Constitution of Shakespeare Performance Troupe

At Bryn Mawr College

(Updated March 2009)

Article I

Name:

The name of this organization shall be Shakespeare Performance Troupe, here-in-after referred to as SPT or Troupe.

Article II

Purpose:

The Shakespeare Performance Troupe is a student theater group dedicated to performing the works of William Shakespeare and other dramatic works related to the Shakespeare canon.  We perform at least one play each semester, and all productions are entirely student-run.

Article III

Membership:

All matriculated undergraduate students of Bryn Mawr College (including McBride Scholars) are eligible to participate in a Shakespeare Troup Production.  Graduate Students, faculty, staff, and members of any other Tri-Co institution are not eligible for Troupe membership.

Membership in Shakespeare Performance Troupe is not contingent upon participation in a cast, but rather participation in any aspect of a Shakespeare Troupe production.  Any person who has completed a semester of participation in a Troupe production is a full member of Troupe with the right to vote in Troupe elections.  

Members are asked to read and follow the SPT Membership Code of Conduct.

Article IV

Officers:

Section 1: Elections and Duties of General Troupe Positions

SPT shall elect by simple majority two Troupe Co-Coordinators, one Treasurer, one Secretary, one Publicity Mistress, one Fundraising Head, one Websmistress, and one Storage Mistress.  The election shall occur at a meeting held in the spring, to fill positions for the next academic year.  Any voting member of Troupe is eligible for any position, except those of Co-Coordinator and Treasurer which must be filled with members of Troupe with at least two semesters of participation in a Troupe production.  For more information on election procedure please refer to Troupe Administrative Procedures.
Troupe Co-Coordinators: 2 positions

Troupe Coordinators may not direct, stage manage a show, or be assistant stage manager or assistant director, while in office,  they may act or tech while in office.  They must also have at least two semesters of involvement in Troupe

This is a Co- Position – the two Co-Coordinators must communicate with each other, and do their best to schedule meetings when both Coordinators are available.  They cannot act without the knowledge of each other. Candidates should run separately for the coordinator position instead of running as a co-coordinator team.

Responsibilities:

Run all troupe activities that do not pertain to individual shows. 
· Organize and run all Troupe activities outside of the specific shows (organize meetings, workshops, and parties).

· Maintain the Troupe Constitution and other Troupe governance documents

· Make sure they are accessible to Troupe members.

· Keep documents up to date.  

· Serve as the liaison between Troupe, community, and administration

· Have their email(s) on the website

· Answer queries about general Troupe procedures

· Forward show-specific queries to directors.

· Maintain the SPT listserv

· Add new members and remove past members

· Approve or reject all emails through the listserv in a timely manner

Treasurer: 1 position

Must have at least two semesters involvement in Troupe.
Responsibilities:  

Collect and handle all money for non-show Troupe activity
· Maintain Party Fund

· Collect money from members for party fund.

· Allot money to Troupe Coordinator(s) for each party. 

· Keep members updated about party fund status.

· Remind members to contribute to party fund.

· Fundraising:

· Handle all profits generated for Troupe by fundraising and donations.  

· Budgets:

· Be familiar with SFC bylaws

· Budget all non-show Troupe activities (fundraising, workshops, etc.).

· Attend meeting with shows to discuss/ create troupe budget for each semester.



· Keep a copy of all show budgets on file.

· Must attend all SPT meetings.

· Must attend SFC budgeting interview and SGA’s mandatory budgeting meeting.

· Treasurer must communicate with the stage managers and keep a running total of money left in the budget and that show specific reimbursements are all put in by the stage managers.

· Handle non-show specific reimbursements

Secretary: 1 position

Responsibilities:
Keep Troupe records


· Keep minutes of all Troupe meetings

· Forward minutes to all members of Troupe list serve and to Webs-mistress.

Publicity Mistress: 1 position

Can be combined with Secretary position.

Responsibilities:

Promote Troupe on campus (advertising)

· Post all mass-produced advertisements (show posters, audition posters etc.)

· Send campus-wide emails (for shows, auditions, etc.)

· Coordinate the SPT table at fall frolic and at the accepted/perspective student’s activities fair.

The publicity materials shall be designed by the show and given to the publicity mistress at least two weeks in advance for various distributions by the publicity mistress. 

Fundraising Head: 1 position

Responsibilities:

Get extra monies for Troupe
· Make sure that fundraising money is in budget/working with treasurer

· Determine how much money is required for fundraising

· Work with members of the various fundraising committees

· Determine feasibility of fundraising options
Note: in the past we have not always filled this position
Web-mistresses: up to 2 positions

Responsibilities:

Keep the website up to date

· Update the website with general and show-specific information

· Post news about workshops, meetings, audition information

· Post show-specific information provided by the directors

· Collecting and posting bios of current Troupe members

· Collecting and posting cast list and pictures of current productions

· Coordinate other Troupe ventures on the web (such as YouTube videos, discussion forums, etc.)

 Storage Mistress: 1 position

(Also known as the Pagoda Mistress)
Responsibilities:
In charge of storage and organization of Troupe costumes and props
· Keep storage space organized to allow optimal use of space

· Inventory every item in storage/catalogue at the beginning of semester and after each show
· Be available before tech week of each show to supervise the borrowing of costumes and props for that show

· Coordinate washing/dry-cleaning/repairing of costumes each semester with money from Troupe budget 
Section 2: Elections and Duties of Show-Specific Positions
SPT shall elect at least one director each semester by voting to accept the show proposed by the director.  Show proposals shall be made and voted on by a 2/3 majority one year (two semesters) in advance of the proposed production date.  The director will then appoint positions, such as stage manager, within their show.  For more information on show proposals please refer to Troupe Administrative Procedures.
Director

Must have at least two semesters of involvement in Troupe at the acting or teching level.  May not be a Co-Coordinator during the semester of their production.  Should not be directing or stage managing another show (such as Mainstage or Greasepaint) the semester of their Troupe production.

Responsibilities:

Overseeing and running all aspects of their production.
· Keep Co-Coordinators informed of anything happening within their individual production

· Organize auditions, rehearsals and performances for their production
Stage Manager
Must have at least two semesters of involvement in Troupe and one semester acting as an ASM in a Troupe show.  May not be a Troupe Co-Coordinator.

Responsibilities:

 Liaison between the directors and the production staff.  
· Pre-Rehearsal Period:

· Help with auditions as required by director

· Develop company roster

· Assemble Prompt Script (preliminary blocking, cues, set and technical needs, etc.)

· Prepare Rehearsal Room

· Assist director in forming show budget

· Work closely with director in assembling production staff.

· Rehearsal Period

·  Beginning of rehearsal:

· Assemble cast, record attendance.

· Give announcements

· During rehearsal:

· Maintain quiet and order

· Record blocking

· Record changes to script

· Prompt actors

· Record running time

· End of rehearsal:

· Assist director with notes

· Give announcements and take questions

· Remind cast of any scheduled fittings or meetings

· Meet with director

· After rehearsal:

· Clean rehearsal space

· Store props

· Tech Week

· During tech week and throughout the run of the show, the stage manager is in charge of all rehearsals and productions.

· Post-Run and Strike Period:

· Organize and supervise all strikes

· Make sure that props and other items, if borrowed, are returned

· Make sure that all troupe-owned items are properly stored

Assistant Stage Manager (ASM)

Responsibilities:

Acting as an assistant to the Stage Manager.
· Reports directly to the Stage Manager

· Assists in all aspects of the Stage Manager’s duties as seen fit by the Stage Manager

Technical Director
Responsibilities:
Executing the set, or sets, according to the specifications of the scene designer.

· Take care of shop and equipment

· Organize the build crew and call all build sessions

· Keep Designers apprised of all problems and necessary changes.

· Keep track of and order all necessary supplies

· Run all strikes under the supervision of the stage manager

Note: This position is often not filled, in which case these responsibilities fall to the Stage Manager.
Designers
Responsibilities:
Work closely with the Director(s) to insure that the Director’s production concept is carried out in the design of set, costumes, lighting, and sound.

· Provide Technical Director, Costumer, Electrician, and Sound Technician with drawings and all other necessary specifications needed to carry out their designs.

· Work with all of the above in the production of their designs as problems develop and changes are made.

Ushers

Responsibilities:

· Keep audience members out of the theatre space until the Stage Manager opens the house.

· After the house is opened, seat all audience members and insure that a program is available to them.

· After the show begins, quietly and efficiently seat all latecomers.

· During the show they are responsible for the safety of the audience.

· After the show, clean and organize the house, and assist the run crew in any ways.

Stage Crew

The Stage Crew is comprised of the Electrical and Construction Crew as well as the Run Crew.  The Electrical and Construction Crew, under the direction of the Technical Director and Head Electrician, are responsible for carrying out the production of the necessary specifications for the show (i.e. sets, costumes, lighting, etc).  The Run Crew, under the direction of the Stage Manager, carries out all calls throughout the run of a show.  The Run Crew must keep the Stage Manager apprised of all important activity back stage.

Actors

Actors are responsible for the physical production and appearance of the show.  They are required to keep their Director and Stage Manager informed of all illnesses and engagements that prohibit them from attending a rehearsal or performance.  After a performance they should return all props and costumes to their designated locations.

Section 3: Emergency Elections and Impeachment
Emergency election meetings shall be held if any position remains unfilled after general elections, OR if there were no shows approved for an upcoming semester.  Troupe may also vote to hold emergency elections if extenuating circumstances are deemed to exist.
If extenuating circumstances take place over a long break (winter or summer break), making it impossible for an emergency voting meeting to take place in a timely manner, it will be up to the Co-coordinators to decided how to proceed on a case-by-case basis.
Impeachment of an elected officer may occur if Troupe votes that there are grounds for removal from office such as neglect of duties, abuse of power or missing consecutive meetings without reasonable excuse.   If a member (or members) of Troupe feels that there are grounds for removal from office the offending officer must be confronted by the accuser face-to-face in accordance with the Honor Code.  A formal complaint to Troupe may be made in an appropriate written format if the officer’s behavior does not improve after face-to-face confrontation.  Not following these procedures for lodging a complaint is automatic grounds for being taken to the Honor Board.

If a formal complaint is made to Troupe and a member of Troupe calls for impeachment Troupe will vote on removing the officer from office by 2/3 vote at a specially called meeting.  If an officer is removed from office an emergency election must be held to fill the vacant position as soon as possible.
Article V

Meetings:

Section 1: Regular Meetings

Regular business meetings will be held at least four times annually, one before and one after fall break, and one before and one after spring break.  These meetings shall be primarily for the proposal and voting of upcoming Troupe shows, but also for discussion of general Troupe activities.  

Section 2: Special Meetings

Emergency meetings may be called by the Co-Coordinators whenever they feel there are specific issues that need to be discussed by Troupe at a meeting.  

Section 3: Quorum and Voting at Meetings

As membership is fluid, a meeting may be considered to have quorum so long as all effort has been made to have as many members present as possible.  At meetings where there shall be a vote, a provision for absentee ballots must be made in order to accommodate members that are abroad or who have unavoidable conflicts with the meeting time.  

Article VI

Amendments:

Section 1: Procedure for Amendment

Amendments may be made at any regular or special business meeting with a proposal being but forth in writing.  If a Troupe member feels an amendment must be made before the next scheduled meeting they may request the Co-Coordinators to call an emergency meeting for the purpose of discussing the amendment.

Section 2: Ratification

As we are a generally cooperative and ensemble-oriented group as close to a consensus vote as can be achieved should be worked for, with changes to the amendment being made to fit the concerns of the members as is reasonable.  Otherwise a 4/3 vote is necessary to ratify amendments. 

Code of Conduct
(Updated March 2009)
All matriculated undergraduate students of Bryn Mawr College (including McBride Scholars) are eligible to participate in a Shakespeare Troup Production.  Graduate Students, faculty, staff, and members of any other Tri-Co institution are not eligible for Troupe membership.

Membership in Shakespeare Performance Troupe is not contingent upon participation in a cast, but rather participation in any aspect of a Shakespeare Troupe production.  Any person who has completed a semester of participation in a Troupe production is a full member of Troupe with the right to vote in Troupe elections.  

As a member, please be aware of the following guidelines:
As a member of Shakespeare Performance Troupe, you should:

· Be open to discussion and willing to compromise for the benefit of Troupe.

· Attend at least one organizational meeting for every semester you are on campus.

· Remember that your membership is not contingent upon your participation in a cast, but rather your participation in any aspect of a Shakespeare Troupe production.

As a participant in a Shakespeare Troupe show you should:

· Show respect and compassion for your fellow Troupe members.

· Take care of yourself academically, physically, emotionally and spiritually.  You are responsible for prioritizing your own life and for seeking help and support when you need it, either inside or outside of Troupe.

· Be responsible for knowing who is participating in a production and their role.

· Attend rehearsals under the guidelines given by your Director(s) and Stage Manager(s).

· Communicate.

· Not be a member of both the cast and the tech crew.

Troupe Administrative Procedures
(Updated March 2009)
Proposing and Voting on Upcoming Shows
· Shows are chosen one year in advance (i.e., chosen Spring ’08, performed Spring ’09).  Fall shows are proposed the week before and chosen the week after Fall Break; spring shows, respectively, the weeks before and after Spring Break.

· Shows are chosen by a 2/3 majority vote by those present at the administrative meetings.  

· Proposals should include:

· The show title and a brief summary

· Author: if the play isn’t by Shakespeare, who is the author? When was it written? How does it fit Troupe’s mission?

· Cast size: How many parts do you have? How many actors are you planning to cast?

· Length of the show: How long do you intend the show to run? Are you planning to cut to script?

·  Location: Where on campus will you be performing?

· Basic directorial vision/concept for the show.

· Why do you want to direct? Do you have the time? How will you manage your time?

The most important thing is to show that you’ve put time and effort into the planning for your show and you have realistic ideas and options.

· Proposals should not include:

· A choice of stage manager.  They will be chosen, out of the possible pool, after the selection of show(s).

· A pre-selected cast.  

· Proxying:  If a potential director is unable to attend the meeting (study abroad, semester off, etc…) they may have a proxy make the proposal for them.  The proxy must be able to answer all potential questions raised about the proposed show.  No re-considerations will be made based on a proxy’s performance.  A proxy does not have to be connected with the show in any way, but should be a person who the Director trusts.

· Directors must have participated in AT LEAST two shows in order to be eligible to direct.
General Elections


· General Rules

· All positions are available to eligible matriculated undergraduate students (including McBride Scholars) at Bryn Mawr College.

· No positions are available to members of other Tri-Co institutions, graduate students, faculty members, or staff. 

· All positions can be held for an unlimited number of one-year terms.

· A person can only hold ONE position at a time

· Positions are elected by a simple majority

· Any voting member (one show’s involvement) may be nominated and run for any position excepting those of Co-Coordinator and Treasurer

· Members of Troupe with two semesters of involvement may be nominated and run for the positions of Co-Coordinator and Treasurer

· Students abroad or off campus during the nomination and election process may still be nominated and run for all positions

· Nomination Process

· The nomination process may only begin after shows for the next year have been chosen.

· Any voting member of Troupe may nominate any eligible member for any position.

· The Co-Coordinators will call for nominations

· All nominations should be sent to the Co-Coordinators in writing

· Co-Coordinators will immediately contact all nominated parties to inform them of their nomination.

· All nominated parties are given 24 hours to accept or decline nominations.

· Upon acceptance of a nomination, a candidate is responsible for sending the Co-Coordinators a candidate’s statement for distribution to Troupe. 

It is recommended (but not mandatory) that person’s holding elected positions in Troupe live on campus and do not hold directorial or stage managing positions in Troupe during their time in office.

Emergency Procedures and Elections:

Emergency Elections:

Emergency voting meetings shall be held if any position remains unfilled after general elections, OR if there were no shows approved for a coming semester.  Troupe may also vote to hold emergency elections if extenuating circumstances are deemed to exist.
If extenuating circumstances take place over a long break (winter or summer break), making it impossible for an emergency voting meeting to take place in a timely manner, it will be up to the Co-coordinators to decided how to proceed on a case-by-case basis.
Impeachment:

· Missing two consecutive meetings without a reasonable excuse is grounds for removal from office. 

· Neglecting duties of office and abuse of power is grounds for removal from office.

· A formal complaint to Troupe must be made in an appropriate written format only AFTER informing the individual face-to-face that there is issue with their conduct.

· a formal complaint is not automatic grounds for impeachment
· not following the set procedures for lodging a complaint is automatic grounds for being taken to the Honor Board
· Impeachment must be voted on at a Troupe meeting

· The accused should be present at the meeting to defend themselves

· 2/3 vote of members present at the meeting required for impeachment
· if impeachment occurs, an emergency meeting must be held to fill the vacant position as soon as possible

Hell Week Policy:

· if you have not been helled, you may not attend a Hell Week Meeting
· no other information will be discussed other than Hell Week business
· a “watch over our freshmen during Hell Week” e-mail will be sent out on the listserv
· example: The names, dorms, shows of the non-helled with a corresponding list of sophomores and juniors in each in respective dorm—a way to keep SPT involvement during Hell Week.
SPT Prop and Costumes:

· Access to storage prior to tech week made at least 5 days prior to when need (through storage mistress)
· Full day access for costume fittings may be made in advance as well

· Each show's stage manager (and ONLY them) will be given full access to storage one week before production
· Access is given through key to unit
· Any item taken from storage unit must be borrowed following proper procedure

· Sign out an item using the sign-out form (inventory sheet)
· Once the show is completed, each item must be signed back in
· Sign-in process must be performed no more than one week after the closing of the 
show, unless prior arrangements are made with storage mistress
· Lending Props and Costumes
· No items from storage may be used for non SPT production unless voted by troupe
· Access to storage can be given only by mistress, and only to current directors and stage managers
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