruit Salad or Garden Salad w/ Choice of 4 Dressings
Hot Pasta with Choice of 3 Sauces: Olive Oil with Pesto, Traditional Chunky Tomato, Rich Parmesan Chicken Alfredo
Grated Parmesan Cheese

Garlic Bread, Rolls & Butter

Sweetened Ice Tea, Lemonade, Bottled Water

Make Your Own Sundae:
French Vanilla & Chocolate Ice Cream, Orange Sherbet

Chocolate Sauce, Strawberries, Whipped Cream, Nuts, M&Ms, Oreo Cookies


Breakfast Saturday

Cheerios, Frosted Flakes

Scrambled Eggs

Sausage Patties

Waffles, Maple Syrup, Strawberries, Whipped Cream, Butter 
Sliced Fresh Fruits & Melons

Assorted Bagels, Cream Cheese, Peanut Butter & Jams

Orange Juice, Apple Juice, Grape Juice, Milk, Coffee, Tea, Hot Chocolate
Banquet Saturday

Garden Salad w/choice of 4 Dressings or Tri-Colored Pasta Salad w/Vegetables

Boneless Breast of Chicken Grilled w/Herbs in Supreme Sauce

Fresh Herbs w/Rice Pilaf

Fresh Vegetable Stir Fry

Cranberry Sauce, Rolls w/Butter
Cake & Pie Desert Table
Carrot Cake, Chocolate Raspberry Torte

Freshly Baked Apple Pie

Thanksgiving Pumpkin Pie

Lemon Meringue Pie

Fruit Punch with Floating Fresh Fruit, Coffee, Herbal Teas, Bottled Water

(Please Note: Some items are subject to change.)

Snack Bar
Peanut Butter & Jelly Sandwiches

Tuna Sandwiches

Hot Dogs

Yogurt

Baked Goods

Chips

Juice

Coffee

Fruit

Granola Bars

Brownies - Cookies

Et cetera

Workshops

We expect each student to attend 2 out of 3 workshop sessions.  You will receive workshop tickets at registration. We will avoid giving you tickets for workshops that occur while you should be getting ready for your tech rehearsal or performance.  There will be a workshop ticket swap table. We expect to run the following workshops:
YOUR Workshops

Improvisation
 Stagecraft

Vocal Expressiveness

Projections

Warmups

Character

Movement

Tech Olympics

Voice

Walen Tape Acting Technique

Directing

Lights

Prep for Auditions

Text

Shakespeare

Sound

Stage Pictures

Approaching Monologues


NEDC Open Meeting

 YOUR TIME 8am Saturday

There will be an open meeting of the New England Drama Council on YOUR TIME Saturday morning at 8am.  All directors are invited. The purpose of this meeting will be to discuss ways to improve the festival for next year.
Student Congress Meeting

YOUR TIME 8am Saturday

Each school should select 2 students to attend the student congress meeting. The purpose of this meeting will be to discuss ways to improve the festival for next year.  Representatives from nest year's festival will be at the meeting taking notes.  They will then report to the New England Drama Council at the above mentioned Open Meeting.

NEDC Business Meeting

YOUR TIME 8am Friday

This meeting is for Council members only.  Its purpose is to take care of the mundane aspects of keeping festivals running into the future.

How Does This Festival Work

This is a three day festival running from YOUR DATES Thursday, April 27th through Saturday, April 29th.  Upon your arrival on YOUR DAY Thursday, you will be greeted by your student host as you pull into the bus loop. The job of your host is to guide you through the festival and to answer or find an answer to any questions you may have.

Your host will:

· Welcome you and show you where to park.

· Arrange for a YOUR OPTION group photo upon your arrival.

· Escort you to registration where you will receive a Welcome Packet of nametags, other materials and information.

· Take you on a tour of YOUR High School.
· Show you to your Home Base room.
· Stay with you throughout the festival while you are at the school.

· Escort you to the load-in area prior to your technical rehearsal and introduce the load-in host.

· Escort you to the load-in area and green room prior to your performance.

· Escort you to the theatre for the opening ceremony

· Be your friend

Technical Rehearsal:  Please plan to arrive at least 30 minutes prior to your technical rehearsal or the opening ceremony, which ever comes first.  Just prior to your tech, your host will escort you to the load-in area and introduce you to the load-in host.  The load-in host will show you where you may prepare your set and answer any questions you may have about your tech.  Feel free to ask any questions before your tech.  


When the stage is ready you will be ushered into the wings and introduced to the host stage manager and the other host techies.  You will be given colored spike tape which you must return at the end of your tech. Do not use other colors of spike tape on the festival stage. The host stage manager will review tech procedures to insure a mutual understanding.


You will "own" the theater for a period of 50 minutes for a technical rehearsal.  You may use this time any way you wish.  A tech timekeeper will help keep you aware of the time remaining.  The host tech crew will be on hand to guide you through the use and operation of our equipment.  They will also help, at your request, with load-in and load-out.  Otherwise, they will stay out of your way as much as possible.

Schedule:  We will not know the final schedule until we receive information from you and all other participants.  We try to mix shows on the basis of size of set and style of performance.  A final schedule will be emailed to you as soon as we have all necessary information.                    

Green Room:  The Green Room will be provided with dressing areas, tables and lighted makeup mirrors. Please do not use your Home Base room as a makeup room.  The Green Room will be yours to use during the hour prior to your performance.  This room must be cleared of your belongings prior to your performance so that the next cast may use it. We will provide a lockable room where you may stow your belongings until the end of the performance block.
Performance Sessions:  We expect all students to attend all performances unless they are preparing during the hour prior to their own performance. Immediately following your performance, you will strike your set to a location determined by the host stage manager.  

Non Curtain Call: Before the next performance, your company will be ushered to a side entrance to the theatre and welcomed back into the theatre by the Master(s) of Ceremonies.

Commendations:  Each company will be asked to write a commendation for the third show following theirs. The last 3 companies to perform will write for first 3 performances. Look for a chart in the Welcome Packet you receive at Registration.
Theatre Seating:  YOUR OPTION HERE TO DELETE THIS SECTION. Each company will initially be assigned a section of seats in the theatre. Your host will show you to this section. At the Thursday night Director’s Forum, the directors will decide together whether to continue with assigned seating, rotate assigned seating sections or abandon assigned seating.
Each director should copy the next 3 pages and distribute them to the participating students & any attending adults.  The director should then review these pages with the students so that they will know what to expect and what will be expected of them.

Student Forum Participant Guidelines
Student forums will be held after each block of shows.  Room assignments will be explained at the opening of the festival.  This information will be posted in the lobby and at the registration desk. Stickers will be provided to directors at registration and applied to student name tags. These stickers will determine forum assignments.
Student Forum Purpose

The purpose of Student Forums at the NEDC Drama Festival is to give students the opportunity to exchange ideas and to ask questions relating to the productions they have just seen.  This is intended to be an educational experience for all.  Each group will be comprised of students from all production companies.  

Student Forum Expectations
 Make a few notes regarding each show either during or immediately after each production.

 Be prepared to comment on or question some specific aspect of each production.

 This is not a forum for negative criticism. Be sensitive to your fellow thespian’s feelings.

 Avoid the “mutual admiration society” where the only things said are glossy, shallow compliments. If compliments are to be given, make them specific.

 Discuss character development.

 Discuss script interpretation.

 Discuss the design choices, the implementation of the Set, Lighting & Sound.

 Discuss the rehearsal process.

 Explore the choices made by the production company.

 Ask questions.

Theatre Etiquette

As theatre educators, our roles are many fold. Two of these are inspiring students to be better performers and technicians and to be better audience members. We spend much of our time teaching production aspects of theatre; festival is a wonderful opportunity to educate our students to be a good audience. 

Many of our students spend all of their time in the theatre either on or back stage.  Because of this they may need more education than we think to be good audience members. With this in mind, we requests that the following points be reviewed with all students coming to festival. We also ask that you share this with any adults, parents, or chaperones who will be attending.

· Theatre is an illusion. Any disturbance that takes an audience member out of that illusion is detrimental both to the performance and to its impact. Frankly, our students on stage may be so focused that the disturbance may not impact them, but it will certainly affect the audience’s impression of the piece.

· The theatre experience is very different from a sporting event or a video watched at home. Conversation, even whispered, is rude and distracting. Hooting, hollering, cheering, and whistling are not appropriate.  In fact, the only two appropriate responses are laughter and applause. Theatre is an art form, not a basketball game.

· Certain distractions should not be brought into the theatre. These include such items as ringing, vibrating, texting cell phones, laser pointers, beepers, beeping watches, and food or drink, even in closed containers.  Any illuminated screen is very distracting. Please also remind your students of the echoing effect of cellophane wrappers from throat lozenges and candies. Unwrap them before the lights go down.
· We are guests in someone else’s theatre.  Stepping on or over seats and putting one’s feet up show disrespect for our hosts and their theatre.

· In any waiting time, i.e., before a show, the audience needs to keep the noise down to a level of quiet conversation.  This will enable schools to prepare for performance and a level of decorum to be established in the theatre. Cheers, chants, “the wave,” and other assorted “half time” activities are inappropriate.

The vast majority of students who attend festival show a wonderful enthusiasm for theatre, while at the same time showing a respect for the craft. Most students who act inappropriately do so out of ignorance of appropriate behavior. As directors and teachers it is our responsibility to educate our students. We hope this document will be a starting point for your discussion with your students.

Dress for the Closing & Banquet
YOUR CALL. We ask our guests to dress for the banquet and closing ceremonies. It’ll be fun.

While Visiting Our School

    Some areas will be marked as Out Of Bounds. As hosts, we make this request of you: Please do not go into any areas other than those specifically used for festival activities. Please do not attempt to use any computers. We reserve the right to take the name of any student that does so, and we will turn the matter over to that school’s director or representative or administration.

    Please help us insure that this will be a carefree, positive weekend.  

***

    We will make provisions for securing your valuables during your performance.  You may put them into our care as you prepare yourselves in the green room.  We will lock the valuables up, and have an adult on duty to insure safety.  Otherwise, we ask that you take care of your belongings as wisely as possible.  We suggest that festival participants bring enough money to the festival for the snack bar or for souvenirs such as T-Shirts, and that they keep such money on their person. We will also provide a locker for each company near its home base room.
***

    Smoking is not permitted in the building or on the grounds at YOUR High School.

***

    Participants receive nametags upon arrival.  Participants are required to wear these nametags at all times except during their performance: it is your pass to the plays and your meal ticket.  It is also the way we get to know one another.

***

    We are providing a snack bar, as well as a place for buying festival souvenirs.  These facilities will be open during hours between shows and meals, but not during.  We will sell T-shirts and possibly other assorted mementos for the festival.

Ticket Information

Tickets will be available at the door. We have a YOUR # 750-seat theatre.  There should be plenty of room. 

Feel free to invite your family and friends.  Pricing will be as follows:

YOUR PRICING Any Block of Shows $4???
Thursday, 4 Shows $6???
Friday, 6 Shows $8???
Saturday, 2 Shows $4???
Full Festival Ticket, 12 Shows $15???
Directions to the festival site
YOUR DIRECTIONS
From the north on route ???:

Take Exit 
Turn Left, North/East, onto ???? the top of the Exit ramp, toward Sometown.


Continue on ??? for ???? miles.

Bear right on the Some Road following signs to Somewhere.

Take the Something Exit.

Turn Right at the bottom of the ramp onto ????.


Continue 2 miles on Some Ave.

Turn Right onto School Road at the sign for YOUR High School.


Pass the staff parking entrance.

Turn left at the 3nd entrance to the school and go around the bus loop.
From the south on Route ???:

Take Exit 

Turn Left, North/East, onto ???? the top of the Exit ramp, toward Sometown.


Continue on ??? for ???? miles.

Bear right on the Some Road following signs to Somewhere.

Take the Something Exit.

Turn Right at the bottom of the ramp onto ????.


Continue 2 miles on Some Ave.

Turn Right onto School Road at the sign for YOUR High School.


Pass the staff parking entrance.

Turn left at the 3nd entrance to the school and go around the bus loop.

YOUR - Technical Information

Proscenium: ??’??” Wide, ??’ High

Stage: ??’??”  Wide, ??’ Deep (Apron to wall)
Apron: ??’ Deep at center

Pit: ??’??” below stage floor
Left Wing: ??’?” High, ??’ Wide, ??’ Deep
Right Wing: ??’ High, ??’ Wide, ??’ Deep

Load-in Doors: 

Parking lot to R Shop ?'??” Wide X ?'??” High 

Right wing to Shop ?'??” Wide X ?'??” High

Left wing to Shop ?'??” Wide X ?'??” High 

Left wing to corridor ?'??” W X ?'??” H

Other:  Step ladders will be available. 

2 portable stair units in the pit.

Software: 

All legs, teasers & travelers are black. 

Travelers are operated manually from the left wing. 

Teasers can fly. Traveler & leg tracks are dead hung. 

Legs rotate & slide L/R.

Traveler 1:  ???” upstage of Plaster Line.

Traveler 2:  ?'??” upstage of Plaster Line.

Traveler 3:  ?'??” upstage of Plaster Line

Cyclorama: Lt. Blue 

?'??” upstage of Plaster Line at US wall
Battens, Teasers and Electrics: 

Counter weighted. 

Fly from about ?’ to ??’, operate from SR

Grid: ??’ above stage. (Ceiling is at ??’)

Lighting: 

?? dimmers, ??? circuits, 

ETC 48/96 Express board

600 cues, 96 channels

10 pages of 24 sub-masters

Sound:

Mackie 24 channel, 4 bus mixer

5 CD changer

Dual Cassette deck

3 Wireless Handheld Microphones 

Inputs available for computer, MP3 player, CD player, etc.

Lights:  YOUR LIGHTING NOTES HERE
· See the Lighting plots for further information on the festival stage lighting.

· There are two follow spots. They are located in the catwalk.  This provides a steep angle.  The spots cannot hit upstage areas or the house. 
· There will be 2 ellipsoidal with moving mirrors. These can be programmed from the board to hit most anyplace on the stage or in the house. They can also be use to pan.  We can help you program them but it will take time.  Discuss this with us well in advance.

· Any changes to the channel assignments will be emailed to you one week prior to festival.

· The light-board can be run on fully programmed cues with a “go” button and automatic or manual cross fades.  It can also be run on sub-masters or as a 96 channel one scene board or as a 48 channel 2 scene board.

· If your show has a lot of cues and different or complex looks (20 or more), it may be difficult to program all these cues in the time allotted. We may be able to provide you with software from ETC that can be used on a Windows computer to prerecord cues before you arrive at festival. There is no guarantee that this will work but there is a good chance.  Contact YOUR PERSON for further information.

Lighting Cheat Sheet

Here are the channel assignments for the New England Drama Festival at YOUR SITE. These are the channel numbers to use on the computer board at all times.  If you choose to run the board in 2-Scene Preset Mode, understand that the faders will only have access to channels 1 through 48. The keypad and sub-masters can still access the other channels. In the standard computer mode, all looks/cues can be recorded and run manually by sliding a pair of faders similar to a manual 2-Scene board or they can run automatically with a GO button. The manual operation is the suggested method for those not accustomed to a computer board. The board also has 10 pages of 24 overlapping sub-masters. A show can also be run on sub-masters. Contact YOUR TECH PERSON with questions YOUR TECH EMAIL .

Channel Assignments

YOUR LIGHTING ASSIGNMENTS HERE
	Chan

	Area

	Description


			DS Cross Wash


		1

	DR Pink


		1

	DR Blue


		2

	DRC Pink


		2

	DRC Blue


		3

	DC Pink


		3

	DC Blue


		4

	DLC Pink


		4

	DLC Blue


		5

	DL Pink


		5

	DL Blue


			Mid Cross Wash


		6

	CR Pink


		6

	CR Blue


		7

	CRC Pink


		7

	CRC Blue


		8

	CLC Pink


		8

	CLC Blue


		9

	CL Pink


		9

	CL Blue


			US Cross Wash


		10

	UR Pink


		10

	UR Blue


		11

	UC Pink


		11

	UC Blue


		12

	UL Pink


		12

	UL Blue



	
	Chan

Area

Description

Area Pools, B. Amber

A

DR

B

DC

C

DL

D

CR

E

CC

F

CL

G

UR

H

UC

I

UL

Back Light, Blue

A

DR

B

DC

C

DL

D

CR

E

CC

F

CL

Cyc Light

Red CYC 

Blue CYC 

Green CYC 


	Chan

Area

Description

US Side Light

UL Red

UL Blue

UL Amber

UR Red

UR Blue

UR Amber

DS Side Light
DL Red

DL Blue

DL Amber

DR Red

DR Blue

DR Amber

Other

R Moving Mirror

L Moving Mirror

Spare

House Lights

Lecture A

Lecture B

Main House

Pit




Default Sub-Masters


programmed to


all sub-master pages.


Red Side


Blue Side


Amber Side


DS Pink


DS Blue


Mid Pink


Mid Blue


US Pink


US Blue


House Lights
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