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	Live Arts PRODUCER Role Description . 2015.2016



Hello!

Welcome to Live Arts!  We’re thrilled to have you on board the production team as the PRODUCER for this show. Thank you for volunteering your time and energy to this process.  We hope it is a fun, challenging (in a good way!), and rewarding experience, and we are here to help make that a reality.

The document you’re reading is a brief description of the role of Producer on a Live Arts show. If you are familiar with the concepts of producing a show but have not produced here recently (or just need a brush-up), the following should give you a good idea of your role and responsibilities with a Live Arts production. If you have never produced before, this will not teach you everything. Ask to sit down with a former Producer at Live Arts. The Live Arts staff members are here to support and train you, along with experienced company members who may be able to offer you support or mentorship.

Always feel free to ask your Director of Engagement, Tracie Skipper, 
for more information: 434-977-4177x107 / tracie@livearts.org

All right! Let’s get started.

Goals of the Producer:

· Your primary goal is to support the Production as a whole. The “glue that holds everything together” is a great expression that describes your role.  You’ll be a link between the production team and the Live Arts staff and an all-purpose assistant to the creative process.  In other words, you’ll be INVALUABLE!

· Key phrases for producers: “How can I help you?” and “Are we on track?”  Coincidentally, those are also key phrases for the Live Arts Staff so let us know if there’s anything we can do for you. You will definitely want to become acquainted with the Director of Engagement, Tracie Skipper (tracie@livearts.org) and The Director of Production, who will be your chief, contacts on the Live Arts staff during the production.  Tracie and The Director of Production handle all the personnel and logistics questions in the show.

Responsibilities of the Producer:

· Facilitate communication among all members of the production team.

· Send weekly reminders of upcoming production meetings and production deadlines to production team.

· In coordination with the Director and Stage Manager, create an agenda for production meetings to ensure that they are run in a timely, efficient, and fun manner.

· Attend weekly design and production meetings.

· Alert the Director of Production and/or Tracie Skipper of any concerns you may pick up from the production team.  The Director of Production, is your go-to for all production-related issues.

· Assist the Director of Engagement with staffing of the production team, if needed.  Tracie is your first point of contact for staffing; all staffing decisions should be discussed with her.
· Help the Director, Stage Manager, and Director of Production with scheduling needs

· Assist in keeping the production timeline on schedule, including encouraging collaborators to adhere to deadlines.  Then find innovative ways and means to make those deadlines.

· We strongly suggest a private and personal check in with each key artistic team member at least every two weeks -- to check progress, offer assistance, and address concerns.

· Serve as the Director’s support system: Check in frequently, and know when she/he just needs to blow off steam and when an issue needs real action.

· Be aware of the budget and track current expenditures.
· The Director of Production will be responsible for all light, sound and set purchases and receipts.   

· Live Arts is a tax-exempt, not-for-profit organization.  That means we don’t get charged sales tax.  Live Arts’ Tax Exempt certification is provided online and in hard copy format to all members of the production team, including handy-dandy business card copies.  Please make a concentrated effort to keep all purchases tax-exempt.  It may mean a phone call to a company online, but it saves us many hours of extra labor in the office and keeps more money in the coffers for our productions.

· The costume designer tends to manage both costumes AND the hair and makeup budgets unless a specific Hair and Makeup Designer is called for the production.  

· Please instruct Designers to keep receipts for their purchases, affix these receipts to 8 ½ X 11 paper, label each with a description of the item’s purpose (i.e. “Pants-George”); and tally the total.  Please double check their tallies before turning in their receipts.

· Please turn these receipts in to the Director of Production.

· Remind Designers to submit their receipts in a timely fashion.  The deadline for receipt submission is the Friday after Closing Night.  RECEIPTS CANNOT BE REIMBURSED AFTER THIS DATE.

· Help to coordinate and set up the Tech Day dinner for cast and crew.  Get with The Director of Production for details.

· Coordinate with Marketing and Communications Manager, Kisha Jarrett (kisha@livearts.org) to brainstorm marketing ideas and to facilitate distribution of current production campaign materials to all involved in the production and beyond.

· Assist in finding in-kind donations of unusual production-related goodies for designers. Check with Executive Director, Matt Joslyn (matt@livearts.org), before making any trade offers, and to obtain proper paperwork for donations. ANY donation should be discussed and approved by Matt first!
· Keep an eye out for ways that our special donors, our “Producers” or “Sponsors”, can be included in the production. Coordinate with Matt Joslyn, before going forward with any ideas, please.
· Work with Tracie to spearhead current address collection for everyone on the production team, including set, costume and build volunteers.  We like to make sure that we have everyone’s current address when Thank you cards get sent out.

· Collaborate on the Playbill with Kisha: 

· Obtain, with the Stage Manager’s assistance, 50-word Bios two weeks before opening from all cast and production staff on the contact sheet. Live Arts staff do not provide bios.  

· Collect Special Thanks by one week before opening.

· Ask those in the production to proof the final draft of the Playbill and return to Kisha.

· Check if in-kind donors should get a trade ad in the Playbill and if so, help facilitate. 

· Collaborate with the Artistic Director, Julie Hamberg (julie@livearts.org), to ensure the highest quality production possible.

· Help set a fun, collaborative and supportive tone for the production!

Producer Agreement

Okay, here’s the official part. It lets us know that you’ve read the Producer Role Description and that you’re able to commit fully to this process.  

Please read and sign the following page and return it to the Director of Engagement, Tracie Skipper. If you have any questions, need any help, or would like more information on anything at all, speak to a member of the Live Arts staff. We can’t say it enough: we are here to help you.

Trust

Yes, in theatre we sometimes like to 'break the rules' to make great art -- but in this real-life community, 
trust is imperative.

NO illegal drugs here; 
NO under-age drinking here; 
NO working or volunteering here while 'under the influence' of same.

YES to rockin-legal parties here; 
YES to respecting each other; 
YES to a safe space to make art here; 
YES to respecting each other’s time and each other’s abilities.

Weather

Have you heard the phrase “the show must go on”? This holds true in all types of weather. The decision to cancel a performance is left up to the Artistic and Executive directors.  Our number one goal is everyone’s safety and we will do what we can to insure that.  With that said, unless the city declares the roads closed and you hear from the Director of Production, Artistic Director, or Executive Director, the show will go on.

See Timeline Attachment … Important dates for your production!

I have read the description for this position at Live Arts and I agree to fulfill my production obligations as Producer for the show I am participating in. I have reviewed the timeline and understand my commitment to the dates requesting my participation. I understand that I will not receive financial compensation for this volunteer effort. I agree to allow my image to be used for non-commercial purposes in the photographs/video for the show I am participating in.  I understand that these photos will be used for the promotion and marketing of Live Arts and the production of the show I am participating in.

I am participating in the Live Arts Production of: 


I have read and understand the role description for the Producer.

Live Arts Rep Signature

Producer Signature

Print Name

Print Name

Title

Address



City, State, Zip

Date

Date

RETURN SIGNED PAGE TO:

Tracie Skipper – before production meetings have begun

Your Producer or Stage Manager – after production meetings have begun
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