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Production and Performance Policy  

1  Introduction 

At Italia Conti, we produce over 15 public performances in our internal spaces; the Avondale 

Theatre and the Sheridan Studio Theatre; and a number of productions in external spaces. 

Additionally, dozens of productions and presentations are staged throughout the year for 

internal consumption.  

Italia Conti is striving to achieve sustainability and professionalism at the heart of its buildings, 

curriculum, and theatrical productions. This ongoing journey means students, and staff 

collaborating and innovating new ways of working to future-proof performing arts practice; and 

ensuring a professional practice is used across the board.  

Staff and students should read and apply the guidance included in this policy for every 

production that they are involved in at Italia Conti.  

Covid-19  

For the 2020-21 academic year, this policy should be read in conjunction with 

the Covid-19 Production Policy and ongoing government legislation, including 

all attendant risk assessments and health and safety guidance and 

requirements.  

 

2  Aims 

The aims of this policy and procedures are to: 

• Lead, educate and inform Italia Conti students on best practice in theatre production, 

and Italia Conti’s approach to theatre production.  

• Create theatre productions that enable students to develop skills whilst minimising the 

consumption of natural resources.  

• Monitor and evaluate the environmental performance of Italia Conti’s productions.  

 

3 Application 

This policy applies to all aspects of production at Italia Conti including rehearsals, company 

behaviour, sets, props, costumes, lighting, sound and FOH procedures.  

 

4  Commitments  

1. To apply this policy to all Italia Conti Productions, including to the best of your ability 

all external productions.  

2. To maintain coherent production values across all courses.  

3. To engage all practitioners and company members involved with the principles of 

sustainable production at Italia Conti.  
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4. To test, explore and develop new method of working that reduce negative 

environmental and social impacts. 

 

5  Responsibilities 

5.1 Academic Staff (commissioning production work) 

• Ensure that all visiting professional and external directors and designers are aware of 

this policy from the outset, through inclusion in contracts and contract negotiation.  

5.2 Director  

• Ensure that a professional approach to working is maintained with the students in the 

rehearsal room.  

• Take a leadership role in encouraging creative, sustainable approaches with the 

design team through inclusion of this policy in discussions during the design phase.  

5.3 Head of Course and Operations Manager 

• Budget to allow for the purchase of materials and goods that cannot be sourced second 

hand  

• Ensure that the Production Manager and Heads of Departments have been aware of 

this policy and have been provided with appropriate knowledge and support to engage 

with designers on this policy.  

• Ensure all productions have the appropriate levels of Front of House staffing in 

accordance with the legal minimum based on seating capacity.  

5.4 Production & Stage Manager 

• Ensure all productions are realised using correct Health and Safety Procedures in 

accordance with the standard production risk assessment (see Appendix A).  

• Where appropriate and practical, provide staffing levels to professional industry 

standards.  

• Ensure that all Heads of Departments (HoDs) have been made aware of this policy 

and provide opportunity in design parameters meetings, design presentations, 

construction meetings and production meetings to discuss and trouble-shoot 

sustainable design initiatives.  

• Where possible monitor the production’s key environmental impacts.  

o Stage Lighting energy consumption 

o Timber used 

o Production deliveries 

o Company Travel  

o Theatre space energy consumptions  

• Ensure that designers and HoDs are aware of the need to re-use materials as much 

as possible and encourage them to design and build to ensure easy dismantling, 

especially if different materials are being combined.  

• Encourage designers to use stock elements from set, prop and costume stores to 

reuse/upcycle into new elements.  

 

5.5 Designers  



4 | P a g e  
Italia Conti\Policies\Production and Performance policy \ Academy wide v2 updated November 2020 

• Consider sustainable design initiatives in the development of any designs for Italia 

Conti. Consult the Production Manager, HoDs and suppliers about any sustainable 

products and processes that may be available for use/tired and tested at Italia Conti to 

minimise the carbon footprint of the design.  

• Consider the impact the design may have on the budget and environment, including 

materials, construction processes, transport and delivery impacts, operation and 

maintenance during use, and end-of life disposal options.  

• Research and investigate the use of sustainable materials in the design. Prioritise the 

re-use and upcycling of existing stock items stored at Italia Conti, and/or items sourced 

second hand.  

• Adopt the use of sustainable materials and processes in the construction phase of the 

design in consultation with the Production Manager and HoDs.  

• Ensure the designs meet with the appropriate level of production quality and values 

that has been instigated and upheld by Italia Conti.  

6 Procedure 

This policy should be taken into account at the earliest phase of the rehearsal and design 

process and shared with every member of the company upon project commencement.  

This policy should be revisited and considered at the following stages of the production 

process: 

• Design Feasibility Meeting (s) 

• Design Presentation 

• Rehearsals  

• Build Period  

• Production Week 

• Get-out and Disposal 

 

6.1 Production and Stage Manager  

Rehearsals and Production Week 

• Together with the Director ensuring a professional atmosphere in the rehearsal room 

and venue in production week.  

• In collaboration with the Director and Operations Manager, ensure that schedules are 

adhered to keep the welfare of the company (staff and students) a priority.  

• At the start of the Production Week there must be a Health and Safety talk for all 

members of the company in accordance with Appendix B.  

Props  

• Stage Management must consider the re-use or recycling of suitable stock materials, 

or materials sourced second hand that can be adapted for use in the production.  

• Alternatives to unrecyclable and/or toxic treatments should be researched and tested 

to find reliable and sustainable methods of construction.  
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6.2 FOH Staff  

• FOH staff must ensure all procedures and checklists are adhered to before every 

performance in accordance with Appendix C.  

6.3 Set Designer  

Materials 

• All timber-built scenery will be constructed from non-old growth timber. Italia Conti is 

committed to using only FSC certified timber with a chain of custody, which ensures 

that timber is sources from sustainably managed forests with good standards for 

workers.  

• Stock materials that can be adapted or upcycled for use should be used in preference 

to buying new materials.  

• Sustainable alternatives must be considered for the application of set dressing and 

aesthetic treatments, i.e. plaster should be used as opposed to polystyrene.  

Set Construction 

• Limit the creation of toxic/chemical treatments, use of excessive transport, or sending 

non-biodegradable and/or chemical waste to landfill  

• Build with disassembly in mind to ensure that different composite materials can be 

recycled or reused effectively after use.  

• All sets to be built in accordance with the guidelines set out in the ABTT Technical 

Theatre Guidelines.  

Set Operation 

• Where the set requires the use of excessive amounts of water or consumable materials 

for the run of the production; with the Production Manager to consider implementing 

processes to limit excessive materials going to waste.  

Scenic Art 

• Designers must consider the use of non-toxic paint finishes and coatings, especially 

low VOC (volatile organic compounds) paints.  

• Where possible, paint should be applied by roller and pressurised spraying should be 

limited to specialist applications.  

 

6.4 Costume Designer  

Materials 

• Designers must consider the re-use or recycling of suitable stock materials, or 

materials sources second hand that can be adapter for use in the design including 

costumes, undergarments, shoes, wigs, and accessories.  

 

Costume Construction 

• Procedures that require excessive use of water, chemicals or highly unsustainable 

materials must be assessed and managed appropriately to limit the creation of harmful 

emissions and waste water, use of excessive transport, or sending non-biodegradable 

and/or chemical waste to landfill. 
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• Machines should be switched off when not being used to conserve energy 

• Threads and other materials should be used resourcefully and recycled where 

possible.  

Fittings 

• Where possible organise a fittings schedule for every production so that all students 

gain a professional experience.  

 

6.5 Lighting Designer 

• Designers are encouraged to be as energy efficient as possible when designing show 

lighting 

• Use the most energy efficient bulb for the job, such as tungsten rather than discharge 

moving lights.  

• Use Italia Conti house stock for design as much as possible 

• Research, test and explore new LED and low energy lighting fixtures where 

appropriate. 

6.6 Sound Designer 

• The Sound Designer must consider all areas of sustainability in the process of 

developing the sound composition of the production, including minimising the use of 

excessive high energy audio equipment.  

 

7 Linked Policies 

• Italia Conti Covid Production Policy and Procedures 

• Health and Safety 

• Risk Assessments, including those for Covid-19 

• Covid-19 Communication for Reopening Italia Conti Sites 

• Fire Safety and evacuation 

• First Aid 
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APPENDIX A – Standard Risk Assessment 

Venue:  
 

Italia Conti Academy 

Risk Assessment 

 

 

 

  

Activity / Performance:  Date of Activity:  
      

Description of operation (including title of performance if applicable) 

 

Who is affected by this activity? 

Actors ✓ Crew ✓ Public ✓ Young people ✓ Venue Staff ✓ 
 

1. BEFORE ASSESSMENT. Description of 
hazards / risks 

Likelihood Severity Risk Factor Notes  

Electrical – Risk of electrical shock from 

electrical equipment. Fire risk 

 

Trip Hazard – Equipment / personal 

belongings left in walkways. Uneven 

flooring. Cables and lanterns on stage. 

 

Fire – Combustible materials. Anyone in 

attendance is at risk of being burned, 

smoke inhalation and panicking. 

 

Working at Height – Risk of falling when 

crew accessing lighting equipment in rig. 

 

Food & Drink – Food wrappers, drink 

bottles. 

 

Physical Injury – Performers movement 

during performance. Students & crew 

manual handling set items. 

 

Spillages / Slips – Liquids spilt on stage / 

in auditorium 

 

Shoe-related Injuries (rolled 

ankles/severe blisters/crushed feet) -  

Participants are at risk of rolling their 

ankles, sustaining severe blistering on 

their feet and stepping on or being stepped 

on by fellow performers. 
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Dehydration – Performers not keeping 

sufficiently hydrated. 

 

Inappropriate Dress - Anyone 

inappropriately dressed may become 

uncomfortable or trip. 

 

Props – Performers using props with 

splitters / sharp edges / breaking. 

 

Smoking – Performers using cigarettes lit 

with matched during performance 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Recommended precautions to reduce RISK 

Electrical – All equipment PAT tested and regularly inspected by competent / qualified staff. 

Trip Hazard – All theatre equipment secured and placed out of walkways, edges marked clearly with white 

tape. Flooring regularly inspected for damage and repaired. All cable properly managed and cable 

backstage run along sensible routes and secured with appropriately. Students briefed on potential 

hazards. 

Fire – All smoke detectors / alarms / exit routes tested and inspected regularly. Italia Conti staff trained in 

evacuation procedures, students and staff inducted into fire emergency procedures by staff. All 

combustible materials treated with flame resistant spray. The staff available to co-ordinate with emergency 

services. 

Working at Height – Only authorised (trained) staff allowed access to ladders. 

Food & Drink – No food and drink rule (except consumable props or bottled water) to be enforced for 

students on the stage / backstage / in the auditorium, throughout rehearsals period and during 

performances.  

Physical Injury – Performers to warm up prior to rehearsals / performance to help avoid physical injury. 

Students and crew trained in manual handling techniques and will plan lifts correctly to avoid injury. Italia 

Conti to have first aiders available and staff to co-ordinate with emergency services. 

Spillages / Slips – Stage management to have materials and equipment on hand in the wings to deal with 

accidental / spillages as part of a performance, and procedures in place to clear spillage as quickly as 

possible. 

Shoe-related Injuries (rolled ankles/severe blisters/crushed feet) - Students taught to wear suitable 

footwear for the activity they are undertaking, floor swept prior to rehearsals / performances. In rehearsal 

movement is choreographed to avoid stepping on other performers.  

Dehydration – Performers encouraged to keep hydrated, an area designated for performers to keep 

bottled water. 
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Inappropriate Dress - Anyone inappropriately dressed may become uncomfortable or trip. Performers to 

rehearse in costume to ensure they are suitable, not constricting / catches on scenery etc. 

Props – Performers using props with splitters / sharp edges / breaking. All props inspected prior to 

rehearsals, edges checked, splinters sanded down etc. 

Smoking – Performers reminded of fire risks associated with smoking and matched, ash trays with fire 

retardant gel provided and their use integrated within performance. Smoking plot created by stage 

management to track cigarette use. 

Covid-19- Performers and directors reminded of current operational guidelines issued by the 

government, e.g. positioning on stage, mitigating precautions backstage, use of PPE, social 

distancing and hygiene, use of sanitiser as appropriate, etc.  
 

 

2. AFTER ASSESSMENT. Description 
of hazards / risks 

Likelihood Severity Risk Factor  

Electrical – Risk of electrical shock 
from electrical equipment. Fire risk 
 
Trip Hazard – Equipment / personal 
belongings left in walkways. Uneven 
flooring. Cables, Lanterns on stage. 
 
Fire – Combustible materials. 
Anyone in attendance is at risk of 
being burned, smoke inhalation and 
panicking. 
 
Working at Height – Risk of falling 
when crew accessing lighting 
equipment in rig. 
 
Food & Drink – Food wrappers, 
drink bottles. 
 
Physical Injury – Performers 
movement during performance. 
Students & crew manual handling set 
items. 
 
Spillages / Slips – Liquids spilt on 
stage / in auditorium 
 
Shoe-related Injuries (rolled 
ankles/severe blisters/crushed 
feet) -  
Participants are at risk of rolling their 
ankles, sustaining severe blistering 
on their feet and stepping on or being 
stepped on by fellow actors. 
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Dehydration – Performers not 
keeping sufficiently hydrated. 
 
Inappropriate Dress - Anyone 
inappropriately dressed may become 
uncomfortable or trip. 
 
Props – Performers using props with 
splitters / sharp edges / breaking. 

 
Smoking – Performers using 
cigarettes lit with matched during 
performance 
 
Contact- Performers unable to 
follow social distancing guidelines 
onstage / backstage without 
mitigating actions 
 

 

Details of further action required 

 

 

 

The Avondale theatre staff to give a Health & Safety talks to students and staff before rehearsals start. 

Smoking monitored by Stage Management throughout run. 

All current government guidelines in relation to Covid-19, including DCMS guidance for elite professionals 

returning to training and for Theatre and the Performing Arts to be followed. 

All activities and Risk Assessments to be checked by the Covid-19 safety officer. 

 

 

 

 
Multiply Likelihood x Severity to obtain Risk Factor. There is always RISK, but RISK must be 
assessed, and the chances of an issue REDUCED. The Risk Factor in the After box must be below a 
score of 6.  

 
 
 

 

 

Signed for Venue 
 

Position 
 

Date 
 

Assessed by 
 Position in  

organisation 

 
Signed 

 
Date 

 

Likelihood 
1Very 

unlikely 2 Unlikely 
3 May occur 4 Likely 

5 Very likely 6 Will occur 

Severity 
1 Very minor 

injury 2 Minor injury 

3 Lost time  to 

injury 
4 Major injury 5 Single fatality 

6 Multiple 

fatality 
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APPENDIX B – Safety Talk Checklist (Updated September 2020) 

 

 Points to Cover  

 Door Code to building 0855 

 Nut free building due to allergies in student cohort. (If applicable) 

 If the Fire Alarm goes off during rehearsal – exit through your nearest fire 
exit: 
Theatre – Side door 
Back of Theatre – Front door 
Dressing Rooms – Fire escape at end of corridor.  
Meet on Willington Road on opposite side of road.  
Kerry Beverstock is Chief Fire Marshal.  

 If the Fire Alarm goes off during performance – keep going until production 
manager or stage manager stops the performance, then exit through nearest 
fire exit. Remind company during performance to keep listening out on show 
relay in case the performance carries on: i.e. keep going with quick changes 
etc.  

 In either case, re-entry to the building is not allowed until either the chief fire 
marshal, production manager or stage manager grants access.  

 Do not eat, drink (water allowed), or smoke (unless part of performance) in 
costume.  

 Do not eat or drink on stage (unless part of performance) 

 Walk round of set, so all aware of various levels, platforms and risks.   

 Specific Covid – 19 risks and mitigations in place (staff, students, audience) 

 E-safety if this is a recorded performance 

 

Production…………………………………………………….. 

Signed……………………………………………………… 

Dated………………………………………………………… 

 

 

 

 

 

 

 

 

 

 



12 | P a g e  
Italia Conti\Policies\Production and Performance policy \ Academy wide v2 updated November 2020 

APPENDIX C – FOH Procedures & Checklist 

AVONDALE & SHERIDAN THEATRE - FOH PROCEDURES & CHECK LIST 

This document acts as a guide for all those working on Front of House for performances in 

Avondale & Sheridan Theatre. 

Please ensure the following checklist is completed on arrival for every performance.   

 Check Fire Extinguishers 

 CO2 & Foam by Production Manager’s Office 

 Water & CO2 by Green Room 

 2 x Foam at the back of Theatre 

 Toilet Check for Loo Rolls & Lights On 

 Gent’s toilets 

 Ladies Toilets  

 Double Doors unbolted 

 Staircase to down stairs & FOH lights on 

 Emergency Lights On (Green Light 
Indicated) 

 Staircase to Ladies Toilets (Top & Middle) 

 Above the entrance to the theatre (green 
doors) 

 

1. Give FOH clearance to Technical Staff verbally either via radio or in person at start of 

performance 

2. Be on hand to silence the fire alarm if the need arises, investigate the problem, 

determine if an evacuation needs to occur and then ensure all audience members are 

evacuated safely from the building.  

3. Be the point of call and the designated First Aid staff member in the event of a problem 

with a member of the audience.  

4. Give FOH Clearance to Technical Staff verbally either via radio or in person at the end 

of the interval (if an interval is occurring). 

5. At the end of the performance ensure all audience members have left the building and 

the front doors are bolted shut.  

 

 

  



13 | P a g e  
Italia Conti\Policies\Production and Performance policy \ Academy wide v2 updated November 2020 

Appendix D 

Production Policy Information and Code of Conduct for Students 

and pupils 

This should be read in conjunction with the Covid-19 Production 

Policy procedures 

Be prepared and arrive early – Ideally you should arrive at the theatre 30 minutes before the 

show. Allow for travel time and parking, and plan to be in your dressing room in good time. 

Be aware of your surroundings – Hundreds of people worked for years to restore this 

beautiful building. Enjoy the theatre. Be respectful. 

We are not just creating excellent musical theatre performers, actors and dancers, we are 

cultivating an experience for our students that will help them grow as leaders and learn 

important life lessons.  We want them to be successful in anything they choose to do, and 

many of the lessons learned while producing a show can be applied to everyday life and make 

them more successful people. 

Some of these lessons include: 

• Commitment 

• Responsibility 

• Respect & consideration for others 

• Self-Reliance 

• Independence 

• Teamwork 

• Dedication 

• Confidence 

We have set rules in place to help us teach these lessons, to allow us to do our jobs to the 

best of our ability, and to benefit the quality of the production at the end of the term. 

EMAIL 

Please add admin@italiaconti.comto your contacts.  If we send out an email, please read the 

email in its entirety.  Also, please refer to emails/website for answers before calling or emailing 

with a question to be sure the answer has not already been given.   

ABSENCES / REHEARSAL ATTENDANCE 

 We have a very high standard of quality at Italia Conti Not only in the finished product of the 

show, but also in the experience throughout the term for all students. Theatre and the 

rehearsal process are a unique team effort. In order to keep to our standards and allow us to 

do our jobs to the best of our ability, we have a policy of NO ABSENCES. This means any 

foreseen circumstances in which you would miss class or have to leave early or arrive late.  It 

is distracting when students leave class early for other events, so we need plenty of advance 

notice. 

mailto:admin@wildfishtheatre.org
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This INCLUDES dress rehearsals and performances.  Also, you need to allow call-time when 

determining your schedule.  Call time can be from ½ hour to 1 hour prior to the show and is 

determined and announced as we near performance dates.   

The only valid absences are: 

• Severe illness that is accompanied by fever and is contagious. 

• School obligation that counts as a grade and occurs during our class hours. Having 

“too much homework” is not included in this. 

IF A REHEARSAL IS MISSED 

During the production process, new material is covered at each rehearsal. Absences / 

tardiness /leaving early affects the entire cast.  We must be notified as far in advance as 

possible when a conflict arises.  When we know a student will be absent / tardy / leave early 

it allows us to do our best to adjust the rehearsal schedule accordingly.  Please understand 

that it is our job to consider the entire cast and production, and if you are absent, they may be 

staged out of a number or scene.   We do not have time to go back and rework a scene with 

the whole cast to make up for one student’s absence.  

We will always be willing to work with a student who has an excused absence if we can and if 

it is not too complicated for the rest of the class to stage him/her back in.  We have a limited 

amount of time.    

COSTUMES 

It is possible that you will need to provide some costume pieces for your production.   We 

should be able to let you know at least 4 weeks before they are required to have it.  Italia Conti 

has a really amazing professional costumer who will communicate exactly what you need to 

get and where you can buy it.  We appreciate your cooperation with providing the pieces that 

are impractical to fit or share!   

We will ask for your help!  We cannot get the costumes completed alone. Often, we call a work 

day to help organize, sew, glue, cut, and more. It is the only way we can handle the volume of 

numbers especially for our end of year shows. 

DRESS CODE 

Students should wear clothes that they can move in without worry.  Hair must be pulled out of 

the face for rehearsals.  They MUST wear shoes.  NO Short skirts, Flip-Flops, Crocs, Thong 

Sandals 

FOOD 

NO FOOD IN THE THEATRE!!!!! 

NO GUM!!  It is dangerous to dance and sing with gum, and we often wind up with gum stuck 

under the arms of the chairs.   

BRING A WATER BOTTLE 

Students need to bring a water bottle to rehearsals.   
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LOST AND FOUND  

Clothes will be hung up on the racks in the dressing room and snacks / water bottles will be 

thrown.  We only keep lost and found through until the end of term, and then we take it to a 

donation store. 

GOOD ATTITUDE/CASTING 

Students are expected to be gracious and respectful about our casting choices. Casting is 

always done with the success of each student in mind and is not an easy task. Please 

encourage and support your fellow students throughout the process.  Our casting decisions 

are not up for discussion.  We put a great deal of time and thought into casting, keeping aware 

of how the students audition was and how they handled previous assessments.  We always 

have the best intentions for each individual student.     

SCRIPTS & LINE MEMORISING 

Please remember to bring scripts and a pencil to every rehearsal! 

Students will be writing down blocking and vocal notes and it really helps them retain what 

they learn in class if they have a chance to write it down and practice at home. If a script is left 

behind, they can look on with a classmate. Sometimes we have extra scripts to borrow.  If a 

script is lost, just email and ask for a digital copy to print.   

Once cast, students are expected to memorize material as soon as possible.  Some roles 

have large “line loads” and will require extensive outside study.  It should be treated like 

homework.  The general rule of theatre is once a scene or number has been staged, the actor 

is expected to be “off-book” when the scene is rehearsed again.   

CONSEQUENCES OF NOT KNOWING LINES 

If a student does not learn their lines, it is possible that we will give them to another 

student who either already knows them or already knows their own lines very well.   

This is a last resort option that we must take for the sake of the show.  It is something 

that would only occur in the last month of class while we are in run-throughs.    

If you receive an email that is a general note to the whole class regarding memorization of 

lines- assume that it could be you!  We do not always have the time to send individual emails 

out- especially when one problem is an issue with many students. 

ELECTRONIC DEVICES 

Use of electronic devices (iPads, Smart Phones, Laptops, iPods) is prohibited during rehearsal 

time – with the EXCEPTION of using it to record music or video blocking.   

VIDEO / INTERNET SHARING 

It is against copyright laws to video any portion of the performance.  You will not be allowed 

to take pictures.  If we find anything that we have produced on YouTube or Facebook, we will 

immediately contact you to take it down.   

REMEMBER - TREAT ALL STUDENTS AND STAFF WITH RESPECT! 


