Kelvin Players Theatre Company
The Casting Process

The Kelvin Players Management Committee has produced this document for the benefit of all club members.

The aim of the document is to set out the process by which productions are cast; and to offer guidelines to directors and producers.  We want to ensure that the process is as fair and transparent as possible, as well as maintaining our high standards.

With a membership of over 150 people we are mindful of the need to provide balance, depth and variety in our productions.  The Artistic Programme Committee (APC) work within guidelines provided by the Management Committee to ensure a balance between offering a large number of acting opportunities in a season, staging plays that have audience appeal and plays that offer challenge to directors and technical teams.

The following is a series of guidelines and steps that should be taken once a ‘season’ has been endorsed by the membership and the play is ‘in production’.

Before the Readthrough
· Directors/producers publish details of the production, including casting requirements, rehearsal requirements, staging details, any special acting skill requirements, eg accent, singing, dancing etc
· Directors/producers liaise with the hall Manager to book audition space

· Directors/producers publish details of the audition process.  This will include dates, times, how the auditions will be managed, timings of the auditions.

· All directors/producers have choice as to how to hold their audition process.  For example, open or closed auditions, individual or group, improvisation or script.  However, in the interests of fairness and transparency the details should be published beforehand.

· Directors/producers plan and publish in advance how successful and unsuccessful auditionees be informed of the casting decisions.

· Each production will have a nominated Committee link person who will endorse the director’s choice of audition process.

· The Committee link will develop a questionnaire for the Director/Producer to complete regarding the audition process.  The Committee link will circulate the questionnaire to all appropriate individuals

· Any member is able to contact directors beforehand to discuss the play and the characters.
· Directors may approach members direct and encourage them directly to audition, but must not imply or state the member will be given a more favourable response.

· Directors may not approach ex-members or non-members inviting them directly to audition, without also making clear to that person that they must join, ie be a full member before they can audition. 

· The rehearsal schedule be published in advance.

At the Readthrough

· All members are invited to attend any readthrough.

· New and prospective members are able to attend any readthrough.

· All those present at the readthrough are reminded from the outset that only members may audition for the production.

· The director/producer reiterate the format of the audition process.

· The director/producer also  reiterate the process by which the cast is announced, particularly noting that all casting decisions are subject to Management Committee approval
· The rehearsal schedule be available.

· Copies of scripts/extracts be made available to those people wishing to audition, if applicable.

· Details of prospective auditionees be recorded and the membership secretary must confirm that all prospective auditionees are full members.  This confirmation must also be established at the auditions.
Before the Auditions

· Where a member is unable to attend a readthrough, it is still permissible for them to attend an audition

· Any member who wishes to audition but is unable to attend the published audition times, may contact the director to arrange an alternative time.  As far as possible, directors aim to meet such requests.  This is subject to studio space availability and the Studio Manager must be contacted should extra space/dates be needed.

· Prospective auditionees must inform the director/producer of any pre-planned restrictions on their availability, eg dates they are not able to attend rehearsals.
· Prospective auditionees must state the parts for which they wish to be considered, if the Director deems it appropriate.

· In the case of very large cast productions, auditionees will be asked if they wish to ‘play as cast’.

· In the case of very large cast productions, as a means of ensuring efficiency, auditionees may be restricted to auditioning for a maximum of two roles.

· Auditionees be reminded that auditioning for a production is a statement of their firm commitment to the production, including the get-in and get-out, the leaflet drop, ticket sales
· Auditionees may be asked to consider taking on a technical or front of house role if they are unsuccessful

At the Auditions

· The audition panel is formed by the director at their discretion.

· Audition panels usually comprise the director, the producer or PA.  The link Committee member is invited to attend at the director’s discretion and offer advice and guidance, as appropriate, but is not necessarily part of the casting decision-making process.
· Auditionees are often nervous and anxious.  Directors/producers should aim to make the audition process as pleasant as possible.  For example, refreshments be available; a waiting space be provided; mobile phones be switched off or to silent.
· Auditionees as well as audition panels be treated with courtesy and politeness, for example, by paying attention throughout the entire audition.

· All auditionees are given equal amounts of time, where possible.

· The audition process should not be a ‘surprise’ to an auditionee as the process will have been published in advance.
· No person will be allowed to audition unless they are a full member.

· Prospective members are permitted to pay their membership fee on the night of the audition – this does not guarantee a part.

· For auditionees, please be aware that auditioning for a role is a firm statement of commitment to the production

After the Auditions

· The Director/producer compile a proposed cast list which is submitted to the Chair of the Management Committee

· The director/producer will also provide details to the committee of those people who auditioned and are not being offered a part

· The Chair will circulate the proposed cast to the Committee who will approve the cast list

· The director/producer is then advised of the Committee’s decision

· Successful auditionees are formally offered a role, and formally accept

· Unsuccessful auditionees are informed of the casting decision

· The cast list is published to the membership via the Jester/website

Special Circumstances

· Should a director be in the unfortunate position that he/she is unable to cast the production due to not enough people having auditioned:  the director/producer must liaise with their committee link.  

· One member of the committee has the special responsibility of liaising with the director to manage such situations.  The following options are available, dependent upon timescale:  advertising a further audition,  personally contacting and inviting members to audition; approaching people from outside the club
· Should a director/producer  feel that he/she is unable to cast a production from those who auditioned they must liaise with their committee link.  
· It is only in special circumstances that permission be sought and given to recruit ‘guest’ members.

· Sadly a cast member may have to withdraw from a production once the rehearsal process has commenced. In these situations, again advice must be sought immediately from the committee.   The following options are available, and an audition may not be necessary due to time pressure:  reviewing those who auditioned but were initially not cast; personally asking a member to take on a role at short notice.   It is not necessarily the case that previous auditionees be offered the role.  
· In all such special circumstances, committee approval must be sought and given for the decisions made.

