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�ew England Drama Festival Hosting Guidelines 

OVERVIEW / PHILOSOPHY 
It is our hope that the hosting of the Festival will be a joint venture of the staff, students, parents of students and the community.  
Our collective task is to make our guests feel as welcome as we possibly can.  We should be helpful and courteous at all times, 
answer their questions, allay their fears and treat them as honored guests.  These rather obvious statements are made because there 
have been festivals where this positive attitude was not present, where the hosts (both students and adults) acted as though they 
were doing everyone a favor by hosting the festival and where we felt as though we were some sort of bother or annoyance to 
them.  We sincerely hope that this festival will be one that participants will long remember for the friendly and helpful atmosphere 
that all the hosts demonstrated. 

It is impossible to anticipate every situation that could arise during the festival and accordingly, these guideline pages should be 
seen as an overview and a guide to Festival operations.  Staff, adults and students should be aware that if a situation arises which is 
outside the confines of your information, it is best to refer the problem to the festival staff or Council. 

Some students will have time periods during which they will not be assigned to specific duties.  If this occurs during a play 
session, you should simply become part of the audience and enjoy the performances.  If you are not assigned during technical 
rehearsals or at other times, you should “mingle” with our guests inside, outside or anyplace students are gathering.  Remember: 
even if you are not “on duty”, our hosting responsibilities do not go away; you should try to help in any way you can.  No one is to 
leave the school grounds, even if unassigned, without specific permission from the host. 

HOW TO USE THESE GUIDELINES 

If viewing in Word, on the View Menu select Document Map to quickly navigate this document. 
The Table of Contents and Index are at the end of the document and there are links at the top of every page. 
To Print this document, download the Word .doc file or the .pdf file from www.nedrama.org rather than printing directly from 
your browser. 
 
Know that the NEDC considers this document to be a guideline only.  The methods suggested here are not absolute.  In some cases 
more than one approach is presented.  Each festival will and should be unique due to theme, physical plant and the various 
expertise of the individuals staffing it.  For example, though signs and posters are listed here under Publicity, you may find it better 
to let someone from the Art department handle these while some one from English, Journalism or a parent handles the press 
releases.  That is fine and to be expected. 
 
Make copies of this complete document to share with the key people on you staff.  Have them read the whole thing so that they 
will better understand how everything and everyone interacts and comes together.  Copy sections or individual pages to give to 
others.  A school host may only need the page that pertains to School Hosts but a technical crew member should probably be aware 
of the responsibilities of everyone else on the technical crew. The Overview/Philosophy explained above should be copied to the 
back of the tentative schedule and given to everyone. 
 
This document was created in Microsoft Word and is available in electronic form at www.nedrama.org.  It will be helpful to 
extract some of the tables or charts and modify them for your festival rather than starting from scratch.  Maintaining this document 
in electronic form also means that it is dynamic.  Please feel free to mark up a copy with red ink to show suggested changes, 
corrections, additions or deletions.  Return it to the Council for the benefit of future hosts. 

HOST FESTIVAL COORDINATOR 
The Host Festival Coordinator oversees all the preparations for the festival and its actual operation.  The number one goal is to 
delegate the various responsibilities outlined in this document.  The second priority is to make sure your delegates are 
accomplishing their tasks whether they are students or adults. Determine your Production Staff (key coordinators) early and meet 
with them often. Some key positions can be combined, particularly one with primary responsibility before the festival with one 
during the festival. If you recruit people from outside the world of the theater, they may not fully comprehend the true meaning of 
a deadline or that the show must go on.  The Festival Coordinator can wear some of the other hats listed below but should be 
careful not to take on so much as to lose sight of the overall festival.  Some delegates may abdicate their responsibilities, forcing 
the Festival Coordinator to step in and take up the slack.  If all goes well, at festival time, the Festival Coordinator should be able 
to sit back and enjoy the well oiled machine in action.  Don’t hold your breath.  Read these guidelines and then sit down with your 
NEDC State Representatives and ask lots of questions. Keep your State Rep in the loop with all your ideas and choices. They often 
have the experience of many festivals to bring to the table. 

Good luck and have fun. 
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FESTIVAL PREPARATION TIMELINE 

Fill in target dates and post this timeline in a central location where the festival staff can track their progress and see how it all fits 
together.  The provided dates are meant to be a guide. Modify as needed. 

1 to 2 years before festival __/__/__ 
Meet with your State Representatives to NEDC. 
Meet with your administration for permission & heads-up. 
Recruit the Production Staff. 
Distribute Hosting Guidelines to the Production Staff. 
Hold brainstorming sessions with the Production Staff. 
 
April - 1 year before festival __/__/__ 
Attend NE Drama Festival with some of your Prod Staff. 

Present tech info and general plan to Council. 
Schedule summer meeting with NEDC Executive Board & 
your State Representatives at your place. 
Schedule October full NEDC Meeting at your place. 

 
May - 11 months before festival __/__/__ 
Hold additional brainstorming sessions with the Production 
Staff (monthly). 

Determine Festival Theme. 
Establish preliminary building needs. 

Hold the Summer NEDC Executive Board Festival Planning 
Meeting (at your place) __/__/__. 
Be prepared to ask questions. 

Meet with your administration to keep them up to date. 
 
September - 7 months before festival __/__/__ 
Hold Regular Production Staff meetings at least monthly. 
Cast the festival - Production Staff appoints its assistants & 

staff members (students & adults). 
 
October - 6 months before festival__/__/__ 
Hold the October NEDC meeting __/__/__ 
 Starts at 10 or 11am on a Saturday. 
 NEDC Business meeting, Lunch, Tour of  Facility. 
 Festival Planning, Get state festival dates & State Rep 

Liaison names. 
Collect workshop fees from State Reps. 

Meet with your administration to keep them up to date. 
Determine tentative schedule. Proof by NEDC. 
 
February - 2 months before festival __/__/__ 
Send a Festival Alert Memo to your office staff. 
 Include a tentative schedule & building needs. 
 Give them any other information that might help them 

handle phones, faxes and mail. 
Send a Festival Alert Memo to your faculty. 
 Inform them of the wide spread use of the building. 
Pre-registration Packets mailed 2 weeks prior to earliest state 

festival. 
Program pages gathered from state finalists the day after each 

festival. 
 
Friday - 27 days before Festival __/__/__ 
Program Layout complete except for school/show pages. 
Make Nametags for NEDC Members & Life Members and 

others you know of in advance. 
Make decorations & posters without show specific items. 
Make banners leaving out show specific information. 

Monday - 17 days before Festival __/__/__ 
Finish program layout of all schools to date. 
Get complete program from remaining state festivals. 
Lay out Show Tickets & Meal Tickets. 
 
Tuesday - 16 days before Festival __/__/__ 
Initial program Proofing round. 
 
Saturday - 12 days before Festival __/__/__ 
The last day for states to hold their festivals. 
 
Sunday - 11 days before Festival __/__/__ 
Program pages gathered from the last states finalists. 
 
Monday - 10 days before Festival __/__/__ 
Finalize festival schedule proofed by State Rep & TD. 
Assign schools to Home Base Rooms. 
Make nametags. Schedule meal shifts if needed. 
Customize school/show specific decorations & posters. 
Customize school/show specific Banners. 
Add the last individual show pages to the program layout. 
Finish all signs. 
 
Tuesday - 9 days before Festival __/__/__ 
Send a memo to the office staff including the final schedule. 
Send final schedule to all participating schools & council. 
Final Program Proofing round. 
 
Wednesday - 8 days before Festival __/__/__ 
Send a memo to all Faculty reminding them of festival. 
 Tell them to secure their rooms. 
 
Thursday - 7 days before Festival __/__/__ 
Program goes to press. 
Train Forum Facilitators. 
 
Monday - 3 days before Festival __/__/__ 
Welcome Packets printed/assembled 4 days before festival. 
Nametags complete. 
School/show decorations, posters& Banners complete. 
Hang & focus lights. 
Empty wings & backstage areas of non festival essentials. 
Prepare the green room. 
Prepare the set storage areas. 
 
Tuesday - 2 days before Festival __/__/__ 
Decorate Home Base Rooms. 
Put signs up throughout building. 
 
Wednesday - 1 day before Festival __/__/__ 
Welcome Packets assembled. 
Rehearse tours of the building. 
Rehearse Host MC speeches to the audience. 
Rehearse the tech crew. 
Rehearse Opening & Closing Ceremonies. 
 
Thursday Festival Begins __/__/__ 

Contents Index 
nedrama v4-6 



�EDC Festival Hosting Guidelines 

www.nedrama.org - Version 4-6 – 11/28/2010 - Page 3 of 42 

FESTIVAL DAYS OPERATIONS OUTLINE  

First Day 
1. Host Staff Meeting 

a. Attendance 
b. Disseminate last minute updates, changes, reminders 
c. Pep talk 

2. School Hosts greet arriving schools at the bus. 
3. Company Photos are taken. 
4. Schools register & get packets of nametags & programs. 
5. School Hosts give tours. 
6. Technical Rehearsals. 
7. Lunch 
8. Opening Ceremonies 

a. Welcome 
b. Present NEDC Life Member award if recipient is present 
c. Entertainment 
d. Banners 
e. Dismiss forum groups to follow their facilitators to forum 

rooms 
f. Dismiss directors to meet with the council 

9. Introductory Forum 
10. Introductory Director, Council, Host meeting 

a. Provide 13 copies of all Content Notifications for discussion. 
b. Explain School Written Commendation procedure 

11. MC Introduces performance block 
a. At first block explain School Written Commendation 

Procedure 
b. If not the first performance block, welcome the company of 

the previous show back into the theatre. 
c. Make any announcements ie: headlights. 
d. Review festival audience expectations. 
e. Introduce the next show. 

12. MC Introduces subsequent shows in the block 
a. Welcome previous company back. 
b. Make any announcements ie: headlights. 
c. Introduce the next show. 

13. Student Forums / Directors' Forum / Adults' Forum / Council Forum 
a. Award Publisher collects School Written Commendations 

14. Meals 
15. Workshops 
16. Technical Rehearsals 
17. Repeat as needed starting with 11. 
18. Possible entertainment at end of day 

 

Second Day 
1. Host Staff Meeting 

a. Attendance 
b. Disseminate last minute updates, changes, reminders 
c. Pep talk 

2. Breakfast 
3. Technical Rehearsals. 
4. NEDC Business Meeting 
5. MC Introduces performance block 

a. Welcome previous company back. 
b. Make any announcements ie: headlights on. 
c. Review festival audience expectations. 
d. Introduce the next show. 

6. MC Introduces subsequent shows in the block 
a. Welcome previous company back. 
b. Make any announcements ie: lost & found. 
c. Introduce the next show. 

7. Student Forums / Directors' Forum / Adults' Forum / Council Forum 
a. Award Publisher collects School Written Commendations 

8. Meals 
9. Workshops 
10. Technical Rehearsals 
11. Repeat as needed starting with 5. 
12. Possible entertainment at end of day 

Third Day 
1. Host Staff Meeting 

a. Attendance 
b. Disseminate last minute updates, changes, reminders 
c. Pep talk 

2. Breakfast 
3. Technical Rehearsals. 
4. NEDC / Directors' Open Meeting 
5. Student Congress Meeting 
6. MC Introduces performance block 

a. Welcome previous company back. 
b. Make any announcements ie: headlights. 
c. Review festival audience expectations. 
d. Introduce the next show. 

7. MC Introduces subsequent shows in the block 
a. Welcome previous company back. 
b. Make any announcements ie: headlights. 
c. Introduce the next show. 

2. Student Forums / Directors' Forum / Adults' Forum / Council Forum 
a. Award Publisher collects School Written Commendations 

8. Banquet 
a. Director's Gifts 
b. Present NEDC Life Member award if recipient was not 

present at Opening 
c. Other adult awards 

9. Closing Ceremony 
a. Entertainment 
b. Students from writing school read & present commendations 

along with council commendations and participation 
certificates 

c. School hosts present banners 
d. Farewell 
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FESTIVAL STAFF CHART 

POSITION STAFFING PRE 
FESTIVAL 

DURING 
FESTIVAL 

Host Festival Coordinator Adult X X 
Coordinator of Student Hosts / House Manager Adult X X 
 Master of Ceremonies 1-2 Students  X 
 School Hosts 12-24 Students  X 
 Green Room Hosts 1-2  X 
 Runners 1-3  X 
 Ushers / Door Guards 4-10 (2/door)  X 
Workshop Coordinator Adult X X 
 Workshop Hosts ? Student  X 
 Workshop Leaders ? Adult  X 
Student Forum Coordinator Adult X X 
 Student Forum Facilitators 10-12  X 
Publishing Coordinator Adult X  
 Program Publishers 1-2 X  
 Registration Packet Publishers 1-2 X  
Awards Publisher  1  X 
Amenities Coordinator Adult X X 
 Meals Adults & students X X 
 Snack Bar 2-4 X X 
 T-Shirts & Concessions 2-4  X 
 Home Base Decorations (school hosts) X  
 Decorations 2-4 X  
 Company Photos 1  X 
Entertainment Coordinator Adult X X 
 Opening & Closing Ceremonies 1-2 X X 
 Slide / Video Show 1-2  X 
 Student Entertainment (Dance) 1-2 X X 
 Director Entertainment (Reception) 1-2 X X 
 Recreation 1  X 
 Banquet 1-2 X X 
Technical Coordinator Adult X X 
 Lighting Designer 1 X  
 Sound Designer 1 X  
 Stage Manager 1  X 
 Lighting Host 1  X 
 Sound Host 1  X 
 Load-In Host 1  X 
 Host Grips 2-4  X 
 Closed Circuit TV 1  X 
Registration Coordinator Adult X X 
 Registration Desk 2-4 Adult/Student  X 
Publicity Coordinator Adult X  
 Signs, Inside 1-2 X  
 Signs, Highway 1-2 X  
 Posters 1-2 X  
 Billboards 1-4 X  
Nurse / EMT 1  X 
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BUILDING NEEDS 

Many spaces will be needed for the festival to run smoothly.  Identify these spaces early and show them to the Council members 
who are working with you for their approval & recommendations.  Reserve these spaces with the building supervisor and staff 
early to avoid booking conflicts.  Some activities may be able to share spaces depending on scheduling.  Student Forums can 
probably be in the same spaces as the Home Bases or Workshops as well as the Student Congress Meeting. 

Room �umbers / �ames Festival Use 

 Theatre 

 Set storage area 

 Green Room / Dressing Rooms 

 12 Home Base rooms (Each guest school needs a room  
where they can meet and leave their things.) 

 10-12 (approx)  
Workshop rooms 

 10-12 Student Forum Rooms  
(can be shared with Home Bases) 

 1 Directors' Forum room Large enough for a  
round table discussion of 15-25 (snacks & beverages) 

 1 Other Adults' Forum room / Lounge (can be the cafeteria)  
Large enough for a round table discussion of 15-25 

 1 NEDC room Space for 16  
~4 Computers & printer for writing commendations 

 Awards Writer room (can be NEDC room)  
Computer & printer 

 Cafeteria for meals 

 Snack Bar area 

 T-shirt sales/printing 

 Company Photo sales & other concessions 

 Box Office 

 Registration Office or Desk in a lobby  
Computer & printer (optional) 

 Nurse / EMT 

 Student Congress meeting room (Saturday morning only)  
Accommodate a discussion of 28  (can be a workshop room) 

 Banquet room (Cafeteria or Gym or off site) large enough  
to seat the entire festival at once (350-600) 

 Computers & Printers (These will be needed to  
create Participation Certificates and Commendations.) 

 Closed Circuit TV 
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WORKSHOP COORDINATOR 

Some states will send workshops while others will prefer to send money so that you can coordinate your own workshops. Most 
will provide money.  Colleges, Universities, theater groups and other directors within your state are a good resource for 
workshops.  Most of the work associated with coordinating workshops can be done well in advance of the festival. This is a job 
that can easily be given to someone not connected with your school, perhaps someone in your state organization.  

Remember that about half of the folks attending the festival are technicians. Be sure to have an appropriate number of technical 
workshops in addition to those focused on acting. 

Be prepared for a few workshop leaders to drop out at the last moment.  You will either need to find someone who can help in a 
pinch or rethink your workshop scheduling. A good last minute resource can be Life Members of the NEDC in attendance at the 
festival, Council members from your state organization or directors of shows at the festival. The best way to avoid these last 
minute adjustments is to stay in contact with the workshop providers. Send them and email reminder or give them a call every few 
weeks and definitely a week or 2 prior to the festival. 

Determine what workshop leaders require for equipment and space. The student Workshop Host should be provided with this 
information to help insure the workshops run smoothly. There may also be limits to workshop size or time constraints.  If council 
members or directors are to run workshops they cannot be scheduled during meeting times or during their states' tech.   

The method of registration that seems to be working best is to provide Workshop Tickets to each school for 2 out of three 
workshop sessions. This strikes a balance of workshops verses free time. Be sure to consider Technical rehearsals, preparation for 
technical rehearsals and preparation for performance when selecting which work shop session tickets to provide to a given school. 
A general rule of thumb is that if a school has a tech during the same break as a workshop or if they perform right after the break 
then that is the workshop they should skip. Once it has been determined which schools skip which workshop sessions then tickets 
can be distributed via the Welcome Packets at the registration desk. 

Making all tickets for a given session the same color can make life easier for the guest directors and students. Each student should 
be afforded the opportunity to attend at least 2 of 3 workshops. Some way to facilitate a ticket swap would be nice such as a swap 
table or bulletin board in the lobby or near the home bases. 

NURSE / EMT 

It is important to have medical personnel on hand at the festival. Look to the parents of your students for qualified volunteers. 
Most injuries will be simple cuts and scrapes. With around 500 people present for 3 days, it is not unlikely to run across allergic 
reactions, asthma, epilepsy, and other issues. The Registration Desk will receive Medical Release Forms for every student at the 
festival. These should be filed by school and alphabetically by student name. You should have access to these forms. There is also 
a Special Needs Form from each school which you should review. The Nurse / EMT should be located in an easy to find location 
which is known to the entire host staff and especially Registration. 

CONSULTANT 

The consultant is appointed by the New England Drama Council. This is often the Immediate Past President, a Life Member or 
other member of the Council. The primary responsibility of the Consultant is to facilitate the Directors' Forum. At the initial 
forum, held before the first show of the festival, the Consultant distributes 13 copies of all the Content Notifications collected by 
Registration. These could be compiled into one document. Content needs to be discussed by the directors so they can determine if 
any student needs to be alerted or excused from a given performance. Students excused from a performance must be accompanied 
by an adult. The Consultant also brings any director concerns to the Council.
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SCHEDULING 

Scheduling can be a tricky business. See the Sample Schedules at the end of this document. Use Council members’ experience, 
past festival schedules and past hosts experience for guidance.  Develop your tentative schedule early and have these people 
review it. 

Technical Rehearsal Scheduling 
o The earliest technical rehearsals should be scheduled for the closest schools or those planning to arrive the night before. 
o Try not to schedule technical rehearsals during meetings or Forum sessions. 
o Schedule Technical rehearsals for distant, late arriving schools between show blocks. 
o Technical rehearsals will likely not be in the same order as performances. The tentative schedule should use numbers for 

shows & letters for techs. 
o Make sure a show’s technical rehearsal comes before its performance. 
o Be careful not to tech so many shows up front that there are not enough spike tape colors. 

Performance Scheduling 
o A show should not be scheduled to perform immediately after its technical rehearsal because the company needs their time in 

the green room to get ready.  Occasionally a school may request to perform immediately after its tech.  If that is what they 
want then do it.  This is easier for set movement. 

o Allow time between show blocks for meals, forums and workshops.   
o Try not to schedule similar shows during the same block.  
o Ending a block or a day with a comedy can leave the audience with a good feeling or at least keep them awake. 
o If there are 2 productions of the same show in the festival, place them as far apart in the performance schedule as possible. 
o Keep performance blocks to 2 shows each. There is seldom a good reason to run a block of 3 shows in a 3 day festival. 
o Pay particular attention to the length of each play and how long it will take to get the set on & off the stage.  Remember that 

each state has its own rules or no rules regarding these issues. 
o Schedule short shows at the ends of blocks otherwise the show in the greenroom will not have enough time to prepare. 
o Once the performance, set & strike times are known the hourly start times of the tentative schedule should be adjusted to free 

up other times in the final schedule. 
o Just because 2 shows are from the same state does not mean they have seen each other's performance. 
o There is no predetermined sequence of shows by state. The host determines the sequence. 

Forum Scheduling 
The first forum should be right after the Opening Ceremony. This gives everyone a chance to find the room and perhaps play a 
little name game. Subsequent, forums should follow each block of performances. Allow 10 minutes to discuss each show in the 
block. A 2 show block needs a 20 minute forum. Allow for about 5 minutes travel time to and from the forum rooms. 

Meal Scheduling 
If your cafeteria is not large enough to seat the whole festival at once or you would like to avoid long lines at the serving area, 
stagger the meals by company. Some companies will have to eat the early shift because they need to get to the green room to 
prepare for a performance. Others will need to go late because they are just coming off the stage or they have a technical rehearsal. 
Try also to coordinate the meal schedule with schools that have tickets to a particular workshop session. Lunch on the first day and 
breakfasts probably don’t need to be staggered due to the nature of folks arriving at varying times. 

Workshop Scheduling 
Workshops can be scheduled concurrently with technical rehearsals and should be about an hour long. Keep in mind that schools 
in technical rehearsal, preparing for a technical rehearsal or preparing for a performance will not be able to attend workshops 
during those times. Hopefully everyone has the chance to attend at least 2 out of 3 workshop sessions. 
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MEETING SCHEDULING 

Yes, in order to continue and evolve the New England Drama Festival we need to have some meetings. 

Council/Directors/Host Introductory Meeting 
This should be a short (15 minute) meeting of all the directors, the council, and the Host Festival Coordinator near the start of 
the festival. Though this could be before the Opening Ceremony, it may be best immediately follow the Opening Ceremony. 
That way everyone should be present, since they were all just in the theatre. This would be concurrent with the introductory 
student forums. This could be held in the Directors' Forum room or the Council room. This meeting is run by the NEDC 
President and the Host. This is a chance for the host to disseminate any last minute changes or information and welcome the 
directors and council. Once the basic introductions are done, the Council could leave the room to the Consultant and directors 
so they can establish the framework of their coming forums along with discussing Content Notifications. 

Directors' Forums 
At the end of each block of shows, the directors will all meet to discuss the shows they have just seen. The forum will be 
facilitated by the Consultant, appointed by the Council. This forum is concurrent with the Student Forums. At the initial 
forum, held before the first show of the festival, the Consultant distributes copies of all the Content Notifications collected by 
Registration. Content needs to be discussed by the directors. At subsequent forums the Consultant facilitates a discussion 
among the directors of the show just seen in the previous block. The Consultant also brings any director concerns to the 
Council. 

Other Adults' Forum 
At the end of each block of shows, other adults, including chaperones, will all meet to discuss the shows they have just seen. 

NEDC Business Meeting 
On the second day of the festival the NEDC will need to have a closed business meeting. This is usually a 2 hour meeting 
beginning at 8am. It is handy if the council can eat breakfast in the meeting room. 

NEDC /  Directors Meeting 
The Open NEDC Meeting is held on the final day of the festival. It is expected that all directors will attend.  This meeting is to 
discuss how we can improve festival for next year. The host usually drops in for a few minutes. Once again, allow 2 hours 
typically beginning at 8am. 

Student Congress Meeting 
The Student Congress will meet at the same time as the Open NEDC Meeting on the final day of the festival.  Two students 
will represent each participating school at this meeting.  There should also be 2 students from next year’s host in attendance.  
It will be moderated by a New England Drama Council Representative from next year’s host state. Start with introductions 
and keep the comments constructively positive.  The students from next year’s host school will take notes and report back to 
the NEDC Meeting already in progress. The current host does not need to send anyone to this meeting. This meeting should 
start at the same time as the Open NEDC Meeting, usually at 8am, but only last 1 hour. 
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PUBLISHING COORDINATOR 
The Publishing Coordinator will see to the creation of a Stationary Design to be used in all publications including Registration 
Packets for Schools, Council, and Life Members. Other publications needed include Programs, Program Labels, Tickets, 
Nametags, (Meal Tickets, Workshop Tickets). Provide artwork to the Publicity Coordinator for Posters, Billboards & Signs.  

STATIONARY DESIGN 

Establish a stationary design and use it for all packets and letters.  Try to incorporate the NEDC logo (found at www.nedrama.org) 
and the host festival logo in the design.  These could be placed in the corners or shaded in the background of each document.  Do 
not use shaded things behind forms because they will not fax or photocopy well.  In the header or footer, include: 
o (year) New England Drama Festival 
o Dates / days 
o At (name of host facility or organization) 
o Host Festival Coordinator 
o Technical Director 
o Home Phone & hours 
o Work Phone & hours 
o Fax numbers 
o Email Address 

REGISTRATION PACKETS FOR SCHOOLS 

A template for this packet is available from the NEDC or at www.nedrama.org. The Registration Packet is intended to provide 
information about the festival to attending schools before they arrive. This packet should be delivered to the state representatives at 
least 1 week before their state festivals.  This way the State Representatives have a chance to review the packet and ask questions 
before presenting it to the schools going on from their state festivals. The packet should direct participants to www.nedrama.org 
where they can download registration forms. The forms should be completed and emailed to the host the day after each state's 
festival. The information will be more accurate and the host will get it more quickly. A computer file form that needs to be signed 
can be emailed first, then a printed, signed copy can be either FAXed or mailed. Contact your State Rep or the NEDC Webmaster 
to have any changes made to the on-line registration forms or to have host specific forms posted to the nedrama.org web site.  

Format: 

Every Page should contain vital information such as the festival name, dates, the document title, name, phone numbers and email 
address of the host & technical director and page number of total pages.  There is no longer any need for hand written forms.  

Contents: 

The first page should be a welcoming and congratulatory cover letter which includes a list of enclosures (Table of Contents).  This 
way the reader can tell if anything was inadvertently omitted. 

Included in this Packet 

1. This Cover letter 
2. Tentative Schedule 
3. Housing Information 
4. Meal Plan & Menu Information 
5. Workshops & Meetings 
6. How Does This Festival Work? 
7. Student Forum Participation Guidelines 
8. Theatre Etiquette (host get at nedrama.org) 
9. Our School & Ticket Information 
10. Directions to the Festival Site 
11. Technical Information 
12. Lighting Cheat Sheet 
� Map of Area 
� Lighting Plots  
� Sound Board Layout 
� Plan Drawing of Theatre Wing 

Forms to be downloaded from nedrama.org by 

guest & emailed to Host 

� Personnel / Nametag list Form 
� Registration Form  
� Content Notification Form 
� Special Needs Form 
� Publicity Form  
� Program Page  
 
Forms guest brings to festival registration 

� Medical Consent Forms (download & print 
one for each student) 

� Photocopy of publisher permission to perform 
� Performance Approval Form 
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REGISTRATION PACKETS FOR OTHERS 

(Council, Consultant, Workshop Leaders & Life Members) 
A template for this packet is available from the NEDC or at nedrama.org. These packets need to be mailed a few weeks in advance 
of the festival.  Many of the items listed below can be identical to those in the Pre-Registration Packets for Schools.  The packet 
should contain: 
o A cover letter specific to each group which includes a list of enclosures (Table of Contents).  This way the reader can tell if 

anything was inadvertently omitted. Suggest registering by Email; 
o An explanation of expectations & responsibilities of the position, if any; 
o Directions and map to festival site; 
o Tentative Schedule; 
o Meal Plan including menu; 
o Housing Information, usually an establishment other than those suggested for students; 
o Registration Form, include a request for meal & contact information: Phone & Email. 

PROGRAMS 

The programs need to be completed (printed, collated, folded & stapled) by the end of the day, 2 days prior to the start of the 
festival. This leaves time the day before the festival to label and insert them into Welcome Packets. 
 
It is recommended to see both the NEDC logo and the host Festival Logo incorporated into the program on every page somehow. 
 
Strongly recommend that guests use the Program Page Template provided at www.nedrama.org and email it as an attachment to 
the host. This way the host needs only to cut and paste the program page into the program and do a little reformatting. The onus of 
getting the names spelled correctly is with the guest. There will still be errors but they will not be the fault of the host. 
 
If the host does key in the program, please have 2 people proofread everything.  People really like to see their names spelled 
properly in these things.  In fact an adult outside of the program layout project should have the final proof.  If this is a student 
project for credit and the proof reader finds errors, maybe it should affect the grade. 
 
An asterisk beside a name means that person is an adult.  This indicates to all that this was not student work. 
 
The Schedule will probably not be final until Tuesday, the week (9 days) before festival. Reserve the centerfold pages for the 
schedule so it is easy to find. Layout the Tentative Schedule early and edit it as information arrives from various schools.  Schools 
will be calling or better yet emailing with program changes.  In fact some will come through the registration desk the day of 
performance, long after the programs have been printed.  Continue to update the files so they can be used for gifts at the banquet or 
closing ceremony.  Please keep these files where the Awards Publisher can find them during the festival for Certificates. 
 
The program should have a formal & professional look to it. Getting to the New England Drama Festival is a big deal. Try to 
include everything a participant could possibly need in the program so no one needs to deal with additional handouts. There may 
also be some advertisements added at the front or back of the program. A template in MS Publisher format is available at 
www.nedrama.org. Following is a typical layout:   
Page Content Page Content 

1 Cover 11 Festival Schedule, Dining Shift(center fold) 

2 NEDC Members, State Reps, Life Members 12 Show 7 

3 Audience Notes(no food, photos, etc), History of NEDF 13 Show 8 

4 Show 1 14 Show 9 

5 Show 2 15 Show 10 

6 Show 3 16 Show 11 

7 Show 4 17 Show 12 

8 Show 5 18 Workshop Schedule, Acknowledgments 

9 Show 6 19 Host Staff 

10 Festival Schedule(center fold) 20 Back Cover Building Map 
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NAMETAGS 

The Nametags need to be completed (printed, assembled) by the end of the day on Tuesday, 2 days prior to the festival so they can 
be inserted into Welcome Packets the day before festival by the folks running Registration. 
 
Nametag List spreadsheet files, available on www.nedrama.org, should be filled out by participating schools and emailed to the 
host. By using these files the number of errors can be reduced.  These files can be imported into a database and merged with a 
nametag template to produce Nametags or they can be hand written.   
 
�ametags at the Festival serve multiple purposes: 

1.  The Nametag acts as a pass to allow participants in to see the shows. 
Members of the public buy tickets. 

2.  The Nametag should make it easy to identify a person’s first name for easier 
introductions.  Therefore, the first name should be the biggest and boldest. 

3.  The Nametag makes it easy to recognize a person’s show and ideally 
position/role.  Try to make these items big too. 

4.  Student Nametags will also have a small number, letter, decoration or sticker 
to indicate a Forum group. 

5.  Nametags may also be used as meal tickets with an indication at the bottom 
that can be hole punched at the serving line. 

 

The �ametag should contain: 

1.  First Name (biggest) 
2.  Last Name (small) 
3.  Position / Role (big) 
4.  Name of play (big) 
5.  Name of school 
6.  Forum Identifier (Give stickers to 

directors for distribution & application) 
7.  Meal Plan Identifier (might be symbols 

at the bottom of the tag to be punched 
out at the serving line) 

 
 
The Nametag might also use the festival logo in a corner or in the background. 
 
The Nametags need to be rugged enough to survive 3 days of technical rehearsals, plays, forums, workshops, fun & games and a 
couple of nights on the road.  They also need to be large enough to hold all that information.   
 
The total number of Nametags will be around 300-500 (don’t forget hosts, council, life members, workshop leaders & parent 
volunteers).  This means we need an efficient means of creating and printing Nametags.  Some company lists will come in early 
but some states will hold their festivals just 2 weeks prior to the New England Festival.  Those names can not be expected until 
Tuesday the week before festival. 
 
Many packages of Nametags (not just labels) come designed to go through printers.  They even include instructions of how to 
setup popular word processors for Nametag printing. If pin-on plastic nametag holders are use, they should be taped shut. 
Otherwise the tags are likely to fall out and be lost by the second day.  
 
An alternative, less expensive and perhaps better method is to print nametags on standard colored 8.5x11 paper. These pages can 
be laminated, cut on a paper cutter, punched with 2 holes and threaded with string, ribbon, or black tie line to be worn around the 
neck. To avoid a strangling hazard, do not tie the string to itself in a loop, instead, tie each end of the string to the nametag. Each 
school can have its own color tag which might be coordinated with their school colors. A sample nametag template is available at 
www.nedrama.org. 
 
The registration desk should have the ability to create nametags on demand at the request of a director during the festival. This will 
likely be a hand operation. This is for corrections and additions.  If students are allowed to request nametags without their director 
things may get a bit out of hand. 

PROGRAM LABELS 

Program Labels need to be printed by the end of the day on Tuesday, 2 days prior to the festival so they can be neatly applied to 
the back of the programs before they get inserted into Welcome Packets the day before the festival by the folks running 
Registration. These labels can be easily created using the Nametag List spreadsheet files imported into a database and merged with 
a label template. This template may be available from www.nedrama.org. Another method would be for the registration folks to 
hand write the participant name and school on the back of the program. 
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SHOW TICKETS 

The Show Tickets need to be completed (printed & cut) by the end of the day on Wednesday, the day before the festival so they 
can be available for sale Thursday, the first day of festival, unless you plan to sell tickets in advance. 
 
Tickets are not used for festival participants but are sold to members of the public and parents who come to see the shows.  
Nametags act as tickets for participants.  Typically one may purchase a ticket for a block of shows, for a day of shows, or for the 
entire festival.  The more shows paid for at one time, the better the deal.  There are 2 basic approaches to festival tickets.  The first 
is to make a different ticket for each block of shows.  The other is to make a universal ticket which can be used for all blocks.  
How all this is handled is completely at the host’s discretion as is the pricing of tickets.  
The Block Ticket Approach: 

A single block ticket for one price. A day’s worth of block 
tickets for another price. All block tickets for yet another price. 
Each Block Ticket is of a different color stock. 
The block date & start time is printed on the ticket. 
This block's show titles, school names, & states are printed on 
the ticket. 
Maybe include the logo (in the background). 

The Universal Ticket Approach: 
List all 6 show sessions on the ticket. 
Include all session start times and dates on the ticket. 
Maybe include the logo (in the background). 
At the time of sale, the box office folks can cross out or hole 
punch sessions for which the ticket is NOT valid. 

 
Ticket art work can be laid out on most word processors. This file can be sent to a print shop or locally photocopied onto colored 
paper and cut on a paper cutter. 

MEAL TICKETS 

At many festivals, the nametag doubles as the meal ticket which alleviates the need for meal tickets. If Meal Tickets are used, they 
need to be completed (printed & cut) by the end of the day on Tuesday, 2 days before the festival so they can be inserted into 
Welcome Packets by Registration. 
 
Regardless of the method used, even if nametags are used as meal tickets, it is a good idea to make 10 to 30 extra tickets for each 
meal. A few parents may want to share a meal with their kids especially at the banquet. Discuss the details with the caterer so as 
not to sell more public ticket than the caterer is prepared to feed. 
Make meal tickets a different size from show tickets to more easily identify one from the other. 
Use the festival logo on the tickets or in the background. 
Ticket art work can be laid out on most word processors, photocopied onto colored paper and cut on a paper cutter. 
There are 2 basic approaches to meal tickets.  The first is to make a different ticket for each meal.  The other is to make a universal 
ticket which can be used for all meals. How all this is handled is completely at the host’s discretion.  
The Individual Meal Ticket Approach: 

Each meal has a different color ticket. 
The date and name of  the meal is on the ticket (Friday Lunch). 
Directors can distribute tickets for a meal just prior to that meal 
so folks have less chance of losing them. 
Tickets are collected or torn by the host staff at the serving line. 

The Universal Ticket Approach: 
List all Meals on the ticket. 
There are fewer little pieces of paper to deal with but a higher 
potential for loss. 
Tickets are marked or punched by the host staff at the serving 
line. 
 

WORKSHOP TICKETS 

These tickets should be made using a different color paper for each session but not for each individual workshop. These tickets 
should be a different size/shape than meal and show tickets for easy identification. Workshop tickets should include workshop 
name, time and if possible, location. Registration should distribute tickets fairly among participating schools according to the 
sessions they can attend (see Scheduling Workshops) the day before the festival. These tickets will be placed in the Welcome 
Packets. A template may be available at www.nedrama.org. 
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AWARDS PUBLISHER 
Computers are used to create certificates and commendations. Templates for Council Written Commendations, School Written 
Commendations, Participation Certificates, and School Written Commendation Assignment Table are available at 
www.nedrama.org. The Awards Publisher should be knowledgeable in the computer systems being used at the festival and be 
available during the entire festival to assist.  

CERTIFICATES 

Each school receives a Certificate of  Participation at the Closing Ceremony. A template is available at www.nedrama.org. These 
files can be prepared before the festival begins. Print on plain white paper for proofing and alignment. Have the guest directors 
proof and sign off on the corrected proofing copies. The directors can most easily be found at the Directors' Forums after each 
block of shows. Check alignment of plain white paper copy before printing on the actual certificates. The NEDC Secretary has 
these certificates. 

SCHOOL WRITTEN COMMENDATIONS 

The students of each guest school will be asked to write a short, one page, commendation for the third show to perform after theirs. 
The last three companies to perform will write commendations for the first three shows of the festival. A template is available at 
www.nedrama.org. Just who writes for whom is determined by the chart described in the section below. The schools could be 
given access to computers to key these in but usually they are hand written or emailed from handheld devices. Be prepared to give 
them an email address to send to. The Awards Publisher keys any hand written commendations, formats them all using the 
template, and prints a proofing copy for approval by the writing school (if time allows). Then these are printed on nice parchment 
paper (possibly supplied by NEDC Secretary, ask). The school to write the commendation will send a student to the stage during 
the closing ceremony to read the commendation and present it to a student from the school that performed the show.  This needs to 
be coordinated with whoever is organizing Closing Ceremony. 

SCHOOL WRITTEN COMMENDATION ASSIGNMENT CHART 

Each school will be asked to write a commendation for another school's show.  This chart determines who will write for whom. A 
template is available at www.nedrama.org. Once the festival schedule is finalized, enter (or copy <ctrl-c> and paste<ctrl-v>) the 
names of the schools and shows into the downloaded spreadsheet. The third column will automatically fill in with the writing 
school's name. At the bottom of the spreadsheet enter an email address for those writing on portable devices. Each school should 
write for the third show following their own. Print and deliver this chart to the registration folks so copies can be included in the 
Welcome Packets for the participating schools and Council Members. 

COUNCIL WRITTEN COMMENDATIONS 

If the council is not given access to computers and a printer in the council room then their commendations will also need to be 
created by the Awards Publisher. A template is available at www.nedrama.org. The NEDC Secretary has stationary for these to be 
printed on. These are presented during closing ceremonies along with the Participation Certificates and Student Written 
Commendations though the Council Commendations are not read aloud.. 

COUNCIL SCRIBE 

The Scribe will help the NEDC by compiling information gleaned from discussions among the NEDC members after each block of 
shows and writing commendations for each show. The host should work with their State Representatives to determine if the Scribe 
will be provided by the host or the NEDC. This person might also be tasked with generating the Participation Awards and keying 
in the School Written Commendations.  The Scribe needs to be comfortable with the use of a computer. 

PROGRAM CORRECTIONS 

Framed director's gifts are usually presented at the end of the festival. These typically include an 8x10 photo of the company, the 
cover of the program and the corrected program page all neatly matted and framed. The Awards Publisher should be sure to have 
access to a copy of the program computer file. Once the program pages have been corrected from the directors' proofing sheets 
obtained from the Registration Desk or the Directors' Forum, they can be printed out and delivered to whom so ever is creating the 
gifts. 
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AMENITIES COORDINATOR 
The Amenities Coordinator is responsible for most everything not directly relating to the performances and entertainment. This 
will range from the theme of decorations to banners, meals, and banquet. There are a great many things to be done but most can be 
done well in advance of the festival. 

THEME 

A theme adds a nice touch at a festival.  It can also help tie together decorations, printed materials, ceremonies, and concessions.  
A theme is not, however, required.  Many hosts have found that after choosing a theme everything else just falls into place. There 
is suddenly a direction for the Opening Ceremony, the Banquet, the Closing Ceremony, a logo, lobby and room decorations. 
Design the logo, T-shirt and banners based on the festival theme. 

DECORATIONS 

Decorations are not required but can add a nice welcoming touch to a festival.  Areas to decorate might include the lobby, 
cafeteria, theater and guest home base rooms.  Decorations can become expensive but donations in kind along with a little 
creativity can go a long way.  Also look to the outside of the building for ideas.  It sets a nice tone when guests see some thing 
from the bus as they arrive. 

HOST T-SHIRTS 

It is important that festival guests be able to easily identify festival hosts.  A special color T-shirt is one way to accomplish this.  
The T-shirt can be printed with a festival design. 

T-SHIRTS & OTHER CONCESSIONS 

This can be handled by your staff or some other organization.  Let your imagination run.  Typical items might include T-shirts, 
8x10 Company Photo, hats, buttons or mugs printed with the festival logo.  Find out what is hot this year and be sure to have a 
good logo.  Get suggestions & information from last year’s host.  Try to track and summarize your sales for reference by future 
hosts. Be careful of upfront investment in inventory. If the items don’t sell you will be stuck with the bill. There are folks who will 
print T-shirts on the spot at the festival and give the host a cut of the proceeds. They may have specific space and power 
requirements. Ask past hosts for contact information.  The host shirt design can be used on T-shirts for sale to guests but these 
shirts should be of a different color. 

SNACK BAR 

This can be a money maker. Ideas may include snack foods, pastries, fruits, sodas, juices, sandwiches, hot dogs, grill items. Avoid 
bags of candy and popcorn that are likely to wind up in the theatre creating a distraction and mess. Remember, not all kids want to 
eat “junk food” and you will serve a number of adults too.  A parent organization or other group can take this over and make 
money either for that organization or for you. Get suggestions & information from last year’s host.  Try to track and summarize 
your sales for reference by future hosts.  Look to wholesale grocers as a resource or for donations.  These are the folks who supply 
the restaurant and dining halls. Perhaps they have a damaged carton that they can’t sell but whose contents are fine.  Also contact 
local bottling companies, grocery stores and fast food restaurants for donations in kind. It may be possible to get snacks through 
your cafeteria and return the unsold items. 

COMPANY PHOTOS 

A volunteer professional photographer or photo teacher can be very helpful here. Company photos can be sold to participants & 
parents and presented to directors as a gift. The company photo is usually taken as soon as the group gets off the bus or as part of 
the tour on the first day of the festival. It might be taken in front of the bus or perhaps the host facility sign or main entrance. A set 
of choral risers will help. Make an 8x10 print of each company for display at concessions and for the directors' gifts. Take orders 
on the first 2 days by getting the person's name, school and money. Print and deliver copies to each school on the last day. 

DIRECTOR GIFTS 

The host may decide to give each director a gift at the banquet.  These gifts are often indicative of the host state or local 
community.  Frequently these gifts are donated by some local business or manufacturer.  This is optional.  

DIRECTOR FRAMED PHOTO GIFTS 

A nice added touch is to mat and frame some combination of a Company Photo, a corrected program page from the Awards 
Publisher or Publishing Coordinator and the program cover or festival logo. See the NEDC Secretary to use the NEDC Seal. These 
look very nice in the showcase back home. Be sure to use program pages after they have been corrected at the festival.
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BANNERS 

It has become customary, though not required, to present each school with a banner at the closing ceremony. Lately banners have 
been printed on vinyl using large format printers and very classy designs. They are 3 feet wide and 5 feet tall. This would be a 
great tradition to continue. Try to find a printer willing to work with you on price or some other backer. The idea is that the 
participating school will hang this banner prominently in the theater back home.  In the past banners have been silk screened, 
embroidered, tapestries, etc.  Some have been hand made by host students & parents.  Others have been made professionally with 
donated services and some with great expense.  The choices made here can greatly affect your expenses.  Usually the basic banner 
design can be made well in advance.  The school and show names can be added during the last 2 weeks. The banners are often 
incorporated into the Opening Ceremony, on display in the theatre throughout the festival, and presented to the guests at the 
Closing Ceremony. 

HOSTING BANNERS 

A set of 4 banners will be brought to the festival on the morning of the first day. These banners are 3 feet wide by 5 feet tall. They 
list every NEDF hosted since 1928 and its location including this festival. They should be hung side-by-side someplace in the 
lobby for the duration of the festival so that participants and attendees can see the scope of this event and perhaps reminisce a bit. 
Be sure the folks at the Registration & Information Desk of this. 
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MEALS 

Meals may be provided by the school cafeteria staff, a caterer, a parent group, some other organization, or a combination of these.  
Regardless of who provides this service, do not assume that they know the best way to serve a festival meal.  If there is not much 
time, the speed with which a meal can be served becomes critical.  The number of serving lines can make the difference.  
 
In a self serve situation try having lines on both sides of each serving table.  Place plates at the beginning of the serving table and 
napkins, utensils, drinks & condiments at the end of the table or at another location entirely. This way folks are not trying to 
balance all these items while dishing food onto their plates. Another option is to have the food distributed ahead of time at the 
dining tables. This can work at breakfast sometimes or at a meal of pizza.  Yet another option would be to preset the tables and 
have parents or some organization serve the meals to the tables.  This can be done family style with large serving bowls & dishes.  
 
Keep meals simple and inexpensive.  The host should break-even on meals.  This is not the place to make your profits.  People 
have to eat.  Remember, many teenagers have big appetites.  Try to offer variety at each meal.   

� �umbers – Typically a festival needs to feed somewhere between 300 and 500 people. The actual count cannot be 
determined until the Monday or Tuesday after the last state festival. This is often just 9 days before the festival. Explain 
this to the caterer and apprise with counts as the information arrives. Remember to count the host staff and Council. 

� Shifts – If the cafeteria is too small for the entire festival or you want to avoid long lines, consider asking folks to eat in 
shifts. Also investigate expanding seating capacity into other spaces or outdoors, weather permitting. Be sure to consider 
who is in or preparing for a technical rehearsal and who needs to prepare for a performance when scheduling shifts.  

� Quality / Quantity – Yes. Quality is important but so is quantity, especially for high school guys. Quality does not need 
to be equated with elaborate or fancy. Well over 90 percent of our diners will be students. Simple foods with some variety 
of choice will do a lot better than a fancy delicacy. If the price seems high ask the caterer for a less expensive option. 

� Vegetarian – Try to determine the number of vegetarians attending and pass that along to the caterer.  A marking on the  
nametag can indicate who gets the vegetarian meal.  It may be better to just have adequate variety rather than a special 
vegetarian dish. Avoid the situation where there is a run on the veggie offering because it is preferred over the main 
course. Then the vegetarians at the end of the line are left with only bread. Nutritious vegetarian options should include 
protein and fat.  This does not necessarily mean just leaving out the meat or simply serving a green salad.  Include bean or 
dairy products.  Include nutritious diabetic options also. 

� Menu - As soon as the menu is finalized, provide a it to the Publishing Coordinator for the Registration Packets. 

� Cut Privileges - Often there is a school needing to tech or get into the green room during a meal break. A chart can be 
developed to allow these folks cut privileges. The chart should include the nametag color. 

� Meal Ushers - These folks make sure that only those who paid for meals get meals. Depending on the system used, they 
either hole-punch nametags or collect meal tickets. 

� Banquet – The banquet is the beginning of the grand finale. This is a joint effort of the Amenities and Entertainment 
Coordinators. A large space is needed. The entire festival should be seated at the same time and place. This may be a 
cafeteria, gym or off-site banquet hall. This can be a formal affair if advertised in the Registration Packet so that folks can 
bring appropriate clothing. A head table can seat the council, life members and host(15 to 20). Work out numbers and 
format with your State Rep and NEDC President. Often the presentation of life membership in the council happens at the 
banquet if not present at the Opening Ceremony. The presentation of directors’ gifts happens at the banquet. That keeps 
the Closing Ceremony for students exclusively. A microphone and PA system will be helpful for these presentations. 
Getting people through the line fast here is paramount. The sooner we eat, the sooner we get on with the closing 
ceremonies, and the sooner folks can begin their long journeys home to the many corners of New England. Parents and 
hosts serving the food to the tables is an option but probably too crazy to think about. 
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ENTERTAINMENT COORDINATOR 

OPENING CEREMONY 

The opening ceremony will set the tone for the entire festival.  This is a time when you can showcase your students or provide 
some entertainment from the outside. Some choose to include some form of multimedia presentation. A brief introduction by a 
dignitary or administrator may also be in order.  Please warn outside speakers that this is a festival and not a competition.  Be 
careful to schedule the opening ceremony when all can attend.  If it is immediately before the first production it can be difficult for 
that company to attend. It is also common practice to introduce each school and production and to involve the festival banners in 
some way. What ever you do here, rehearse it, keep it short, rehearse it,  keep it moving, rehearse it, and do it well. 

SLIDE/VIDEO SHOW 

Some hosts present a video or slide show during the closing ceremony.  This means someone needs to take pictures or video clips 
throughout the festival.  The hard part is getting these pictures processed and edited into a meaningful and concise presentation in 
the time allotted, the end of the last show and the start of the Opening Ceremony.  Do not underestimate the difficulty of this feat. 
Much can be done during the long night before the last day. Also be careful to give equal time to all companies. 5 shots for each of 
12 shows displayed for 2.5 seconds is a two and a half minute show. Sending each school home with a copy is a nice touch. 

RECREATION 

A nice diversion is to have some kind of unsupervised recreation available, volley ball, Frisbee, hacky sack, etc.  Don’t lose sleep 
over this one.  With a place and a little equipment, students will find a way to have fun, often in the gym or outdoors. 

STUDENT ENTERTAINMENT (DANCE) 

Usually there is some form of student entertainment on either Thursday or Friday night or perhaps both.  There are arguments on 
both sides for each night.  Thursday is good because it breaks the ice early but bad because no one knows anyone yet and folks are 
tired from a long day of travel.  Friday is good because folks have already met but bad because now festival is almost over. 
Thursday night can be a good time for something short that helps to break the ice within forum groups. The Friday night event is 
frequently a dance but not always.  Be creative.  Relate to the theme perhaps. Be sure to provide chaperones. 

DIRECTORS' ENTERTAINMENT (RECEPTION) 

This can be a chance for directors and council to get together informally and stop worrying about the kids.  It is scheduled to 
coincide with the student entertainment.  This is usually a quiet comfortable setting with snacks and goodies. Keep it on the 
premises so directors do not face liability issues and can still jump out to check up on their students. The reception is often held in 
the library. Provide chaperones to the student entertainment so that directors and council members can enjoy the directors’ 
reception.   

BANQUET 

The banquet is the beginning of the grand finale. This is a joint effort of the Amenities and Entertainment Coordinators. A large 
space is needed. The entire festival should be seated at the same time in the room. This may be a cafeteria, gym or off-site banquet 
hall. This can be a formal affair if advertised in the Registration Packet so that folks can bring appropriate clothing. A head table 
can seat the council, life members and host(15 to 20). Work out numbers and format with your State Rep and NEDC President. 
Often the presentation of life membership in the council happens at the banquet if not present at the Opening Ceremony. The 
presentation of directors’ gifts happens at the banquet. That keeps the Closing Ceremony for students exclusively. A microphone 
and PA system will be helpful for these presentations. Getting people through the line fast here is paramount. The sooner we eat, 
the sooner we get on with the closing ceremonies, and the sooner folks can begin their long journeys home to the many corners of 
New England. Parents and hosts serving the food to the tables is an option but probably too crazy to think about. 

CLOSING CEREMONY  

There may be a bit of entertainment to kick off the ceremony but keep it short. Sometimes the ceremony begins or ends with a 
slideshow perhaps wrapped in a multimedia presentation. A student from each writing school reads their commendation and 
presents it to a representative from the performing school. It is best to have all presenters and receivers preset back stage to keep 
things moving. A copy of the slideshow, the Council Written Commendations and the Participation Certificates can be presented at 
the same time by that student of a council member or 2. There is no need to read the Council Written Commendations aloud. The 
banners are now presented to all the participating schools, usually by the School Hosts.  Finally, the MC passes on the NEDC Host 
Site banner to next year’s host. 
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PUBLICITY COORDINATOR 
See the Publishing Coordinator for artwork. 
Publicity can serve several purposes.  It can raise the awareness of your local community which will help you when trying to find 
volunteers and donations of goods, services or funds.  It can help sell tickets.  This is good theater and if you have the space, sell 
tickets.  Often the public does not realize they are invited.  Publicity can also be a feather in the host’s cap and help to bring 
validity to the hosts own program. 
o Send press releases and public service announcements to: 
o Major newspapers throughout New England 
o Local area newspapers & those of your guest schools 
o Local TV 
o Cable TV 
o Local Radio 
o Try to get onto any bulletin board, calendar, arts hot line, weather channel ticker that the above organizations may offer.  Let 

the world know something big is happening and it is happening in your theater. 

SIGNS, INSIDE 

Inside Signs need to be completed (printed & organized for distribution) by the end of the day on Tuesday (2 days before festival), 
the week of the festival so they can be put up Wednesday (the day before festival). Why Inside Signs?  We want folks to know 
how to get where they need to go.  Do you remember your first day in this building?  I’ll bet it was confusing.  Realize that your 
guests have never been to your facility.  Frequently there is little time to get from one place to another and not knowing where you 
are going to begin with doesn’t help. 
 
Basically, there should be signs giving direction to everywhere from everywhere.  That is to say, everywhere people are likely to 
need to go.  Each of the following places will need signs identifying them and some giving direction to other places. 

Places to be identified 

o Theater 
o Green Room 
o Set Storage 
o Stage 
o Cafeteria 
o Rest Rooms 
o Registration / Information 
o Student Forum 

o Home Bases 
o Workshops 
o Lighting / Sound Booth 
o Directors Forum 
o Other Adults Forum 
o First Aid 
o Snack Bar 
o T-Shirts / Concessions 

Sign post locations: 

Theater Lobby 
Stairwells, Top & Bottom 
Main Entrances 
Cafeteria 
Corridor Intersections 
Others as needed 

Other signs: 

There should be signs on every theater door that say “Quiet 
Show or Rehearsal in progress”. 
The snack bar may want price lists. 
Registration may want some special signs.   
Concessions may want signs. 
The Box Office needs Ticket Prices. 

Make a map of the facility and plan what signs should go where and which way the arrows should point. Or, make universal signs 
with the name on top, an arrow in the middle, and the name upside down on the bottom.   

The signs should be large and easy to read.  Maybe they should 
include the festival logo or some other common decoration in 
keeping with the festival theme.  Keep an inventory of what signs 
go where so they can be replaced if they disappear.  If they are 
made on a computer, save them on a to a file. Color coding signs 
can really help your guests. Choose one color for all signs to Home 
bases. Choose another color for workshop rooms. Choose another 
for Directors Forum and yet another for the theatre, cafeteria, green 
room, etc. 
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Signs, Highway 

Highway Signs need to be completed (printed & organized for distribution) by the end of the day on Tuesday, 2 days before the 
festival, so they can be put up Wednesday, the day before the festival. 
 
Highway signs should help people find the festival.  Schools and parents will be coming from all corners of New England.  They 
probably have never been here before.  Seeing a sign is very reassuring for the long distance traveler. 
 
Directional signs should be located at all intersections near the host facility and any major highway exits.  These Signs should at 
least say NEDF and have an arrow. The festival logo would be nice too.  They need to be big enough to be seen from a passing car.  
 
Some sort of sign or decorations outside of the building can help guide folks to the proper door. Signs for bus & truck unloading & 
parking are also helpful. 
 
At the end of the festival all these signs will need to be taken down so they do not become litter. 

POSTERS 

This is optional for your own advertising.  If these posters can be done early enough it can be nice to mail them to the performing 
schools so that they can advertise too. Alternatively, a file of the poster could be emailed to each school. Posters need to be 
completed (Printed & put out in public) by the end of the day on Friday, one week prior to festival. 
 
Posters should include: 

o (Host facility name) 
o Presents 
o New England Drama Festival 
o 12 Performances 
o Public Invited 
o Schedule of all performance titles, schools, Block start times, days, & dates 
o Ticket pricing 
o Where tickets can be purchased 

 
Try to include the NEDC logo and the host Festival Logo.  Sometimes these things can be placed in the background. 

BILLBOARDS 

This is optional for your own advertising. 
Billboards need to be completed (Painted & put out in public) by the end of the day on Friday, one week prior to festival. 
 

o Billboards should include: 
o (Host facility name) 
o Presents 
o New England Drama Festival 
o 12 Performances 
o Public Invited 
o Days, Dates, & Schedule of block start times 

 
Try to include the NEDC logo and the host Festival Logo.  Sometimes these things can be placed in the background. 
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REGISTRATION COORDINATOR 
 (Adult) 

MANAGING REGISTRATION FORMS 

Various Registration Forms and Documents need to be collected from participating schools. This information needs to be tracked, 
organized, and disseminated to the various folks running the festival. Dates of all the state festivals were recorded at the October 
meeting of the NEDC at your site. The names of the 6 State Representative Liaisons were also identified at that meeting. These dates 
will help you determine when registration information should be arriving. The Liaisons should contact the Host Festival Coordinator 
on the Sunday following their state's festival. Directors of shows attending should also be making contact on that Sunday. If they are 
not hear from, do not wait, contact the Liaison from that state or your own State Representative. 

There will be a great deal of email traffic. Directors will email attached Forms and Documents individually and in groups. They will 
send updated versions with changes and additions. Reply to every email to confirm its receipt. It is important to keep track of what has 
been received and what has not. If you send a blanket email to all directors or all Liaisons, make sure you have a way to know there 
was a reply from everyone. 

As files are downloaded consider renaming them in a consistent manner to keep them better organized. Examples: 

o State School Form Name 
o CT Guilford Nametags 
o CT Guilford Registration 
o CT Guilford Program 
o CT Guilford Content Notification 
o CT Guilford Special Needs 
o CT Guilford Publicity 

A database can be very useful to track, format, and make useable all this information. An empty database template and instructions 
may be available at nedrama.org. 

Hold off as long as is reasonable on printing these files as there will be changes arriving. 

INFORMATION DISTRIBUTION 

o Scheduling the festival by the Festival Coordinator will require information from the Registration Forms. 

o �ametag and program files need to be made available to the Publishing Coordinator. 

o Content �otifications can all be pasted into one document. 13 printed copies of this document need to get to the Initial 
Director's Forum. They could be inserted into the School Welcome Packets presented at the Registration Desk. The 13th copy 
is for the Consultant. 

o Publicity Forms should go to the Publicity Coordinator. 

o Special �eeds forms should go to the Nurse/EMT and Registration Desk. 

o 2 copies of the Registration Form should be printed. 1 for the Registration Desk, 1 for the School Host. 

o 4 copies of page 2 of the Registration Form (Technical Information Form) should be printed. These are for the Technical 
Coordinator, Stage Manager, Lighting Designer/Guide, and Sound Designer/Guide. 
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WELCOME PACKETS FOR SCHOOLS 

(Students & Adult) 

Packets need to be assembled a day or 2 before the festival. Usually the nametags and programs are not ready till then. Nametags may 
need some assembly and the programs will need labels affixed. In advance, a filing system can be set up for Medical Release Forms 
and a chart to track the status of school registrations can be started. 

This packet is presented to participating schools upon arrival at the festival when they check in at the registration desk. These packets 
should be prepared a day or 2 before the festival. Though Publishing may print the Nametags and Program Labels, some assembly 
may be required by Registration. 

Attached to the outside of the packet: 

o Name of student host(s) and Home Base room assignment (indicated on cover) 
o If we have not received medical forms for all students involved, you will get them from the director (alphabetize these) 
o The amount owed to us for meal tickets 
o Any other items or notes which pertain to that particular school 

Contents: 

A copy of the program page to be corrected by the director and returned to registration by the end of the first day of the festival.  This 
is so that corrections can be made by the Awards Publisher before awards are printed. 

o School Written Commendation Assignment Chart 
o Sample Commendation 
o Content Notifications (if collected in advance via email) 
o Workshop Tickets 
o Nametags: These usually work as a pass to see the shows and can also be a meal ticket. 
o Meal tickets (if separate from nametags) 
o Forum Stickers for nametags. A different color/shape sticker is used for each forum. If there are 12 forums and the school 

brings 24 students, the packet gets 2 stickers of each type. The guest director will distribute these among the students. 
o A Program for each member of the company.  By delivering the programs in this packet and only giving programs to ticket 

holding members of the public at the door, there can be a savings in publishing costs. This works best if the name of the 
individual and their school is on the cover of the program either written by hand or on a computer generated program label.  
If the following 3 items are included in the program, participants have only one thing to keep track of. 

o A complete Festival & Workshop schedule including techs and meal shifts if not in the program. 
o A map of the building/campus with relevant areas marked. if not in the program. 

WELCOME PACKETS FOR OTHERS 

(Students & Adult) 

(Council, Consultant, Workshop Leaders & Life Members) 
These packets should be available at the Registration Desk and should contain: 

o An explanation of expectations & responsibilities of the position 
o Nametags 
o Meal tickets (if separate from nametags) 
o School Written Commendation Assignment Chart (Council only) 
o Program  
o Map of Building if not in the program 
o Schedule if not in the program 
o A Workshop schedule if not in the program. 
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REGISTRATION & INFORMATION DESK 

(Students & Adults) 

Registration / Information Desk should be open at least 45 minutes prior to the first technical rehearsal. The main task will be to greet 
school representatives as they arrive, collect paperwork, and disseminate information. It is important that these hosts be friendly, 
professional, and well organized.  

When a school arrives: 

o Send the School Host to greet the bus and bring them to registration. 
o Check for Medical Release Forms, receive, alphabetize, & file Med Forms for Nurse/EMT. 
o If  they arrive just in time for their tech, get the Med forms and send them to tech. Deal with the rest after the tech. 
o Check for meal payment, receive payment, & issue receipt. 
o Check for any other missing materials. 
o If the Content Notification Form was not collected earlier via email, make 13 copies and deliver to the Consultant before the 

introductory Directors' Forum. 
o Present and review contents of Welcome Packet.  
o If nametags are missing, make a list & make the nametags. 
o Ask the director to make program corrections and return them to registration by the end of the first day for the Awards Publisher. 
o A table similar to the one below can be very useful at registration to track information: 

REGISTRATIO� STATUS 

TECH 
TIME SHOW – SCHOOL 

Attending 
st+ad MEALS $ pd 

MED 
FORM 

PROG 
PAGE 

REGI 
FORM 

Contnt 
Ntfctn ETA Lodging 

 7:00pm 
th 

Show 
School/Town, State 

Stdnts 
+adults 

number 
needed 

paid / 
(due) 

date 
recvd 

proof 
by 
dirctor 

date 
recvd 

date 
recvd 

est 
time  
arival 

The 
Hotel 

 9:00am 
fr 

The Show 
Some Town, State 

23+2 22 770 3/28 Final X X 2pm 
Th 

The 
Church 

 8:30am 
th 

Another Show  
Another town, state 

15+1 15 (525)  ?   8am 
Th 

 

Registering Council Members, Life Members, & Consultant: 

o Check for meal payment, receive payment, & issue receipt. 
o Present and review contents of Welcome Packet for others.  
o Have a runner escort them to the Council Room. 
o Record this arrival on an attendance list. 

Workshop Leaders: 

o Present and review contents of Welcome Packet for others.  
o Have the Workshop Host escort them to their Workshop Room. 
o Record this arrival on an attendance list. 

Other Registration Functions: 

o Act as information central prepared to answer or get an answer to any question. 
o Have a way to contact key host staff. Use radio or phone. 
o Gain access to the building wide public address system to announce the opening of the house among other things. 
o Replace lost nametags but only at the request of a guest director. 
o Deliver all corrected program pages to the Awards Publisher. 
o Lost & Found. 
o Usher folks to the Nurse/EMT. 
o Can also run the box office and some concessions since all schools should be registered by the time these are needed. 

 
Hosting Banners: 

A set of 4 banners will be brought to the festival on the morning of the first day. These banners are 3 feet wide by 5 feet tall. 
They list every NEDF hosted since 1928 and its location including this festival. They should be hung side-by-side someplace 
in the lobby for the duration of the festival so that participants and attendees can see the scope of this event and perhaps 
reminisce a bit. The Amenities Coordinator Should be anticipating this.
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COORDINATOR OF STUDENT HOSTS 
This person will find and train 1 (or 2) student to host each school at the festival.  These students must be friendly, outgoing and 
helpful for the entire festival.  They also need to be with their guests all the time.  The students need to become familiar with every 
aspect of the festival so that they can answer questions.  They also need to know where to go for answers they do not know.  Training 
should include a rehearsal of the facility tour. 

This person will also find and train Workshop Hosts.  These students must work well with adults and have a good knowledge of how 
to get things in a pinch (i.e. projectors, markers, tape, etc.) 

This person will also find and train Master(s) of Ceremonies, Student Forum Facilitators (often double as School Hosts), Ushers/Door 
Guards, Green Room Hosts, Runners, and others. 

Following are some arguments for and against 2 hosts per school: 

2 hosts per school: 

2 hosts can share the responsibilities. One might be well versed in 
the technical aspect and the other in the non-technical aspects of 
festival. 
One host can stay with the group while the other goes on an 
errand to get a question answered. 
It’s a better host-to-guest ratio. 
More student involvement from the host school. 

1 host per school: 

One person is responsible for everything. There is no passing of 
the "buck." The host can’t say “I thought my co-host was taking 
care of that." 
The guest group only has one face to remember. 
The host is more inclined to interact with the guests because there 
is no one else. 
A smaller festival staff is more manageable. 
It may be a good idea to assign 2 hosts only to large groups. 

CONCESSIONS 

(students/adults) 

You will be responsible for selling T-shirts, photos or whatever the host school is selling.  Do not leave cash unattended.  Track the 
quantities of things you sell so that future festivals can better determine how much to stock. This might be combined with Registration 
and/or Box Office. 

BOX OFFICE 

(adults) 

Box Office, Concessions, and Registration & Information functions may be combined depending on physical location and staffing. 
Generally all schools have registered well in advance of the need to sell tickets to the public. If a participant looses their nametag, only 
their guest director can request a new nametag. This is described under Registration/Information. Meal tickets may also be for sale to 
parents. 

WORKSHOP HOST 

(Student) 
The Workshop Coordinator should provide a list of workshop leaders and their needs. The Workshop Host meets the workshop 
leaders in the lobby. Registration should have a Welcome Packet for each Workshop Leader including a nametag, Program and 
schedule. The host should escort the workshop leaders to their rooms and makes sure they have all that they need. It is important that 
this host be competent at procuring needed items at the last minute. This host could also be a Runner. 

RUNNERS 

(Students/Adults) 
It is often a good idea to have 1 or 2 people with no specific job.  They should stay close to the registration desk or lobby.  They will 
be useful to run errands or fill in for someone who is missing.  It is convenient if these people have cars. Runners may also be 
Workshop Hosts.
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MASTER OF CEREMONIES 

The Master of Ceremonies is the face of the festival and will set the tone of the whole event. This person needs to be well spoken and 
have good stage presence. It is best if this person can quickly commit a short speech to memory. Sometimes there is a pair of MCs. 

Auditions 
It is recommended that auditions be held for MC. Script a brief introduction such as, "Now Small-town High School from �E 

State presents A Midsummer �ight's Dream." Give candidates a few minutes to learn it and then have them present it on 
stage. Also, toss a random, unscripted announcement request at them. Say something like, "There's going to be a 15 minute 
delay. The next show should start at 3:45. Go tell the audience." Or hand them the ever popular scribbled note with a license 
plate number, color and make of car. Tell them someone left their lights on. 

Introductions 
At the beginning of each block of shows the MC should set forth the rules of the festival and remind the audience of proper 
theatre etiquette. Shortly before each show, and at the start of closing ceremonies, the MC should welcome the previous 
company back into the theatre. The MC also introduces each show. These deliveries should be made in a straightforward 
professional manor. The MC should not interact with the set in any way. This is not the time for skits or joking around. There 
is a company about to begin a performance. The purpose of these announcements is to settle the audience, not to incite them. 

Rehearsal 
Every introduction should be rehearsed just before the MC goes on stage. Make sure the MC knows the proper pronunciation 
of each school name and each show title. Assume nothing. 

Special Announcements 
At the end of a block there is often a need for some special announcement. This announcement may be to explain where 
forums are located, inform of a delay in the schedule, present lost & found items, or pedal concessions. These announcements 
are best made as soon as the house lights come up after a show. The MC can be a bit more relaxed in this situation since there 
is not a show about to begin. Beware, though, audiences easily become conditioned to an entertainer. 

Festival Rules & Etiquette 
Festival Rules and expectation of good theatre etiquette should be clearly defined by the MC at the start of the festival. The 
audience should be reminded of these rules and expectations at the beginning of each block. Granted, the majority of the 
audience will hear them several times but realize there are members of the general public newly joining the audience at each 
block. 

o Turn off all cell phones and other electronic devices right now. Even the screen is a distraction. Devices turned 
on during performances will be confiscated. Don't even leave it on vibrate so there will be no temptation to 
answer it. 

o Food and drink are not permitted in the theatre. 
o Photography and recording of any type is prohibited. 
o Please do not leave the theatre during a show unless it is an absolute emergency. 
o No one will be allowed to enter the theatre during a performance. 
o All participants in the festival are expected to attend all performances except the show before theirs if they need 

to be in the green room. 
o Please respect the facility by keeping your feet off the furniture. 
o Please respect the performers by not talking or whispering during the performance. 
o Applause and laughter are welcome in the theatre. Save "the wave" and "the clap" for the gym. 
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SCHOOL HOSTS (STUDENTS) 

Getting Ready 
You should get a copy of your group’s program page, Registration/Technical Info, and Nametag list from the Registration Coordinator 
so that you can begin to learn names and learn something of their show & school before they arrive. Anything you can do to 
personalize the festival experience for your school and to anticipate their needs, you should do. 

• Each state is expected to follow its own rules regarding timing and other aspects of productions. Therefore, as hosts, we do 
not need to concern ourselves with these rules. Do understand that they will differ from the host state's rules. 

• Know the Load-In and storage procedures and areas.   
• Talk to the teacher whose room your school will be using as home base. Explain that you will take care of it and put it back 

the way it was found. Ask of concerns. Ask them to put away or take home anything of great concern.  
• Draw a map of the furnishings in your home base. Make a copy to file with the Coordinator of Student Hosts. Post a copy in 

the room. Take digital photos also. 
• Find a locker and lock or 2 near the room to be used by the guest director for the guest company as needed. 
• Decorate the classroom that your school will use as a home base. 
• The host school should determine in advance whether School Hosts may leave the school with their guests after their tech is 

over or during free time.  If this is the case, inform the Registration Desk where you will be going.  Be prepared to make 
suggestions to the visiting director of things they can do during free time. 

Tour 
The Festival “headquarters” is usually the Registration /Information Desk in the lobby. Wait there or at the bus loop for your guests. 
Be prepared with small notebook and pen to write any questions you cannot answer. This note will show your intention to find an 
answer and act as your reminder. Take your guests on the tour soon after they arrive. 

Tour 

1. Greet your guests at the bus. Tell the driver where to park. 
2. If they arrive just in time for their tech rehearsal, get their 

Medical Release Forms to registration, take them to the load-
in area and do the rest after their tech. 

3. Take your guests to have their company photo taken. 
4. Registration 

a. Have the director register & get the Welcome Packet. 
b. Have the Director distribute forum stickers now or in the 

home base. They go on the nametags. 
c. Distribute Nametags here or in the home base. Explain 

that this is their ticket to the theatre, meals, workshops & 
forums. 

5. Snack Bar 
6. Concessions: T-Shirts, Photo Ordering, etc. 
7. Box Office: Ticket sales 
8. Lobby rest rooms 
9. Green Room. Introduce to Green Room host. 
10. Backstage rest rooms 
11. Stage Door.  
12. Where they should gather before being welcomed back into 

the theatre before the show that follows theirs. 
13. load-in door. Introduce to Load-in host.  
14. Set Storage 
 

15. Cafeteria. If meals are staggered, explain the schedule and its 
importance. 

16. Directors’ Forum Room 
17. Other Adults' Forum Room (chaperones, etc.) 
18. Gym if used 
19. Student Forum Rooms 
20. Workshops rooms 
21. Explain Out Of Bounds signs 

Home Base – Tour Conclusion 

1. Explain that this is their home base classroom 
2. Ask them to take care of and respect the room and its 

contents. 
3. Give the Director the combination to 1, 2 or 3 lockers just 

outside the home base for valuables. 
4. Distribute programs. Each person gets one with their name 

and school name on it. If programs are found return them to 
the Registration Desk in the Lobby. 

5. If not already done, distribute Nametags. Explain that this is 
their Ticket to the theatre, meals, workshops & forums. 

6. If not already done, have the Director distribute forum 
stickers now. They go on the nametags. 

7. Explain that we expect every one to attend all performances 
except the one before theirs if they go up second in a block. 

8. Explain that your job is to answer or get an answer to any 
question they may have. 
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During Festival 
1. Make sure your guests get to the theater in time for each 

block. 
2. Before each performance, report attendance to the House 

Manager (except theirs and while in the Green Room). 
3. Make sure they get to their tech at least 30 minutes ahead of 

time at the load-in or Set Storage area.  
4. Silently attend their tech to answer questions or direct them 

to the right folks to get answers. 

5. Make sure they get to the Green Room and Load-in or Set 
Storage area one hour before their performance time. Stay 
with them to help with any needs. 

6. Watch their show from the house, not back stage. 
7. Gather them in the designated area just before the 

performance that follows theirs so they can be welcomed 
back into the theatre by the Master of Ceremony. Signal the 
House Manager or Stage Manager your guests are ready. 

8. Hang out with your guests throughout the festival and have 
fun. View this as an opportunity to get to know our visitors 
better than anyone else. 

 

GREEN ROOM HOST 

(adult & student) 
You are responsible for keeping the green room, dressing rooms, and bath rooms neat and ready for our guests.  If there is a door to 
the stage in this room you must also guard this door, so that no one enters the stage during a rehearsal or performance. Each school 
will have about an hour to get ready for their show. At that time, the green room is totally theirs and no one else should there, 
including host school students (except those assigned to the Green Room and the host to the school).  If additional time is needed, do 
your best to accommodate.  

Getting Ready: 

1. Have access to paper towels, toilet paper, and other supplies.   
2. Know where cleaning materials are.   
3. There should be an iron, ironing board, and sewing machine set up in the Green Room.  
4. Prepare dressing rooms or areas.  
5. Determine where companies can securely store their belongings during their performance till the end of the block. This may be a 

lockable closet, cabinet or small room nearby.  
Arrival of each company: 

1. Explain that before going on stage, they must clear all their belongings to their assigned storage area. 
2. If a performance is in progress, remind them to be quiet, if they can be heard by the group on stage.   
3. Inform each company that neither food nor drink are permitted in the Green Room and of any other host specific rules. 
4. Explain to each company that they can come back only at the end of the performance block to change out of costume and no 

sooner. There will be other companies in the green room till the block concludes. An adult can come back to get valuables. 
5. IMPORTANT: If sound may carry to the theater, LET THE DIRECTOR KNOW where they may go if the cast is going to do 

vocal or loud physical warm-ups and that you will show them where that is when they are ready.   
6. Check the program and with the host stage manager for the expected start time for your guest's show. Sometimes the schedule is 

behind. Notify the guest director if this is the case. 
Departure of each company: 

1. About 15 minutes before performance time, politely remind the director that they need to clear the counters or tables and put 
away their belongings before they perform.  Let them know you are willing to help if needed.   

2. Show the director and cast where they may have their valuables locked up.  We do not recommend leaving wallets in the Green 
Room. Only the director or an adult from the guest school will be allowed to retrieve valuables after the school’s performance or 
after the performance block.   

3. As each school leaves the dressing rooms, check to make sure they are clean and ready for the next school. 
End of each Performance Block: 

1. At the end of each performance block, you must be present in the Green Room.  The casts from these plays will come back to 
change.  You MUST check the dressing rooms when they are done, clean sinks, tables, counters, make sure storage areas are 
empty, etc.  Bring leftover items to the lost and found at registration/information. 

2. It may be possible for the green room host to see the last show in each performance block as long as they are back immediately at 
the end of the block. Check with the festival host coordinator on this. 
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STUDENT FORUM COORDINATOR 
(Adult) 

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. A marking, usually a sticker, on the students name tag will 
determine forum assignment. The host should have the guest directors divide their students among the forums.  This should provide 
for a better distribution. An appropriate variety and number of stickers should be included in the Welcome Packets for each school.  

Each Forum will need a facilitator or two and a space in which to meet. Facilitators need to be trained. Forum Facilitators often double 
as school hosts. Sometimes a second facilitator for a forum is drawn from other schools with experienced facilitators. Home Base 
Rooms often double for Forum Rooms. In this case it will be simpler and more secure for the School Host from the home base to 
facilitate a forum in the same room. 

The number of students in each forum should be from 10 to 20. This number will depend on the total number of students at the 
festival, the number of spaces available and the number of facilitators.  
 
Scheduling concerns: All forum groups need to meet for 20 or 30 minutes sometime before the first show but after the Opening 
Ceremonies. All students need to be able to attend this session.  The intent of this session is to break the ice with some name games 
and to set forth forum expectations.   

FORUM FACILITATOR TRAINING 

All facilitators should read the Forum Participant Guidelines and the Forum Facilitator Guidelines  prior to the start of the 
training. 

Start the training session with a “name game” or two. The facilitators will need to know how to do this in their own forums. 

At the training session a member of the Council should review and reinforce the above mentioned documents. 

The training session should be run by one or two Council members and consist of a mock forum. This could be accomplished by 
watching a few short scenes of 3 to 5 minutes each.  The scenes could be performed, live, by the student Facilitators being trained or 
each person could bring a scene on video tape.  The scenes could also come from other sources, however, having the facilitators 
produce them ensures a personal stake in the matter just like the students in a festival. After watching a few scenes, the group would 
discuss the work.  The discussion of each piece would be facilitated by a different facilitator candidate.  Then the effectiveness of the 
forum and of the facilitator would need to be evaluated by the group and particularly the council members in charge.  The council 
persons running this workshop should have a few plants in the group to do some role playing and provide the facilitators experience in 
dealing with the overly negative or the overly domineering participant. 

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. A marking on the students name tag, usually a sticker, will 
determine forum assignment. 

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. 

o Discuss character development. 
o Discuss script interpretation. 
o Discuss the design choices and implementations of the Set, Lighting & Sound. 
o Discuss the rehearsal process. 
o Explore the choices made by the production company. 
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FORUM FACILITATOR GUIDELINES 

The primary job of the facilitator is simply to let the discussion unfold.  Do not enter into the discussion unless it is necessary to offer 
some guidance.  If there is a lull, suggest an aspect of the show that the group might consider or even present a question your self.  
Please be aware of group dynamics and try not to let one or two students dominate the discussion.  Encourage vocal participation from 
all students.  You might even try having each student offer a question or comment round robin style. 

It is essential that the facilitator establish the right tone from the start to enable constructive, specific comments from everyone. 
Establish a comfortable and easygoing atmosphere.  Arranging chairs in a circle with the facilitator just another point on the circle can 
help relax things or perhaps sit outside the circle.  
Meet with the group of students assigned to you in the room assigned by the host at the start of the festival and after each block of 
shows. 
At the initial meeting with your group, initiate a “name game” to break the ice and get folks to start to know one and other. 
Attend each performance and make note of a few things to discuss.  
Divide the time spent discussing each show evenly.  Hold to that time even if the discussion wants to go longer.  If a later show seems 
to need less discussion, reallocate that time to the show that needed more time.   
Be sensitive to the fact that students from the play that is being discussed will be present at the forum.  This provides an excellent 
opportunity to ask questions.  Starting with a question, especially for the tech kids- how did you do that special effect? -helps to break 
the ice and remind the others they are talking about a given show with cast/crew members amongst them. 
Encourage students to focus on the positive while still allowing them to disagree.  Generally, students are very sensitive to this.  
Remind students that at least half of the students at the festival are involved with the technical aspects of their show.  Try to balance 
the discussion to reflect this.  
The facilitator should in no way dominate the discussion. 
Don’t let a few people dominate the discussion. 
 
Some sample questions: 

• Describe one of your “breakthrough” rehearsals. 
• How did your Designers and/or Tech crews interact with one another during the process? 
• What parts of the play do you still struggle with in some way (character, blocking, tech)? 
• Character development. 
• Costume choices. 
• Props choices. 
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HOUSE MANAGER 
(Adult) 

The House Manager is responsible for assigning usher duties and for beginning each play. Since there is no attendance rule at the 
NEDF we do not necessarily hold for missing schools or students. If a school or some students are missing, inform the registration 
desk so that they can try to track them down. The host can decide whether to hold or keep them locked out. 

Preparation: 

1. Assign ushers to check for nametags and tickets and to give programs to ticket holders.  
2. Assign some ushers to guard doors during performances on a rotating schedule.  They can swap show by show for inside and 

outside duties so that all get to see the same number of the shows.   
3. Be sure to read and review the section on Ushers & Door Guards with those students. 
4. NEDC does not require attendance but hosts generally do as a security & safety issue.  If the host is requiring attendance, the 

House Manager will record attendance.   
5. Create a chart indicating which companies should be present at each performance. Typically, one is back stage about to 

perform, the previous performers are waiting to be welcomed into the theatre by the MC, while another is in the green room.  
During Performance Blocks: 

1. Check with the Host Stage Manager for actors making house entrances and inform door guards to let them in. 
2. Check with the Host Stage Manager to see if there is going to be a delay. 
3. Signal the lobby two minutes before performance time. 
4. School Hosts will check in before every performance with guest attendance. 
5. When attendance is concluded, report (via headset/runner) to the Stage Manager that the House is ready. 
6. Close the theater doors when the house lights go to half.  

USHERS / DOOR GUARDS  

(Students: inside & outside each door to the theater) 

Prior to a show, these students usher everyone into the theatre. During a performance some of them need to stay outside the theatre 
to ensure that no one enters during a performance. This duty is usually swapped around so that everyone gets to see the same 
number of performances. 

Ushering: 

1. Give out programs to ticket holding members of the public unless this is handled at the box office. 
2. Festival Participants may enter if they have their nametag.  Visitors must purchase a ticket at the Box Office.  Check for 

nametag or ticket before EACH PLAY.   
a. If a Student or Adult Festival participant has lost his/her nametag, send him/her to the Box Office/Registration with their 

director.   
b. Please tell visitors to keep their tickets so that they can get in and out between plays.   
c. There are usually different colored tickets for each play session.  Visitors must purchase tickets for each session.   

3. Do not allow food or drink into the theater. Keep an eye out for this and ask people to leave it behind. 
4. If you see someone enter with a camera, politely inform them that NO picture taking is allowed.  (with or without flash) 
Door Guarding: 

5. It is a Festival rule that no one may enter or exit during a performance.  The reason for this is that the disturbance of a door 
opening and closing and people moving about in the theater can cause a distraction which would destroy the “suspension of 
disbelief” established by the play in progress. Use common sense.  If someone is going to be ill or is having a coughing fit, let 
them out as QUIETLY as possible.  Open and close the door for them.  Learn how to do this quietly before festival begins. 

6. Actor House Entrances: Hopefully you will be notified by the house manager in advance if actors need to make entrances 
through the house. However, if someone shows up during a performance in full make-up & costume claiming to be a part of 
the company on stage, by all means, let them in. 

7. Visitors who arrive late may not know this rule.  Be polite but firm.  Do not let anyone into the theater once a show has begun.  
It is convenient to have a TV in the lobby connected to a camera in the house if possible so that late comers may watch.  If 
there is an emergency, let an adult at the box office or registration desk take care of it.   

8. Those who are stationed in the lobby during the performances may also need to keep a close watch on concessions and cash 
box if there are any in the area. 

9. NOTE: IT WILL BE THE RESPONSIBILITY OF THE HOUSE MANAGER TO GIVE THE WORD TO CLOSE THE 
DOORS. This generally does not happen till the house lights go to half. 
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TECHNICAL COORDINATOR 
(Adult) 
The Technical Coordinator is responsible for most everything that happens within the theater except for the audience.  This 
includes: 
o Fill out the NEDC Facility Data Sheet found at www.nedrama.org to be presented at the meeting at the New England Drama 

Festival the year before your festival.  It is also a good idea to attend this festival to see how it all works. 
o Lighting design or designer. 
o Sound design or designer. 
o Set Load-In & storage areas. 
o The following 3 items need to be published with School Registration Packet: 

a. Lighting Plot & Light Board cheat Sheet 
b. Floor plan of theater with dimensions including doors. 
c. Facility Data Sheet providing technical information which defines the theater to guest schools. 

o Assembling & Training the host crew: Make copies of the next several pages of this document and distribute them to everyone 
on your crew. They should all be aware of the interdependencies of their jobs. Review specifics with each individual. 

o Hold a mock session with folks playing the roles of a guest company. 
o Get the Technical Information Forms (page 2 of Registration Form) for each show from the Registration Coordinator. 
o During the festival Technical Coordinator can be the Host Stage Manager or just a quiet overseer. 

STAGE MANAGER 

(Adult/Student) 
This is a very precarious position.  Sometimes there will be a student who can handle it but frequently there will not.  In either 
case, it would be wise to have an adult host (the Technical Coordinator) available at all technical rehearsals to deal with any tricky 
situations. The stage manager needs to be well versed in: 
1.  The capabilities and operations of the host facility. 
2.  The capabilities of the host crew. 
3.  The rules of festival. (virtually none) 
4.  Communicating with guest crew. 
5.  Communicating with the host crew. 
6.  Communicating with the guest directors. 
7.  Communicating with the House Manager & Masters of Ceremonies. 
The situation to avoid is where the guest holds the host stage manager responsible for some failure in the guest production.  
Sometimes the host stage manager or crew can be an easy scapegoat.  Sometimes it is deserved.  It can be reassuring to the guest to 
see an adult in this position or at least overseeing the student and available to mediate any disputes.  A Council member can serve 
well in this role also. 
 
In the weeks prior to the festival the stage manager will: 

1.  Assemble the crew. Be careful not to have too large a crew. This can lead to boredom and distraction. Splitting a job between 
2 folks to ease the load sounds nice but can lead to disaster. Information doesn’t get shared and something gets missed. This is 
especially problematic in the lighting and sound area. Keep the same crew for the whole festival. 

2.  Hold training sessions to teach the crew their responsibilities. Be certain they understand the rules & procedures of the 
festival. 

3.  Determine presets for all curtains, legs, teasers, electrics & anything else back stage that might change from show to show. 
4.  Secure an adequate supply & variety of spike tape. 
5.  Organize & review Technical Information Forms (blank found at www.nedrama.org) sent in by participating schools to the 

Registration Coordinator.  If there are questions, contact that school's technical director or director and get answers. 
6.  Review the rest of this packet.  Pay particular attention to the responsibilities of the rest of the crew, the house manager, 

master of ceremonies, load-in host & technical director. 
7.  Review procedures of calling the festival cues with the lighting host, sound host, house manager, curtain operator, master of 

ceremonies and the host crew. 
8.  Create a table or check list to be used during techs and performances to record the preset information for each show.  Use a 

separate page for each show.  Start with information gleaned from the Registration Form & Technical Information Form. This 
can be handled in a database. Leave an area on each page to be filled in quickly by hand (circle or check boxes) during and 
just after each technical rehearsal.  Start with these forms in technical rehearsal order in a loose leaf notebook.  As shows 
complete their technical rehearsal, reorganize their forms into performance sequence.  This book is your bible. You will meet 
with your crew after each tech to record everything that each of them had to do for this production. Then before each 
production you will use this chart to verify that all is properly preset for each show. 
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PRESET CHECK LIST 

TECH TIME: SHOW TIME: SPIKE TAPE:  
SHOW: SCHOOL: 
DIRECTOR: LIGHTS: 
TECHNICAL DIRECTOR: SOUND: 
STAGE MANAGER:  
FLATS: PLATFORMS: 
FURNITURE: SPECIALS: 
  
TRAVLER 1 HOST GUEST OPEN CLOSED ON SPIKES 
TRAVLER 2 HOST GUEST OPEN CLOSED ON SPIKES 
TRAVLER 3 HOST GUEST OPEN CLOSED ON SPIKES 
CYCLORAMA HOST GUEST IN OUT  
LEGS HOST GUEST STANDARD ON SPIKES  
Preset with curtain OPEN CLOSED    
House to ½  HOST GUEST    
House Out HOST GUEST    
Pit Stairs      
      
      
11.  Assign spike tape colors to schools.  Try to use colors that are easiest to see on your stage for shows that depend heavily on 

spike tape visibility.  Consider the number of scene changes to be done in blackout.  Consider the number of set pieces.  If 
there are still options, consider their school colors.  Finding enough different spike tape colors for a 12 show festival is usually 
not possible.  Carefully plan spike tape assignment so that some colors can be pealed up & recycled (used again) after a show 
has performed. After each block of show some colors of spike tape can be pealed up. This will reduce confusion. 

12.  Post the festival schedule and spike chart in both wings and the load-in area where your crew can easily refer to it. 
 
Each day of festival (this may include the day before if there will be early technical rehearsals): 

1.  The crew should be on call at least 30 minutes before the first event, be it rehearsal, show or ceremony.  If anyone is late call 
immediately and arrange to cover the position if necessary. 

2.  Peel up spike tape that is no longer needed. 
3.  Have the remaining spike tape checked and fixed. 
4.  Have the stage swept. 
5.  Have everything put in its preset position for a tech or set position if the first event is a performance. 
6.  Make certain a dimmer check is done, every dimmer, one at a time. 
7.  Make certain a sound system check is done, every speaker, every microphone, every sound source or player. 
8.  Organize your paperwork for the day.  Shows will probably tech in one sequence and be performed in a different sequence. 
 
Prior to each technical rehearsal: 

1.  Greet the incoming guest company 5 to 10 minutes prior to the start of the tech where ever they will be waiting to come back 
stage or in the wing. If possible, some of this may be accomplished during the previous tech. 

2.  Introduce yourself.  Meet the guest Director, Technical Director, Stage Manager, Lighting and Sound Techs.   
3.  Explain very briefly the tech length and that a timer will call out the remaining time in 5 or 10 minute intervals. 
4.  Explain the available intercom locations.  Offer an intercom in the house to directors if it is available. 
5.  Verify that the information on their Technical Information Form is correct.   
6.  By now the rest of the host crew should be done sweeping and presetting.  They should join you so that you may introduce 

them as a group.  Explain that they will wait quietly in the wings to answer any questions or provide help on request.   
7.  Introduce the guest & host lighting & sound techs.  The hosts should now take the guests to the lighting and sound areas. 
8.  Give the guest stage manager a roll of spike tape. 
9.  A Representative to the New England Drama Council from this schools state should be present at the technical rehearsal.  At a 

convenient time introduce yourself to this person.  The State Rep is there to act as a liaison between this school and the host 
(at the moment that is you).  They will also make certain that this school is adhering to their states rules.  Remember that each 
state has its own rules or no rules regarding length of play and time to set/strike the stage.  These rules are not a host concern. 
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At each technical rehearsal: 

1.  At the New England level we generally allow an hour for each technical rehearsal. This means that 5 or 10 minutes before the 
hour is up you should ask the guest to take their set off the stage. You or a timer can call out the time remaining at 5 or 10 
minute intervals, whichever the guest director prefers. An hour long technical rehearsal is a luxury for most after the 35 or 40 
minute techs at the state levels. Be flexible to a degree but do not allow the festival to get too far off schedule.  Most directors 
are very cooperative but occasionally there is one who will take all they can get. 

2.  Stay within earshot and sight of the director and/or technical director and/or stage manager so that you can respond quickly to 
their question or maybe even anticipate them.  Do not make them have to find you.  Pay attention to what they are doing.  Do 
not engage in idle conversation which will distract you from your guest's needs.  Always respond quickly, politely and 
respectfully to your guest's questions and requests. 

3.  At some mutually convenient time, discuss the cueing of house lights out and curtain open for the start of their show with the 
guest stage manager and lighting tech.  Establish who will do what and when. Write this down. You should not turn control 
(intercom, house lights, stage lights) over to the guest until you, the, host are ready for the show to begin.  You need to be 
certain that the house is ready and it is not earlier than the scheduled time for this show to begin.  This is all to avoid a false 
start where the lights go out and the house stays dark for an inordinate time before the show begins. We also do not want to 
lock out family & friends traveling long distances due to our starting ahead of time. 

4.  Determine who is running curtain (host or guest) and have them trained. 
5.  If different from standard, see to it that legs, travelers and flies get spiked with the appropriate spike tape by the host crew or 

guest crew. Don’t assume the guest knows how to spike your equipment. 
6.  Record all settings so that everything can be restored for the actual production of this show. Ask your back stage crew what 

they had to do for this production and record that information. 
 

Prior to each performance: 

1.  Have the stage swept. 
2.  Have your crew preset everything according to the information that was recorded during the tech for this show. 
3.  Give the incoming company a 5 minute warning to load-in.  Also tell them how long it will be till show time. 
4.  When you are ready, cue the incoming company to load-in. 
5.  Give a 5 minute cue for show time. 
6.  Give the 2 minute warning to the House Manager and Lighting Host. 
 

At each performance: 

1.  Using your recorded notes, check with your crew to be sure that all host presets have been taken care of. 
2.  Coordinate with the Master of Ceremonies, lighting and sound hosts for the introduction of the show. 
3.  Turn control (intercom, house lights, stage lights) over to the guest when you, the host, are ready for the show to begin.  The 

House Manager should tell you when the house is ready.  Be certain it is no earlier than the scheduled time for this show to 
begin.  This is all to avoid a false start where the lights go out and the house stays dark for an inordinate time before the show 
begins. We also don’t want to run the risk of locking out a parent or friend who traveled across New England because we 
started a show early. Stick to the schedule or a bit later. 

4.  During the show, if you have done your job, there should be nothing to do.  Remain available and attentive but stay out of the 
way.  That goes for the rest of your crew too. Remain silent and attentive. 

5.  At the end of the show, regain control of the intercom, lights & sound. Avoid leaving the house dark for an inordinate time 
after the final applause of the show. You should designate one of your crew to monitor the intercom in each wing for you. 

6.  Coordinate with the Master of Ceremonies, lighting and sound hosts for any announcements usually at the end of a block. 
7.  Have this set loaded out, the stage swept and start loading in the next show. 
8.  Be prepared to tell the outgoing company where to wait for their host and the cue to reenter the house. 
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LIGHTING DESIGNER 

The lighting design needs to provide for versatility and flexibility. Not every lighting possibility is available at every venue. 
Provide the ability to light individual areas and to wash the stage. Typically there are 3 downstage, 3 mid-stage, and 3 upstage 
areas with separate control and perhaps separate color control. A cyclorama with color mixing is the next goal. Side light and top 
light to add color should be the final consideration. A light plot and a light board cheat sheet should be provided for distribution in 
the registration packet. The Cheat sheet should indicate channel and standard sub-master assignments. 

LIGHTING GUIDE 

The Lighting Guide job is to help the visiting lighting tech learn how to work with the host lighting system. The goal is for the 
guest's performance to be as good as it can. The lighting guide must be intimately familiar with the lighting system and be able to 
quickly show visiting crew what they need to know to run their shows.  Running lights in a foreign theater is one of the most 
frightening and stressful aspects of festival for a guest.  Try to make it as painless as possible.  Avoid at all cost a condescending 
attitude.  Mutual respect is the key to success in this position. Be forthcoming with suggestions when you see a way for the guest 
to accomplish a look especially if the director is making demands and the lighting tech is floundering. 

The Lighting Guide must be at the lighting control area during all technical rehearsals and performances. This job should not be 
shared. 

Prior to the beginning of the first technical rehearsal: 

1.  Using the above defined lighting plot, hang, focus and gel lights. 
2.  If there is a patch (hard or soft), write it down in case it gets changed. 
3.  If this is a computer board,  

a. Be familiar with all its modes of operation, recorded cues, sub-masters, 2-scene, manual. 
b. Make a digital backup of the basic programming including soft-patch and standard sub-masters. 
c. Prepare to make a separate backup after each technical rehearsal. 
d. Consider providing the option for guests to write cues at home ahead of time using software provided by the board 

manufacturer. This will require preplanning of channel assignments. 
4.  Create and duplicate cue sheets enough for each show and then some. 
5.  Clearly label the lighting board to make it easy for anyone to use and easy to read in low light.  (ex: DL warm, UR cool, Cyc 

blue, etc.) Color coding with highlighters can help. 
6.  Establish a Preset Condition for every control, switch and button on the console.  Document this setting and post it near the 

board. 
7.  Get the Technical Information Forms (page 2 of Registration Form) for each show from the Registration Coordinator. 
8.  Review all this with your technical coordinator. 
Start of each day: 

1.  Arrive at least 30 minutes early to allow time to make repairs as needed. 
2.  Dimmer check. Turn on each dimmer or channel, one at a time to verify that the proper lights are working. 
At each technical rehearsal: 

1.  Before each technical rehearsal set every control, switch and button back to the Preset Condition as established on the preset 
cue sheet or, on a computer board, restore from the default digital copy. 

2.  Meet the guest lighting tech on stage at the start of the rehearsal. 
3.  Briefly explain the operation of the lighting console. DO NOT condescend, but don’t assume that anyone else has a board 

quite like yours with your configuration. 
4.  Explain the queuing that will begin the show.  Determine who will take house lights out and when. 
5.  If using 2-scene mode provide cue sheets and offer to keep them on file till performance.  Mark them with the name of the 

play & school. 
6.  Explain, demonstrate and make available the intercom system. 
7.  Explain (demonstrate) any specials that are available. 
8.  Offer to turn off the house and work lights.  If they are not ready, offer again later when it appears they are. 
9.  Turn the controls and intercom over to the visiting lighting tech. 
10.  Step out of the way but stay close at hand to answer questions and provide “hand holding” as needed. 
11.  If the visiting tech is struggling with something quietly suggest a solution if you have one. 
12.  When done, file the cue sheets or save a digital copy of the show. Consider giving the guest a 2nd digital copy. 
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At each performance: 

1.  Before each performance set every control, switch and button back to the Preset Condition as established on the preset cue 
sheet or, on a computer board, restore from the default digital copy or the show digital copy. 

2.  When the host stage manager gives the cue, take the house to ½. 
3.  Light the Master of Ceremony for the introduction of the show.  
4.  Hand the intercom over to the guest tech. 
5.  Take the house out or let the guest take the house out as predetermined. 
6.  Step out of the way but stay close at hand to answer questions and provide “hand holding” as needed. 
7.  Hopefully all will run smoothly. If the visiting tech is struggling with something quietly suggest a solution if you have one. 
8.  Do not enter into random conversation with the guest tech or anyone else. This will result in a missed cue for sure. 
9.  At the end of the show take the house lights up & retrieve the intercom. Avoid leaving the audience in dark after the applause. 
10.  Check in with the Stage Manager. 
Between performances and techs: 

1.  Be prepared to bring up light or a spot for announcers on stage especially at the end of a block. 
2.  Get ready for the next show or tech. 
3.  Stay on intercom between performances and shows. 
4.  Do not leave the light board even for a bathroom break without informing the Stage Manager. 
Other notes & responsibilities: 

o There is generally no need for the host crew to use the intercom during a performance so keep your mic off or remove headset. 
o Do not leave during techs or shows.  You need to be there in case something goes wrong. If you leave, something will. 
o The Lighting Guide should NOT be the person who replaces burned out lamps, hangs specials or runs errands during the 

festival.  This work should be assigned to backstage grips through the stage manager so the Lighting Guide can stay with the 
guest lighting tech. 

o The lighting guide should also be prepared to demonstrate and teach the operation of the follow spot(s), unless located away 
from the board, in which case a grip should take on this job. 

o Occasionally, a school will not have a lighting tech and request the host tech to run their lights.  This is permissible. 
o If the lighting board is a computer board, try to provide an easy “2-scene preset” configuration or preprogrammed sub-masters 

for easier set-up. 

CLOSED CIRCUIT TV 

Closed Circuit TV, CCTV, can be very helpful at a festival. At a minimum, a camera in the theatre connected to a TV in the lobby 
allows late comers and lobby staff to watch the plays after the doors are closed. Providing a camera operator to follow and zoom 
the action will make for a better viewing experience. Be sure to turn off the feed (camera & mic) when not in performance. No one 
wants their technical rehearsal broadcast. Do not record the performances as this would be in violation of copy write law. To take 
it a step further, a slide show or scroller of festival information could be broadcast while not in performance. When the doors to the 
theatre open to the public, switch to the live feed signaling that the house is open. Many buildings already have the infrastructure 
of cabling with TVs in every classroom. 

SOUND DESIGNER 

Sound at a festival needs to provide for prerecorded sound and live off stage microphones. Sound reinforcement is not typically 
used at a festival. The system needs to be able to play a CD or except input from an MP3 player, computer or other line-level 
device. A microphone should be available for offstage use in either wing or at the sound board. Masters of Ceremonies and other 
speakers may need microphones.  
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SOUND GUIDE 

The Sound Guide job is to help the visiting Sound tech learn how to work with the host sound system. The goal is for the guest's 
performance to be as good as it can. This person must be intimately familiar with the sound system and be able to quickly show 
visiting crew what they need to know to run their shows. This person should also be prepared to patch in equipment that a visiting 
show might bring.  (MP3 player, CD player, Synthesizer, Computer, etc.) Having some patch cords and adapters on hand is a good 
idea. Be sure to label them so they do not vanish accidentally. 

The Sound Guide must be at the sound control area during all technical rehearsals and performances. 

Prior to the beginning of the first technical rehearsal: 

1.  Install and test all sound equipment including: 
a.  CD player. 
b.  mic at the sound board. 
c.  mic back stage. 
d.  Inputs for mp3 players or computers. 
e.  Amplifiers, mixer, & speakers. 

4.  Label the Sound board to make it easy for anyone to use.  (ex: Mp3/Computer, CD, Stage Mic, etc.) 
5.  Make a drawing that shows every control on your mixer board.  Make copies to be used as cue sheets by guests. 
6.  Establish a preset position for every control in the sound system. Mark these settings on a Preset cue sheet & post it near by.  

Include any switches or controls on the amplifier, mixer, CD player, etc. There may be hundreds of controls, but this is 
important. 

7.  Have on hand a variety of adaptors and cables for patching in guest devices. 
8.  Label all adaptors, cables, microphones with your schools name so nothing accidentally goes home with a guest. 
9.  Get the Technical Information Forms (page 2 of Registration Form) for each show from the Registration Coordinator. 
Start of each day: 

10.  Arrive 30 minutes early. This allows time for checks and to make repairs as needed. 
11.  While playing music, check every speaker.  
12.  Check every mic and every sound source. 
13.  Verify that every piece of equipment is working with proper levels set. 
At each technical rehearsal: 

1.  Set every control, switch and button back to the Preset Condition as established on the preset cue sheet. 
2.  Meet the visiting sound tech on stage. 
3.  Briefly explain the operation of the Sound system components. 
4.  Do not condescend but don’t assume that anyone else has a system configured quite like yours. 
5.  Provide cue sheets and offer to keep them on file till performance. 
6.  Explain the intercom system. 
7.  Turn the controls and intercom over to the visiting tech. 
8.  Assist in connecting any guest device: computer, mp3 player, etc. 
9.  Step out of the way but stay close at hand to answer questions and provide “hand holding” as needed. 
10.  Be attentive. If the visiting tech is struggling with something quietly suggest a solution if you have one. 
At each performance: 

1. Return all controls to Preset.  See the preset cue sheet. 
2. Be prepared to mic the Master of Ceremony to introduce the show when the stage manager cues house to ½.  
3. Turn the controls and intercom over to the visiting sound tech. 
4. Step out of the way but stay close at hand to answer questions and provide “hand holding” as needed. 
5. Remain attentive. If the visiting tech is struggling with something quietly suggest a solution if you have one. 
6. Do not enter into random conversation with the guest tech or anyone else. This will result in a missed cue for sure. 
Between performances and techs: 

1.  Be prepared for the MC to make an announcement especially at the end of a block. 
2.  Get ready for the next show or tech. 
3.  Stay on intercom between performances and shows. 
4.  Do not leave the sound board even for a bathroom break without informing the Stage Manager. 
Other notes & responsibilities: 

o There is generally no need for the host crew to use the intercom during a performance so keep your mic off or remove headset. 
o Do not leave during techs or shows.  You need to be there in case something goes wrong. If you leave, something will. 
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GRIPS  

These are back stage techies. Typically, 2 crew are assigned to each wing.  The jobs are: 
Traveler operator 
R-legs 
L-legs 
Flies 
Sweeping 
(Patch if needed) 
(1 or 2 grips, run errands, change lamps/gels, teach follow spot operation, etc.) 
 
1. These crew members must be present at all technical rehearsals and all performances. 
2. This crew must have a working knowledge of everything back stage.  (curtains, legs, flies etc.) 
3. These people need to be attentive to the needs of the visitors and yet stay out of the way. 
4. Most of the work of this crew is done between techs and shows but they need to be on call at all times. 
5. Each crew member should have a small notebook to write down any special things that need to be done for each show.  This is 

especially important since shows do not usually tech in the same sequence that they are performed.  These notes should 
include such things as: 
o Who runs travelers? 
o Start with travelers open or close? 
o Spike tape color? 
o location of portable stair units. 
o rigging positions. 
o who sets the legs. 
o Cyclorama or other soft goods in or out. 
o Which travelers are in or out. 

Any special equipment, extension cords, step ladders, furniture or props being borrowed from the host. 
6. Host crew should not help with visitor sets unless asked to do so. They should offer to help. 
7. Host crew should sweep the stage & wings before each rehearsal & show.  This is part of the job.  Do not wait to be told to 

sweep as the stage manager will be busy orienting the next company. As soon as an event ends, start sweeping. 
8. Host crew should check and fix spike tape between rehearsals and shows.  This is part of the job.  Do not wait to be told to 

check and fix spike tape. 
9. Remain attentive and silent in the wings during tech rehearsals and performances. 

LOAD-IN HOST 

This person coordinates the movement and storage of sets outside of the stage.  The primary load-in responsibility is the set storage 
area.   

1. Assemble a loose leaf notebook of Registration & Technical Information Forms.  Include copies of the Preset Check List from 
the Stage Manager and the festival schedule. 

2. Determine the space requirements of each show. 
3. Work out the set flow for the festival. Review this with the stage manager and technical coordinator. Determine when which 

sets move on or off stage, from which side, and when sets will load in & out of the building. 
4. Be prepared for all this to change once the guests arrive. 
5. Clear the set storage area to make as much space as possible. 
6. The load-in tech should know as much as possible about the stage, sound and lights to answer all those last minute questions 

the visitors are bound to have while waiting to get onto the stage.  Have a lighting plot, cue sheets for lights & sound and 
lighting cheat sheets on hand for reference. 

7. The load-in tech should also have access to some tools and other materials in case someone needs to repair a set. 
8. Meet each school as it arrives or while it is on tour to determine when and where they will load there set into the building. 

Realize that you may be the first or second representative of the host school they meet. Make them feel glad they came. 
9. Be available in the set storage area to guide sets in and out and assign space for sets. 
10. Review with the visiting production staff their requirements and alert the stage manager to any changes or added needs.  Act 

as a liaison and troubleshooter between the guest and the stage manager prior to the technical rehearsal. 
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SAMPLE TENTATIVE SCHEDULES 
Thursday, Friday, Saturday  

THURSDAY,  mm/dd/yyyy 
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 

 
FRIDAY,  mm/dd/yyyy 

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 

 
SATURDAY,  mm/dd/yyyy 

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 
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Sample Tentative Schedule 
Saturday, Sunday, Monday 

 

SATURDAY, mm/dd/yyyy 
8:00a Tech: A 

9:00a Tech: B 

10:00a Tech: C 

11:00a Tech: D 

11:30a Lunch 11:30-12:45 

12:30p Director/Council 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 

SUNDAY,  mm/dd/yyyy 
7:45a Breakfast 7:45-9:45 

8:00a NEDC Business Meeting 

 Tech: G 

9:00a Tech: H 

10:00p Tech: I 
11:00p Tech: J 
 Lunch 11:30-12:20 
12:20a Introductions 
12:30a Show # 5 
1:30a Show # 6 
2:35p Student & Director Forums 

3:00p Introductions 
3:10p Show # 7 
4:10p Show # 8 
5:15p Student & Director Forums 

5:40p Tech: K 
 Dinner 5:40-6:50 
6:40p Tech: L 
 Workshop 2 

7:50p Introductions 
8:00p Show # 9 
9:00p Show #10 
10:05p Student & Director Forums 

10:30p End of day 

 MONDAY,  mm/dd/yyyy 
7:45a Breakfast 

8:00a NEDC Open Meeting for all directors 

 Student Congress Meeting 

8:50a Workshop 3 

10:00a Introductions  
10:10a Show #11 
11:10a Show #12 
12:05p Student & Director Forums 

1:00p Banquet 
2:00p Closing Ceremony 
3:00p End of day 
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Sample Final Schedule 

 

THURSDAY, 4/27/2006 

8:00a Tech - OneTown, NH 
9:00a Tech - TwoTown, NH 
10:00a Tech - ThreeTown, MA 
11:00a Tech - FourTown, ME 
11:30a Lunch 11:30-12:50 

  

12:30p Director/Council Meeting 
1:00p Opening CeremonyOpening CeremonyOpening CeremonyOpening Ceremony 

1:30p Student & Director Introductory Forums 
2:00p Introductions Introductions Introductions Introductions –––– Block I Block I Block I Block I 

2:10p Show Title One One High School, NH 

3:10p Show Title Two  
 Four High School, ME 

4:05p Student & Director Forums 
  

Workshop 1 4:30p 
Tech - FiveTown, VT 

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

5:30p Tech - SixTown, MA 
  
7:00p Introductions Introductions Introductions Introductions –––– Block II Block II Block II Block II 

7:10p Show Title Three  Five Academy, VT 

8:10p Show Title Four  Six High School, MA 

9:05p Student & Director Forums 
9:30p Entertainment 
10:00p End of day 

FRIDAY, 4/28/2006 

7:40a Tech - SevenTown, CT  
7:45a Breakfast 7:45-9:45 
8:00a NEDC Business Meeting 
8:40a Tech - EightTown, RI 
  
10:00a Introductions Introductions Introductions Introductions –––– Block III Block III Block III Block III 

10:10a Show Title Five  Seven High School, CT 

11:10a Show Title Six  Eight High School, RI 

12:05p Student & Director Forums 
  

Lunch 12:30-2:20  12:30p 

Tech - NineTown, ME 
Workshop 2 1:30p 

Tech - TenTown, RI 
  
2:50p Introductions Introductions Introductions Introductions –––– Block IV Block IV Block IV Block IV 

3:00p Show Title Seven  Nine High School, ME 

3:50p Show Title Eight  Two High School, NH 

4:35p Student & Director Forums 
  

Dinner 5:00-6:50 5:00p 

Tech - ElevenTown, CT 
Workshop 3 6:00p 

Tech - TwelveTown, VT 
  
7:20p Introductions Introductions Introductions Introductions –––– Block V Block V Block V Block V 

7:30p Show Title Nine  Ten High School, RI 

8:30p Show Title Ten  Eleven High School, MA 

9:15p Student & Director Forums 
9:35p Entertainment & Director’s Reception 
10:30p End of day 

 SATURDAY, 4/29/2006 

7:45a Breakfast 

NEDC Open Meeting for all directors 8:00a 

Student Congress Meeting 
  

10:00a Introductions Introductions Introductions Introductions –––– Block VI Block VI Block VI Block VI 

10:10a Show Title Eleven  
 Twelve High School, VT 

11:30a Show Title Twelve  
 Eleven High School, CT 

12:05p Student & Director Forums 
  

1:00p BanquetBanquetBanquetBanquet 

2:00p Closing CeremonyClosing CeremonyClosing CeremonyClosing Ceremony 

3:00p End of day 
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REVISIONS 
Version 4.6 - Revised:  11/29/2010 
This is a major revision. 

o The entire document, every word, had been review and updated. 
o Formatting has been cleaned for consistency and for easier transition to the web. 
o Organization of document and staff has been improved. 
o Added a Festival Days Operations Outline to use as a check list on the days of the festival. 
o bullet/check lists have been added and updated throughout the guidelines. 
o hyperlinks have been added throughout the guide lines. 
o The table of contents is now at the end of the document and every line is a hyperlink. 
o An alphabetical Index has been added to the end of the document and every line is a hyperlink. 
o A link to the Table Of Contents and the Index has been added to the top of every page. 
o Content Notification and Consultant information has been added. 
o Registration Coordinator: how to deal with Email, Forms, Tracking. 
o A section on meeting has been added. 
o Duties of the Awards Publisher have been better defined & explained. 

1. School commendations: assignments, collecting, publishing, presenting, framing 
2. Council commendations: collecting, publishing, presenting, framing 
3. Participation Certificates 

o A section on Workshops has been added. 
o Sample Tentative and Final Schedules have been added. 

 
Version 3 - 6/8/2009 
  Added Awards Publisher 
 Added section on Master of Ceremonies 
Revision 1.1 - 11/02/97 
This revision includes several typographical, punctuation & spelling errors.  In addition the following additions were made on 
recommendations from Bill Vinton, host of NE Festival 97 in Vermont: 

Timeline > October - 6 months before festival 
Collect workshop fees from State Reps 

Timeline> Friday - 27 days before Festival __/__/__ 
Make Nametags for NEDC Members & Life Members and others you know of in advance 
Make decorations & posters without show specific items. 
Make banners leaving out show specific information. 

�ew section > Banners 
It has become customary, though not required, to present each school with a banner at the closing ceremony. The idea is that the 
participating school will hang this banner prominently in the theater back home.  There is no standard format.  In the past they 
have been silk screened, embroidered, tapestries, etc.  Some have been hand made by host students & parents.  Others have been 
made professionally with donated services and some with great expense.  The choices made here can greatly effect your expenses.  
Usually the basic banner can be made well in advance.  The school and show names can be added during the last 2 weeks. 
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