
 

MYART  PARENT  PLANNER 
 

Ensemble 
Grouping – October 7, 2017 is grouping day. The MYART staff will break the cast up into 
groups based on age, experience, ability and other factors. These groups will 
rehearse separately in set time slots on Saturdays until tech week when the entire 
cast is brought together to put the show together. At the end of rehearsal today (10/7) 
your actor will receive a sheet of paper identifying which group they will be assigned 
to for this show. Every actor is a part of the ensemble in every performance.  

Grouping and all rehearsals thereafter are closed to anyone who is not a staff 
member or a cast member. This is to keep distractions for our cast to a minimum and 
to allow staff members to keep the rehearsal flowing and the kids focused on what 
they are learning. 

Lead Role Process 
Auditioning for a lead role is not required. Depending on enrollment numbers, MYART 
typically casts 2 to 4 actors per lead role. Each lead will run their lead role for usually a 
minimum of 2 shows. This process of casting more than one lead per role provides 
greater opportunities for more actors, should they choose, to perform beyond just 
ensemble. 

Audition Preparation (audition prep) – This is time the MYART staff spends with the 
actors providing guidance and training on the material they will need to know for the 
auditions of lead roles. 

Auditions – Each lead role will have a time slot for auditions. The actors will audition as 
a group in front of the MYART staff and  fellow cast members. This helps build 
comradery and support for their fellow performers. Additionally, this allows show staff 
to see how each child handles performing in front of an audience. If you have any 
questions regarding this process, please see Dana.  

Call Backs – After auditions, a call back list will be posted on the dropbox. Call backs 
are a chance for us to see something we did not see in the original audition. While the 
staff would love to hear everyone again, that’s just not possible. Your child may be 
called back for a role for which he/she did not audition. Your child may cast in a role 



 
for which he/she was not called back. Your child may have already been cast in a 
role and we do not need to see him/her for that role again.  

Lead Fees - For all students who audition and are cast as a lead, there will be an 
additional fee. These fees range from $50 - $95. These fees cover additional 
instruction time and lead costumes.  

Lead Commitment Sheet - All cast members cast as a lead will be required to agree 
to  and sign the commitment sheet. Some of the things you will be agreeing to are 
rehearsal attendance, behavior, volunteer load in or strike.  

Lead Rehearsals 
Lead rehearsals will be scheduled on Tuesday nights, Thursday nights, Saturday 
mornings,  and Sunday afternoons. Lead roles are called as needed. Not every lead 
part is scheduled to attend every lead rehearsal. Cast members are required to 
attend only when their part is called. Please see the MYART calendar for details. Ask 
any of the MYPART parents if you have questions and ALWAYS look for the latest 
rehearsal schedule as the lead schedule is dynamic. 

Costumes  
Ensemble – Ensemble costumes are provided to each cast member in part from 
MYART and in part by you the parent. Costume needs will be assigned to each cast 
member by group. Cast members will be given a handout detailing what costume 
pieces they will need to provide. All actors must wear under clothing, which are 
usually an under tank top and dance shorts. We do not have separate dressing 
rooms for all cast members so the kids will be changing into costumes in the same 
room.   

Lead costumes –  These are most often provided by MYART and shared by the cast 
members in that roll. The cost of these is included in the lead fees.  

Costume Check 
Costume checks are scheduled during ensemble rehearsals. These will be included 
on the rehearsal schedule as needed. On this day the actor wears their ensemble 
costume(s) to ensemble rehearsal. If you need help or guidance prior to costume 
check, please see any of the MYPART staff for help and we will be happy to assist you. 



 
 
Tech Week 
Tech week is always scheduled for the week prior to the show opening, and starts on 
the Friday prior with load in and then continues until opening day. This is the time the 
MYART staff brings the entire show together. It is expected that every actor attends 
every day of tech week in the time slot(s) they are called. The cast will be moved from 
Grace to Millikan High School and it is extremely important that the actors learn their 
staging, timing etc. in order for them to be comfortable and confident on opening 
day. 

This week is also a time for parent volunteers who will help with stage crew, line 
leading, props, mics, etc., to get comfortable with the flow of the show and 
understand how moving sets work. It is strongly recommended the parent volunteers 
attend as many days before opening as they can.  

The rehearsals during this week are FULL dress rehearsals. This means full hair, 
costumes and makeup. Hair and makeup requirements are simply foundation and 
blush, with hair pulled out of the face, unless otherwise specified.  

Field Trips Shows 
Field Trip Shows - These shows are scheduled for Friday January 13 and 19, beginning 
at 9:30 am. These shows provide a unique opportunity for both your performer and 
the audience. This is a chance for our performers to educate other students about 
the things they love…theatre. We encourage the cast to invite their classrooms to 
attend these performances. While all students cast in a lead must be available to 
perform in one of the field trip shows,  ensemble performers are encouraged, but not 
required to perform. Performing in these shows is considered an excused absence 
and MYART provides a letter for the performer to take to school when they return. You 
can find this form on the MYART website under downloadable documents.  

Gala 
Gala  is  opening  night  of  our show.  This is  a wonderful celebration for the 
months  of hard  work! And the kids LOVE it!! All performers will be  driven around 
to  the  front of  the  theater (usually in  old-timey  cars) to then walk  down the red 
carpet  to  the  theatre. Friends and family  are encouraged to attend  and cheer 
for  their  favorite  performer.  



 
PARENT  AND  FAMILY  

VOLUNTEER  OPPORTUNITIES 

Every show’s success is a combination of the actors, staff and MYART parent 
volunteers. Below is a list of volunteer opportunities. This includes students twelve 
years of age and older who want to fulfill their community service hours. Most of the 
help is needed during tech week and the shows.  

Background Checks - All volunteers and adult (18 years and older) performers must 
participate in the background check program. We have established this policy for the 
safety and security of all our students in the program. There are two ways to fulfill this 
obligation. First, if you are in a profession that already conducts background checks, 
such as teachers or nurses, you may provide the results from your most recent check. 
Second, you can run a check through the MYART provided link 
www.verifiedvolunteers.com  and enter the Good Deed Code t0qdmi0. There is a 
small cost of $25.00 per background check.  

Field Trips Shows 
Chairperson - This person will work on advertising, coordinating with teachers, 
seating charts for each performance and payments from schools.  

Check in Desk – Volunteers are needed to help check in the schools. Two volunteers 
are needed per show, starting at 9:00 am until the show starts. 

Escorts – Volunteers are needed to escort the classes to their seats in the theater. 
Three volunteers are needed per show, starting at 9:15 am until the show starts. 

Load In 
Load in is scheduled for the Friday before tech week begins. This is the time we 
transfer all the sets,  props and costumes from the MYART warehouse to the Millikan 
Theatre. We will need people who can help load  everything into the trucks, drive to 
Millikan and unload into the theater. We will announce times closer to that Friday. 
Please do not bring children under the age of 13.  

 

http://www.verifiedvolunteers.com/
https://drive.google.com/open?id=1Apiqt2_GLv_TP_9WMA8NmvDiAmcqsxef40r8EtpktYY


 
MYART MEALS 
For a small fee per person, MYART provides dinner to the actors, staff and volunteers 
in order to ease the stress on tech week. Dinner is provided Monday thru Thursday of 
tech week.   

Chairperson - This person would need to plan a menu, have it ready to announce on 
the Saturday of tech week, collect money, order the food, bring the food to Millikan, 
set up and serve. Meals usually include a drink and desert, and main meals range 
from pizza to tacos to Hawaiian food.   

Servers - This is not a one-person job though. The chairperson will need volunteers to 
help with this activity.  

Front of the House Help  
Gala - Volunteers and a chairperson are needed to prepare the lobby for opening 
night (gala). This will include dressing the window box, organizing the performer tiles 
and setting up the red carpet. The chairperson will also need to coordinate with the 
car club we use for the drive around and coordinate volunteers for loading and 
unloading cast members.  

Tickets – Volunteers are needed to work ticket sales before each show. We will need a 
minimum of two volunteers per show and these volunteers will need to arrive at their 
child’s call, which is prior to the box office opening.   

Flowers and Telegrams – Volunteers and a chairperson are needed to set up the 
souvenir table prior to the show, sell these items and pack them up once the show 
starts and deliver purchased gifts to the actors at intermission. We will need at least 
three volunteers per show for this. Volunteers will need to show up at their child's drop 
off time prior to the show starting. 

Ushers – Volunteers and a chairperson will be needed to take tickets at the door and 
help usher patrons to their seats, if needed. We will need at least four volunteers per 
show. Ushers are requested to wear black pants and a white shirt and should arrive 
30 minutes prior to the show starting. The lead will gather the volunteer names, 
coordinate the schedule and communicate with the volunteers. 

Concessions - Volunteers and a chairperson are needed to set up the snack bar 
during Act 1, sell snacks at intermission and clean up when Act 2 starts. They will need 
to be available before the show to collect donations from the cast members 
assigned to bring treats to that show. We will need at least three volunteers per show 



 
for the job and a chairperson to coordinate with the volunteers and put a schedule 
together. 

Backstage Help 
Line Leader Chairperson – A volunteer is needed to collect names for line lead 
volunteers, ensure communication is being sent to the volunteers and put a schedule 
together on who is volunteering for what show, etc. This person will also need to help 
the line leaders learn their groups cues and entry points for the performances. They 
will need to be back stage to help coordinate for the majority of the shows.  

Line Leaders – Volunteers are needed as line leads for the groups. These are the 
people responsible for ensuring the younger actors are in the right costumes, and 
that they make their cues from the holding room to the stage and on and off the 
stage at the right time then back to the band room. Line leaders are required during 
tech week to learn the cues and go through the process with the actors/groups. It is 
not required that you work every show, as we know you will want to watch your actor 
perform, so it is helpful to have at least four parents per group.  Each group will need 
a stage left and stage right line lead for each show.   

Band Room 
Chaperones - Some actors, based on group assignments,  will be staged in a holding 
room in the back of the theater between times on stage. We do not allow the younger 
actors to roam freely throughout the theater during shows. This is for the safety of 
both our children and our crew. Parent volunteers are needed to supervise the actors 
in the band room. We will need at least three parents per show. These parents will 
help with escorts to the bathroom and costume changes for both boys and girls. We 
will need to have a parent in the holding room at all times if other volunteers are 
escorting to bathrooms. We will need parent volunteers starting on Wednesday of 
tech week.  

Stage Crew 
Mic Volunteers – Having leads mic’d is important to being able to hear them on stage. 
Mics are transferred between actors after their scenes are complete (except primary 
leads). Mic volunteers are needed to help with putting on and removing the mics 
from the actors. We will need a maximum of three volunteers per show.   

Makeup Crew - Makeup chair and volunteers are needed to organize makeup 
renderings and apply designs to various lead roles. They should arrive an hour and a 



 
half prior to the performance depending on makeup/hair needs. They will also be 
responsible for cleanup of makeup and hair supplies.  

Stage Crew – Parent volunteers are needed during the shows to help with changing 
the sets between scenes. A stage left and stage right crew are needed and we 
usually need at least seven volunteers per show. It is critical that volunteers attend 
most, if not all, of tech week in order to learn this job. All of the set changes happen in 
the dark so learning in advance where sets will be placed is very important. This job 
starts the Monday night of tech week. 

Prop Crew – A chairperson and parent volunteers are needed during the show to 
ensure props are found before each scene, set for each scene and retrieved after 
each scene. It is important that these volunteers attend tech week to learn this job.   

Fly Crew – This is the one job that we usually lean toward only having men work, 
unless there is a very strong woman available. It does require upper body strength to 
get the flyers in the air, guide them through the scene and get them down. It is critical 
that these volunteers attend tech week as much as possible to learn this job. 

Harness Team - We will need several moms to volunteer to harness our fly leads. 
They will harness all flying leads in time to reach the fly area for their cue. Smaller 
performers will often need to be escorted to the fly dads and picked up again when 
their part is finished.  

Strike 

Strike is scheduled for the Sunday following closing night.  This is the time we transfer 
all the sets, props and costumes from the Millikan theatre back to the MYART 
warehouse. We will need people who can help load everything into the trucks, drive to 
the warehouse and unload. We will announce times closer to that Sunday. Please do 
not bring children under the age of 13.  

 

 


