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What is the Co-op?

The Co-op is the heart of Pacific Resident Theatre.

The Co-op was formed in 1985 to allow our members to produce workshop productions
of their choice. The Co-op is a place where any PRT member in good standing may book
the Co-op space to rehearse and perform in a workshop setting. Co-op productions are
not reviewed nor advertised. Since 1985, the Co-op has produced 100’s of shows,
allowing its members the chance to produce, direct and act. Since the Co-op workshop
productions are free of commercial constraints (no reviews or big budgets), and actors are
volunteers, members often have opportunities to take on roles which offer tremendous
challenges. The Co-Op space we refer to in this document is 707 Venice Blvd. From time
to time the membership may be able to use alternative spaces for productions, at which
time all policies and procedures remain in effect but the location of dimmer packs,
management of the HVAC, and booth equipment differ slightly.

So You Want To Produce?

Before you book your production slot, you must first secure the rights to the play if it is
under copyright. Anything published before January 1, 1929 is automatically in the
public domain and does not require permission or the payment of royalties. For more
information on public domain, look at http://en.wikipedia.org/wiki/Public_domain and
http://copyright.cornell.edu/resources/publicdomain.cfm. Be especially cautious if your
work is in translation. If you have determined that the play is in the public domain (i.e.
Shakespeare), you can proceed directly to “Booking a Slot.” Otherwise, proceed to
“Securing the Rights.”

Securing the Rights

If your choice of play is under copyright, which can include older works newly
translated, you must first secure the rights from the publisher (Concord Theatricals most
often) through the box office, or the author if it is an original, non-published play.

If the publisher manages the rights to the show you would like to produce, all inquiries
for rights go through Anna Tison and the PRT business office. Email
annat@pacificresidenttheatre.com the name of the play, the author, the anticipated dates
of the production. She will then contact the agency on your behalf to secure the rights.
Although publishers require you to list performance dates, you can submit the
approximate dates that have been cleared with the coop scheduler to hold 12
performances over a period of weeks or months. This will give you some leeway when
trying to secure a performance slot. Usually, Anna will hear back within a few weeks of
the availability of the play. Please note PRT has to pay upfront for the rights, so serious
inquiries only.

Booking a Slot

Now that you have secured the rights to perform your play, the next step is to contact
Tania Getty and confirm your production slot. You must be current in your dues to
request a slot. There are usually many people vying for the same slot, so the Co-op
Committee has developed a fair and equitable system whereby productions that are most
ready and likely to be staged will be awarded the spot.
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Be ready to pitch your project to the Co-op Committee. The criteria considered are:

1) Have the rights been secured?

2) Have a director and producer been secured?

3) Can the production be cast from within the company? Do you have a cast, or at
least some idea of whom you would like to cast? Will you be holding auditions? Are
there any roles that might be difficult to cast from within the membership at this time? If
S0, have this conversation with the co-op committee during your scheduled pitch session.
Casting outside the membership MUST be approved by the Co-op committee. Once your
pitch session and production dates have been confirmed, you’re ready to move forward
with the rest of Pre-Production!

To contact the Co-op Committee:
Email Scott Jackson and Tania Getty
scottgjackson@me.com and tsparkly@gmail.com or co.op@pacificresidenttheatre.org

Useful websites:
Gutenberg Press: www.gutenberg.org -- online library of free, public domain books
Internet Archive: www.archive.org -- online library of texts and recordings

Pre-Production

Seed Money

Your budget is $1,000. Eligible shows will have all rights paid for by the Theater.
Usually this comes to at least $130 per show for a 12-show co-op run totaling $1,560.
Eligible shows include all published shows with standard rights agreements. Due to a
varied rights structure: musicals must be negotiated separately and the CO-OP does not
guarantee that the theater will pay for more than a standard rights agreement. Any
remaining rights fees above $900 would need come from the productions operating
budget. Due to its workshop status, the CO-OP does not pay rights for unpublished plays.
Each production is given a $1,000 in seed money as an operating budget. $500 is given
upfront and the remaining $500 is given upon closing, after certain requirements have
been met including fully documented expenditures and submission of receipts. To receive
the initial $500, you must submit a budget to Anna Tison in the business office. Please
note: If you choose to do a play in public domain you are only eligible for $1000 in
operating seed money. Sample and blank budget forms can be found in the company
website or by writing to your liaison.

Budget
Once your budget has been approved, PRT will cut you a check which Anna Tison will

give to you. Checks are cut on the 1%t and 15th of every month, so plan accordingly. You
will only be reimbursed up to the $1,000 limit on Permitted expenditures pertaining to the
production. Typically, you receive $500 upfront and $500 after final box office receipts
submitted.

Some of the things you want to consider putting into your budget are:

* Prop rentals or construction costs

* Costume rental or purchase
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* Dry cleaning

* Set material costs

* Paint and hardware supplies

« Special lighting gels or gobos

* Disposable props like tea or other perishables

» Water for your cast

» Postcard printing costs (the theatre will provide and pay for up to $250 in address labels
and postage for the purposes of mailing to the PRT subscribers and single ticket buyers.
This is in addition to the $1,000 budget)

« Stage manager hours (basic run of show hours can be traded for the labels and postage
if you decide not to mail postcards and only send eblasts. Talk to Anna if this is of
interest)

* Program printing costs

* Posters for mounting outside theatre

« Opening or closing party

* Truck rental for a dump run after strike.

* Paint to return the space to neutral black.

The business office will not reimburse for anything over $1,000. If you cannot produce
your workshop for that amount or less, you must be willing to shoulder the overages
yourself. If not, consider reducing the scope of your budget to bring the numbers in line.

Your Liaison

Each production is assigned a Liaison to answer questions about policies and procedures,
and to ensure a smooth transition from one production to the next. A Liaison is a
volunteer PRT member assigned to your production by the Co-op Chair, Scott Jackson.
If you have worked in the Co-op in any capacity, consider volunteering as a Liaison when
the time comes.

Volunteering

All participants in the production will sign a volunteer agreement, with the exception of a
Stage Manager who is paid hourly from PRT (but payment is deducted out of your
budget). In addition, an approved lighting designer will receive $150/show (see below).
All lighting expenses (bulbs, etc.) come directly out of the Co-Op’s seed money budget.

Casting

RULE #1: Co-op productions must be cast entirely within the company.

You have a production slot and you’ve submitted a budget to the business office. Now
you begin the process of casting. Many Co-op productions are pre-cast to some extent,
because you know you need to cast it from PRT members. In all cases, you must follow
Rule #1. Send emails to the company at prtsendlist@googlegroups.com. Send a
summary of the play with production dates, cast breakdown and sides to the PRT
Production Manager for posting on the PRT website. They will also post sides for your
auditions. Alternatively, you can leave sides at the theatre for members to review.

Keep in mind that use of the Co-op space and the gift of $1,000 seed money is a privilege
of membership at PRT. All that PRT requires is that you follow Rule #1 as closely as
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possible.

There are occasions, however, when following Rule #1 cannot be observed:

» No company members audition for a role even after serious outreach attempts are made
(personal calls, emails)

* No one in the company is available who is of appropriate gender, age and/or

ethnicity for the role — if appropriate gender, age and/or ethnicity is required by the
playwright. Whenever possible PRT highly encourages non-traditional casting.
However, if you find that the role cannot be cast from within the company; there are
procedures you can follow to gain permission for outside casting.

The process of getting permission to cast outside the company begins by contacting your
Liaison. Each instance is treated uniquely and individually. In the event that no
appropriate company members have auditioned for a particular role in your production,
your Liaison will ask you to provide a roster of those who auditioned for your production
and when the auditions occurred. In order to be considered for outside casting you must
have had your breakdown go out on the PRT emails at least 2 times and you also must
have made a good faith effort to see any interested member. Meaning — if a member is
interested but cannot attend your pre-scheduled auditions you need to make an effort to
see them at an alternate time. If your Liaison agrees that you have met due diligence in
attempting to cast a member, they will forward your request to the co-op committee for
approval. The Chair will initiate a discussion and vote among members of the Co-op
Committee to decide whether or not the production should be allowed to cast outside the
company. Balancing the mission of the Co-op with the desire to give our members the
space in which to stretch, play and showcase their talents, sometimes it is advisable to
postpone a production until you are able to cast entirely from within the company.

RULE #2: All members cast in a co-op production must be current in their dues.

It is the responsibility of the producer, with the assistance of the Liaison, to verify
eligibility with Anna Tison in the business office prior to offering a role to a member. If a
member is behind in their dues, the business office will make every effort to work with
them in bringing their dues current. A production that casts a member behind in dues
cannot proceed (i.e. can’t reserve space or get money). When you are cast, send the list
to Anna for review. Your cast will have the chance to catch up, work out a payment plan
or a work plan!

Prop, Furniture and Costume Rentals

RULE #3: All prop, furniture and costume rentals must be reported to your Liaison
and the Production Manager, before they are secured.

This oversight will help ensure that all rented props, furniture and costumes are returned
in good condition and in a timely manner, preserving PRT’s reputation as a suitable
customer for future productions. Even if you have a personal relationship with a rental
house, the production manager must be informed. It is simply a matter of consistency and
oversight.

Please fill out and return a copy of the Co-op Rentals information sheet found in the
Appendix B or in the “Forms” section of the website to the business office. Make a list of
what props and set pieces that you need email the production manager. They can get you
into the PRT storage unit to look for props and set pieces.
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Lighting Designer

As a courtesy and for safety reasons, the PRT business office will pay a qualified lighting
designer $150 to design and hang the lights. The designer must have prior experience and
be approved by the business office when the budget is submitted or at least prior to
beginning work. This money is paid directly from the office and is not part of your Co-op
budget. The lighting designer submits an invoice directly to Anna Tison in the business
office upon completion of the work.

Professional Fees
RULE #4: Everyone works for free.
The only exception to this rule is:
1.The hiring for safety reasons of a pre-approved, qualified lighting designer,
2.Stage managers - Stage Manager is a PRT Staff position, paid by PRT at a fee of at
least minimum wage. Not to exceed an amount of $1,000.00 including 12
performances (3 hours per), Tech rehearsals and other rehearsals. If you do pay
people for their time and/or services out of your own pocket, PRT will not
reimburse these costs, and this jeopardizes the workshop arrangement as all are to
be volunteers.

Fire, Cigarettes, Strobes, Guns and Gunshots

No person shall use upon the stage, in the dressing room, or within the public area of any
assemblage occupancy, any open flame, except by authority of a written Special Permit
from the Fire Chief. The permit shall be available for inspection at all times.

California allows smoking if it is an integral part of the story. We highly recommend an
alternative approach to smoking as our theatre is very small and our patrons generally
older. Alternatively, you can use unlit cigarettes or cigarettes from a magic store.

When using cigarettes, strobe lights or the sound of gunshots, it is requested that a
notification be placed at the entrance to the theatre to warn patrons with allergies,
epilepsy or fear of loud noises.

Rehearsals

Keys

Keys to the Co-op are given to the producer just before you begin rehearsals in the Co-op
space. Contact the Production Manager for your set. One key is given to the producer and
one is given to the director. Keys are not be copied or given to anyone outside the PRT
company, unless they are the director of the production.

Booking Rehearsal Time

You must provide Tania Getty with your rehearsal schedule requests as far in advance as
possible. You are guaranteed 29 rehearsal slots within weeks of opening, including tech
week. Your production is given first priority. You are allotted no more than 4-hour
rehearsal slots each day, except for tech week (see Tech Week). Ideally rehearsal
schedules should be submitted in advance. Longer days may be possible depending upon
availability.
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Noise Issues

During rehearsals and performances, be courteous to our neighbors. No construction in
the theatre after 10:00pm and no loud conversations behind the theatre. No
loitering in the alley by the walls of the neighbors, and no dropping of cigarette
butts in neighboring properties.

HVAC

Assign someone to be responsible for making sure the air conditioner is turned off before
you leave the theatre after rehearsals and performances. This is usually done during your
information session with your Liaison.

Back Gate

A key for the back gate lives in the dressing area by the back door. The back gate must be
unlocked during rehearsals and performances. Assign someone to be responsible for
making sure the gate is locked after rehearsals and performances. This assignment is also
done during your information session with your Liaison.

Covid Protocols

There are no required Covid Protocols as of August 2023, but this is a continuously
developing virus. In the past we have required masks during rehearsals, weekly testing,
and PCR testing during runs. We follow LA County’s guidelines and your production
manager will keep you abreast of developing protocols. It is not a bad idea to have
someone willing to cover roles in the event that a cast member ends up needing to
quarantine. During rehearsals and performance, positive Covid tests must be reported to
your liaison and the production manager until further notice.

First Rehearsal Walk-Thru with Liaison

Notify your Liaison of the date and time of your first large rehearsal in the Co-op. The
Liaison will walk the cast and crew through the space, check for the first aid kit, and read
a reminder of Co-op policies and procedures which the producer will sign. It is the
producer’s responsibility to adhere to the policies and procedures.

Fire Exits

Scenery walls and risers cannot extend from wall to wall. A clear, accessible path must
extend from the front door to the back door of the theatre at all times. Keep this in mind
when building your set. Seating in the aisles of the 705 %2 and 707 spaces is not
permitted.

First Aid and Injuries

A stocked First Aid kit must be kept in the theatre at all times. It’s located in the
kitchenette area just inside the bathroom door or on the shelf near the back door If it is
missing or running low on supplies, please notify the business office.

Report all injuries and emergencies to and/or the production manager and log them in the
performance log. All volunteers involved in your production have been asked to let the
producer know of health conditions, allergies, and other vital information before
rehearsals begin.



Co-Op Production Handbook

Trash and Avoiding Pests

Please take out the trash every night after rehearsal or a performance. In order to keep
rats and other pests out of the theatres, please keep all food in the refrigerator and the
trash in the dumpsters outside. If you see signs of rats or other bugs, please let the office
know.

Tech Week

Scheduling

After the previous production strikes, the next production usually has 10 days in the
space before opening night. You are guaranteed 4 days of tech rehearsals in which you
may book out the space for the entire day. Here “tech” is used loosely. During these four
24-hour days, you will paint, build, light, renearse AND tech. Additional tech days may
be requested, but are dependent upon availability of the space.

Set Build

You may start building your set as soon as the previous production completes their strike.
However, the space must be usable for other members of the company during that time,
up until 4 days prior to opening. During those 4 tech days prior to opening, no one else
will be sharing the space with your production.

RULE #5: Noisy set construction and the use of power tools cannot begin before
9am and must end by 10pm out of respect for our neighbors.

Painting

You may use any type paint you like on your set, but the walls, floor and ceiling can
ONLY be painted with flat latex paint. You may not use any finishes such as
polyurethane or texturization such as stucco on the walls, floor or ceiling of the Co-op.
The “basic black” at PRT is Behr brand “Beluga” flat interior.

Lights

There are 16 lighting instruments designated for the Co-op space only. They are all
marked “Co-op” in paint on the outside of the lamps. You may bring in additional lights
from outside sources that do not exceed the electrical load of the space, but you may not
borrow lights from 703 nor 705-1/2.

The dimmer pack is located on a shelf in the bathroom, above the kitchenette area. The
power switch for the dimmer pack is in the fuse box by the back door. They are fuses #
18, 19, 22 and 23. You must switch it off after every rehearsal and performance. The
lights are operated from the light booth via a dual 12-dimmer light board.

Assign someone to be responsible for turning off the dimmer packs after rehearsals and
performances.

Sound

Sound equipment consists of a tuner board and 2 wired speakers hung above the stage at
the back of the theatre. Please do not move the speakers unless absolutely necessary.
You can check out a laptop to run QLab from the theatre. The computer will have the
full version of the program, so your sound designer can design offsite and then load the
design onto the show computer.
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Facilities

The toilet and sink are located in the back of the Co-op. It is each production’s
responsibility to keep it clean. Toilet paper, paper towels and soap can be provided by the
business office. If production times are in sync, it may be possible for audiences to use
the mainstage toilets in 703 preshow, but there have been times when the production
must allow to audience to go backstage at intermission and access the 707 single toilet.

There is also a small refrigerator, microwave, and kitchenette area for prop prep or
rehearsal storage in this same room.

Work Lights
Do not move or disconnect the work lights. You may raise them if they obstruct your set,
but for safety reasons you may not remove or disconnect them.

Costumes
All costumes borrowed from the costume storage room may be altered, but must be dry-
cleaned and returned to storage when the show is struck. The costume storage unit is

located at 4th and Rose. Keys can be obtained from the business office. You must receive
permission from the business office before storing any items in these spaces. Please
check with the Production Manager.

Props

All props borrowed from the storage unit must be returned after the show is struck. The
prop storage unit is Mini Storage, located at 5221 W 102nd St, Los Angeles, CA 90045
(off of La Cienega and Century Blvd), and is open Monday through Saturdays from 9 am
to 6 pm. Keys can be obtained from the business office. You must receive permission
from the business office before storing any items in these spaces.

Promotion

Through the Box Office and PRT Website

Be sure to give the box office a paragraph about the show and the running time for
patrons who call. Additionally, your postcard images and text will be posted on the PRT
website. Send whatever rehearsal photographs or other images you have. Use Instagram,
TikTok, Facebook, and other social media outlets to feature cast members throughout the
rehearsal and performance cycle.

Through Facebook
PRT has a Facebook page and you are also welcome to make your own event page about
the workshop.

Photography

It’s great if you can snap some photos during rehearsals and dress rehearsals to use for
social media and archival purposes. Ask around; PRT has a number of professional
photographers in the company and you may end up with one in your cast.
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Postcards

The blank space on the right side must be at least 3" wide. There must be a 1/4” space at
the bottom of the postcard, and the return address must be just right of center.
Postcards must be approved by Anna Tison before they are printed and mailed.
Standard postcard sizes are 4.25” x 5.5” or 4” x 6” and can be mailed using standard
postcard rates. Anything bigger requires first class postage.

All postcards must include the following:

1) The PRT return address:

PRT

P.O. Box 568

Venice, CA 90291-4082

2) The heading: “The Co-op of Pacific Resident Theatre presents”

3) The cost must read: “suggested donation”

4) Performance dates and times

5) The address of the Co-op: 707 Venice Blvd. (4 blocks west of Lincoln) (unless your
production is in 705 % Venice Blvd.

6) The phrase: “This production is NOT a part of the subscription series.”

7) The PRT Web site address: www.PacificResidentTheatre.org

Programs

You must provide a program that includes at least a picture and bio of each actor,
according to Equity rules. The theatre does not supply programs for Co-op productions.
The cost must be included in your budget. Additionally, you can consider creating a
virtual program available by QR code scanning.

Posters

If you choose to print a poster or posters for the poster window, the dimensions are 69”
wide by 40” tall. You do not have to incur the extra expense of a poster. You can paint on
the wall behind the plexiglass as an alternative. If you choose that method, you must
return the signage to black at the close of the production. A black and white 3° x 4’
enlargement from Staples is approximately $108; you can always ask the show before
you if they found any good printing deals.

Web Site

Provide your website images and text to the Production Manager. The show flyer will be
used in the following dimensions:

Home Page (“Now Playing” section) — 1200 x 1456

Event page (individual show page) — 1920 x 1080

*These are width by height (w x h). Pixel dimension needs to be at least 72ppi.
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Actor biographies also need to be provided and must not exceed 200 words

Email Blasts

Many productions reduce their postcard expense by relying on email blasts to their own
private email lists. You can send a request to annat@pacificresidenttheatre.org to send an
email blast to PRT’s email lists of subscribers and single ticket buyers to promote your
production. Horacio will create an eblast that will be approved by Marilyn Fox and the
show producer.

During the Run

Ushers

Ushers may be recruited from the PRT membership to assist with box office duties,
Covid protocols (as needed), ushering and concessions. Usually, one person suffices for
all duties but as of June 2022 we are aiming for two per show. A seat will be saved for
your usher.

Donations and Admission Price

RULE #6: Admission to a Co-op production is free to everyone.

You may state that a minimum $15 donation is a suggestion, but no one can be turned
away for being unable or unwilling to pay. This includes company members, industry
professionals and the general public.

Comps

Since the admission price is a suggested donation, there is no need for a comp policy.
Company members may designate any attendees as complimentary. Keep in mind,
however, that the Co-op sustains itself through admission donations. By encouraging
audience members to offer a donation, we can continue to subsidize future Co-op
productions without the need for additional sources of revenue. Please don’t abuse the
system.

Concessions
As of today, all Concessions are purchased and managed by PRT, and sold by your
ushers. All money made from concessions, whether budgeted or not, is the property of

10



Co-Op Production Handbook

the theatre and must be given to the business office by leaving it in the donation box on
the piano if in 703, or to the production manager by the end of each week.

Box Office
The Co-op box office is now run by the business office and tickets may be reserved
online or by phone.

Performance Times

The standard pre-approved performance schedule is a run of 12 performances over 3
consecutive weeks: Thursday through Saturday at 8:00pm and Sunday at 3:00pm. If you
wish to make any adjustments to this schedule, you must receive prior approval from
Scott Jackson and the Co-op Committee.

Cast Duties

All cast members must sign up for theatre maintenance duties during the run of their
show. Responsibilities may include:

* Clean the bathroom

* Clean audience area

* Clean dressing room

* Remove trash

* Clean the stage

* Other show relevant task

Curtain Speech

Pre-record or designate someone (usually the PRT usher) to give the curtain speech
before the start of the show. See Appendix D for a sample curtain speech.

* Inform the audience about the location of the two fire exits (front door and back door)
and bathrooms. Equity requires the announcement about the fire exits before a show
starts.

* Tell them about current and upcoming productions at PRT

* Remind them to turn off mobile phones and other beeping devices

* Give them a brief statement about the mission of the Co-0p. or incorporate it into your
program.

Seating Capacity

The Co-op in 707 seats 34 people. One additional row of six portable chairs may be
placed in front of the first row if needed, with a maximum occupancy rate of audience
members (including the director) of 40 people. Keep in mind that doing so often obstructs
the view of the people directly behind the added chairs.

RULE #7: Seating in the aisles, on the stairs or above the front door is forbidden. It
is against fire code and all three theatres can be fined and/or shut down.

Food and Garbage

Don’t leave food in the theatre or in the trash as it attracts rats. If food is used in the
production, please store it in a sealed container. Empty the trash every night and after
your strike is complete.
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Electrical Appliances
Assign someone to be responsible for making sure all electrical appliances such as the
coffee maker, irons and curling irons are unplugged after rehearsals and performances.

Performance Log

Your stage manager must fill out a performance log after each show. The log lives in the
light booth on a clip board, or may be completed and sent electronically. In addition to
listing any accidents or disturbances, please record any problems with lights, sound
equipment, etc. The log must be given or sent to the production manager after each
performance, or left in the 705-1/2 mailbox.

Extending the Run

If time and space allow, you may have the opportunity to extend for one additional
weekend. If things are selling out, contact Anna Tison for additional budget approval
(rights, running props, etc.) and Tania Getty for space availability.

Closing Week
During your final week of performances, you need to make arrangements to strike the set,
return props and costumes and return the theatre to its original neutral, clean condition.

Walk-Through

Contact your Liaison to schedule a walk-thru of the space with yourself, your Liaison, the
producer of the incoming production and the production manager. At the walk-through

* Determine the date of the strike and when it will be over. Clear the date with Tania
Getty.

* Determine what set pieces will remain for the incoming production.

* Determine which props and costumes were rented and when they will be returned.

* Determine whether or not the incoming production needs the walls and floor

returned to flat black. If so, you can use Behr Beluga flat black paint.

Strike

It is customary that strike take place immediately following the last performance, but no
later than the following day. If you need to strike the following day, clear that date with
Scott Jackson prior to your closing performance.

RULE #8: Do not leave ANYTHING in the theatre after strike, except those items
requested by the incoming production.

Rule #9: Do not store anything in the other spaces unless approval is granted by the
production manager. Do not leave anything under the risers or lighting booth.

Rule #10: All trash that does not fit into the trash bins must be carted to the dump
on the day of your strike. Nothing can be stored behind the theatre without prior
approval from the production manager.

Work Lights
Make sure work lights are in proper order before surrendering the space.
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The Dump

The dump is located at 2401 Delaware Ave in Santa Monica (off of Cloverfield Blvd, just
North of 1-10). The Santa Monica public dump is to the left-hand side, and you must give
an address in Santa Monica to dump there. The dump to the right-hand side is privately
owned, and they give you a lotto ticket. They are both open Monday through Saturday
from 6 am to 2 pm.

Receipts & Close-Out

To receive your remaining $500 seed money:

1. Your Liaison must approve the completion of the strike and confirm that all
obligations have been met.

2. Return keys to the office.

3. Receipts must be turned in to. You may use the Final Expense

Form in Appendix D to itemize your receipts.

Archiving
Along with your receipts, please turn in 5 copies of your program and promotional
postcards (if created) for the PRT archives.

Conclusion
Congratulations on a successful production! If it was difficult, don’t be discouraged. It
gets easier. You’re now a producer!

Feedback

This manual is a work in progress. Your feedback is essential to this process. Please send
your comments and suggestions about these policies, procedures and tips to Scott Jackson
at scottgjackson@me.com and Tania Getty at tsparkly@gmail.com so they can make the
next cut.
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APPENDICES

Appendix A Los Angeles Fire Code

FIRE AND LIFE SAFETY

SEC. 57.110.10. EXIT AND ACCESS FACILITIES.

The person in control of any assembly occupancy shall provide and maintain exits,
seating arrangements, exit signs, occupant loads, and access facilities in accordance with
Division 33 of this article.

SEC. 57.110.11. OBSTRUCTION OF EXIT FACILITIES.

A. Obstruction of Exits: No person shall maintain or place any chair, table, stool,

sofa, settee, booth, easel, cameras, microphone, cable, false front, rope barrier, or other
obstruction except a breakaway rope necessary to control and maintain order in any exit
of any assembly occupancy while the same is open for business or while there are
persons other than employees therein.

B. Obstruction of Lobbies and Foyers: No person shall maintain or place any chair, table,
stool, sofa, settee, easel, booth, false front, or any other obstruction which will reduce the
required exit width in any lobby, foyer, mezzanine, or other public area of any assembly
occupancy while the same is open for business or while there are persons other than
employees therein.

C. Obstruction of Exits by Persons: No person shall block, impede, or obstruct any exit to
a public way or any access to a building, structure or premises, in such a manner as to
prevent or interfere with the use of such exits or access by any person who is exiting or
entering said occupied assembly occupancy.

D. Waiting Spaces: In theaters, restaurants, and similar places of assemblage where
persons are admitted to the occupancy at times when seats are not available for them and
are allowed to wait in a lobby or similar space until seats are available, such use of the
lobby or similar space shall not encroach upon the required clear width of exits. Such
waiting shall be restricted to areas other than the required exitway. Maximum occupant
load for such waiting spaces shall be one person for each seven square feet of waiting
space. Exits shall be provided in addition to the exits specified for the main assembly area
and shall conform in arrangement with Division 33 of this article.

SEC. 57.110.12. STAGE PROPERTY AND SCENERY.

No paper, foliage, hay, bunting, textiles, plastic, or similar combustible materials shall

be used as scenery, curtains, drapes, or decorative display in or upon any stage or
platform in any assembly occupancy unless such material is flame retardant, flame
retardant treated, or noncombustible.

EXCEPTION:

Floor covering or the upholstery of furniture.

SEC. 57.110.13. NO SMOKING SIGNS.

The person in control of every projection room, theatre, or little theatre shall install

and maintain “NO SMOKING” signs in accordance with Division 23 of this article. SEC.

14



Co-Op Production Handbook

57.110.15. OPEN FLAME.

No person shall use upon any stage or platform, inside any dressing room, or within the
public area of any assembly occupancy any open flame.

EXCEPTIONS:

1. Approved heating appliances.

2. Smoking in any area where smoking is permitted.

3. The use of candles as part of a religious ritual, ceremony, or service, provided

that such candles are located in a portion of a room, building, or premises not normally
occupied by any persons except those charged with ministration duties, and provided that
such candles are safely supported in a manner approved by the Chief.

SEC. 57.110.16. LIVE THEATRICAL PRODUCTIONS.

When the occupant load is 100 or more, no person shall operate or maintain any live
theatrical production utilizing scenery and/or settings, lighting, or other stage dressing or
paraphernalia, in any motion picture theater, theater or little theater except by authority of
a Permit in accordance with Division 5 of this article.

SEC. 57.110.17. UNVENTED PORTABLE HEATERS.

No person shall operate, maintain, or allow to exist any unvented portable fuel-

burning heater in any assembly occupancy except by Special Permit issued by the Chief.
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Appendix B Sample Budget

SAMPLE CO-OP PRODUCTION BUDGET

PRODUCTION EXPENSES

PRT COOP PRODUCTION BUDGET

Producer:

Production:

Show dates:

Producer contact info:

Submitted By:

Approved By:

BUDGETED ACTUAL

GENERAL EXPENSES

Props $

Costumes $

Dry Cleaning $

Set Construction $

Contingency $

Lights $

Sound $

Truck Rental

Black paint and supplies

ADVERTISING
EXPENSES

(Programs, Poster,
Postcards, Social Media)

TOTAL:

$1,000.00
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Appendix C Rentals Information Form

CO-OP RENTALS INFORMATION FORM
Production:

Producer:

Phone:

Email:

Item Description:

Rented From:

Date Rented:

Scheduled Date of Return:

Appendix D Sample Curtain Speech

Welcome to the Co-Op of Pacific Resident Theatre and thank you for coming to see our
production of A Permanent Image by Samuel D. Hunter!

A few housekeeping items before we start the show. There are two exits in this theatre.
One is behind you, the way you came in. The other is behind me in the back of the
theatre. (point)

A Permanent Image will run two more weeks through August 31%, so please tell your
friends, family, co-workers and more!

On the main stage, we have Orpheus Descending by Tennessee Williams playing through
September in 703, and When They Speak of Rita — a west coast premiere by Daisy Foote
— playing through October 15 in 705.

There will be one intermission this evening.

Now, please turn off your phones and mobile devices, unwrap any cough drops or candy,
and enjoy the show!
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