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The Student Workshop is a society for drama students led by a committee of elected 
students within the Drama department at Royal Holloway, University of London.  
 
The address of the society is:  
 
The Student Workshop  
Department of Drama, Theatre and Dance 
Royal Holloway, University of London  
Egham, Surrey  
TW20 0EX  
 
thestudentworkshop@rhul.ac.uk  
 
This constitution must remain accessible to members of the society at all times. The Student 
Workshop is not affiliated with the Royal Holloway Students Union. 
 

1. The aims of The Student Workshop (non-hierarchical order) 
 
1.1. The overarching vision of The Student Workshop is to enrich and compliment the 

knowledge and skills taught by the degree through opportunities and outlets, striving to 

utilise all elements and members of the department.  

1.1.2. To do this, we aim to provide students in the Drama Department with opportunities to 

participate in the creation and execution of high-quality productions and encourage the 

continuation of these outside of the university. 

1.1.3. To provide workshops, theatre trips and events to aid courses, build up students’ 

experiences, personal development and hobbies/areas of interest.  

1.1.4. To provide a forum for social interaction through social events and meetings aspiring 

to include all years of study and members of the department, technical and administrative 

staff.  

1.1.5. The company should be fair and democratic in the decisions it makes. This will often 

involve taking issues to a public vote at a General Meeting or, in some circumstances where 

other factors, for example, health and safety, have to be considered, decisions will be 

undertaken by the elected committee based on the principles of this constitution.  

 



2. The Committee  
 
2.1. A General Meeting will be held at least once a term. All members are encouraged to 

attend in order to voice their opinions on the matters arising.  

2.2. The committee are responsible for the organisation of The Student Workshop, and liaise 

with the Production Manager, Head of Department and Theatre Planning Committee (TPC) 

in the organisation and co-ordination of productions and events.  

2.3. If you are a member of committee you can only actively participate, whether that is as a 

cast or crew member, in one production each term. This can be formally challenged at the 

discretion of the committee depending on circumstance.  

2.4. The President attends termly TPC meetings chaired by the departmental Production 

Manager, manages the committee and chairs The Student Workshop meetings, and is also 

prepared to attend the inter-society casting of productions as the chair unless they have 

auditioned or are part of a show crew. They are the team leader of the committee. It is their 

responsibility to delegate to the other committee members and ensure all tasks are being 

completed quickly and efficiently.  

2.4.1. In the case of an equality of votes in a Committee or General Meeting, the president 

shall have the casting vote.  

2.5. The Vice President of the society takes on the responsibilities of the President should 

the President be unable to do so. They are also a primary port of call in a similar capacity to 

the President.  

 

2.5.1.They also take on administrative responsibilities such as: taking minutes at all 

committee meetings and responding to messages on The Student Workshop Facebook 

page. They are also in charge of emailing the relevant information to all Drama students 

when deemed appropriate via The Student Workshop e-mail account. This can be in a form 

of an Update.  

 

2.5.2. They are also responsible for compiling and distributing the bid packs alongside the 

Production Liaison 2 weeks before the termly Bid Meetings. In the absence of the President, 

the Vice President will chair committee meetings. They are also responsible for attending 

TPC meetings. 

2.5.3. The Vice President is in charge of the email correspondence of the company but will 

pass any pressing issues onto the President if such an issue were to arise or if the email 

was relevant to another member of committee. 



2.4. The Treasurer is responsible for the management of company accounts. They also 

communicate with other members of committee if a budget is required.  The Treasurer is 

responsible for making a termly report of the company accounts to the rest of the committee, 

so everyone is aware of the company’s financial position. The Treasurers role also includes 

the collection of participation fees (see section 4) and the maintenance of list of paying 

participants.  

2.5 They must also oversee all money across productions including but not limited to: 

organising claims forms, distributing floats, and making the tickets for shows available. (see 

section 7).  

2.6. Prior to Committee Meetings, Producers of each Student Workshop production must 

formally and directly apply to the Treasurer if they require extra funding. (see section 7) 

2.7. The Creative Learning Officer is responsible for organising workshops and talks with 

professionals and students/alumni that will offer career and academic skills to the current 

student body. They are also responsible for managing and maintaining the Student 

Workshop opportunities email account to facilitate as many professional theatre 

opportunities as possible. In addition, they should present these opportunities on the RHUL 

Opportunities Moodle page.(supporting the COO when necessary) 

2.8. The Community Outreach Officer is responsible for organising student led events such 

as trips, workshops and talks outside the university that benefit the current student body. 

They are also responsible for liaising with production teams with regards to any community 

outreach ideas they may have throughout the production process. They are also responsible 

for managing and maintaining the SW opportunities email account to facilitate as many 

professional opportunities as possible. In addition, they should present these opportunities 

on the RHUL Opportunities Moodle page.  

2.9. The Publicity Officer is responsible for creating, sharing and verifying the publicity of the 

company. They are also responsible for the management of the company’s social media 

sites, the noticeboard and website, ensuring they remain updated frequently.  

2.9.1 The Publicity Officer is also responsible for remaining in communication with 

production teams in order to discuss their overall publicity. They liaise with the Publicity 

Officer on Production Teams to ensure that publicity deadlines are met. The Publicity Officer 

is responsible for communicating with the Social Events Co-Ordinator. 

2.10. The Social Events Co-Ordinator is responsible for organising various social events and 

maintains the inter-society iCloud calendar on behalf of the Student Workshop.- They  are 

also in charge of the Student Workshop google doc calendar The role also includes liaising 



with other performance based societies for larger events and taking suggestions for events 

from members of The Student Workshop.  

2.10.1. The Social Events Co-Ordinator will support the production teams when organising 

launch nights and fundraisers.  

2.10.2. The Social Events Co-Ordinator will liaise with the Creative Learning Officer and the 

Community Outreach Officer to organise the logistics of the events created. 

2.11. The Midnight at the Boilerhouse Co-Ordinator is responsible for organising the termly 

Midnight at the Boilerhouse performances, with the elected sub-committee (detailed in 

section 10). In Summer Term the Co-Ordinator will liaise with the committee to host Summer 

Festival. 

 

2.12. The Production  Liaison is responsible for overseeing the smooth running of the 

Student Workshop’s three productions each term. They are responsible for mentoring and 

advising where teams feel necessary and acts as a pastoral role, supporting cast and crew. 

This role includes hosting termly bid meetings along with the post-bid meetings. This also 

includes passing feedback from the committee to the successful production teams and from 

there forward ensuring that this feedback is implemented in collaboration with the production 

teams, the company and the committee. They must attend TPC meeting. 

2.13. The Production Liaison should facilitate the correct number of POLOs (selected from 

committee based upon availability) to ensure the fairness of our productions’ first round of 

auditions. They are also responsible for  production guidelines to be distributing to the 

POLO’s and audition panel.  

2.14.The Production Liaison must attend the recalls and castings of each production and 

further act as the key point of impartial contact for all other performance societies in the case 

of any clashes. They must also be accessible during the recall meeting as a point of call. 

2.15.Throughout term they must commit time to communicate with production teams to 

ensure department regulations are being adhered to, in specific reference to Front of House 

and technical requirements.  

 

 

 

2.16. The First Year Representative ensures the communication of The Student Workshop 

events are known to first years, and ensures that the views of the first years are heard. They 

spend Autumn Term shadowing the Production Liaison to prepare to take on board the same 

role for the Spring Term First Year, Rehearsal Room Scratch, whereby they oversee the 



smooth running of said production whilst remaining in close contact with The Student 

Workshop committee throughout. 

2.17. The Postgraduate Representative ensures the communication of The Student 

Workshop events to Postgraduate years, and makes sure that their views are heard to foster 

and develop a working relationship with Undergraduate and Postgraduate students. They 

are encouraged to liaise with the Creative Learning Officer and Community Engagement 

Officer to facilitate Postgraduate led workshops and further opportunities. 

2.18. All committee members must attend the weekly committee meetings or send their 

apologies to the President or Vice President with a valid excuse at least 24 hours prior to the 

meeting. Continued absence from more than three committee meetings with unsatisfactory 

excuses allows the rest of the committee to enact a vote of no confidence, which must be 

unanimous.  

2.18.1. The relevant member shall have the right to be heard by the Committee before a 

decision is made to terminate their position on committee.  

2.18.2. In the case of an outstanding or elongated absence, said roles’ duties will be 

absorbed amongst the committee. 

2.18.3 As part of your position on committee, it is expected of you to be prepared to take on 

an impartial POLO role for the termly production auditions, if you are not part of a production 

team or auditioning. (see section 2.12.)  

2.19. In spring term all committee roles are available to be shadowed (except the First Year 

and Postgraduate Representatives) from the beginning of Spring Term. The organisation of 

this will be at the discretion of the current committee. 

 

3. Elections  
 
3.1. The Student Workshop members elect a committee at a General Meeting at the 

beginning of the third term of each year.  

3.2. The positions that are elected are President, Vice President, Treasurer, Production 

Liaison,Midnight at the Boilerhouse Co-Ordinator, Creative Learning Officer, Community 

Outreach Officer, Social Events Co-Ordinator, Publicity Officer.  

3.3. To run for a committee role, you must give a two-minute manifesto about why you deem 

you can fulfill the role, and what you will bring to The Student Workshop. Members running 

for President are allowed a further minute to deliver their manifesto. Candidates must then 

answer a prepared question by the role they are running for, the committee and any further 

questions from the floor.  



3.3.1. If a third year student that will continue in the department to study an MA wishes to run 

for   a committee position, they must have received their letter of acceptance/confirmation 

from the college to be able to run. 

3.4. There will then be a closed ballot vote by all in attendance at the meeting. Students may 

abstain from the vote, or vote for R.O.N (Re-Open Nominations) if none of the candidates 

seem appropriate. Votes are counted by the President and the Vice President.  

3.4.1. If the President and/or Vice President  are running for a position, then responsibility for 

counting votes goes down the committee as follows: Treasurer, Production Liaison, Midnight 

at the Boilerhouse Co-Ordinator, Creative Learning Officer, Community Engagement Officer, 

Social Events Co-Ordinator, Publicity Officer. 

3.4.2. In the event of a tied vote, the two committee members counting the votes must 

decide. If they cannot agree, then the vote is cast by committee in the order above.  

3.5. You must be a member of The Student Workshop to vote at the meeting.  

3.6. There will be a thorough, one to one hand over between the current and newly elected 

committee members before the end of the summer term. The committees will then work 

together for the remainder of the term, and committee meetings will be co-chaired by the 

President-elect and the previous President.  

3.7. The committee elected in the Summer Term will plan and co-ordinate events and 

productions for the following Autumn, Spring and Summer Terms.  

3.8. Should a committee member be elected and then choose to step down from their role, 

re-elections must be held within a week following all the constitutional guidelines detailed 

above.  

3.9. Should a committee member consistently not fulfil their constitutional duties they may be 

asked to step down by a unanimous vote of no confidence from the rest of the committee. If 

this is the President, Vice President or Treasurer, an acting replacement must be elected by 

the committee. This would be followed by re-elections following all of the constitutional 

guidelines above.  

3.9.1. The relevant member shall have the right to be heard by the Committee and The 

Student Workshop Staff Mentor before a decision is made to terminate their position on the 

committee.  

3.10. The position of First Year Rep and Postgraduate Rep will be elected within the first 

month of Autumn Term in the manner described above.  

3.10.1. Only First Years can run for the role of First Year Representative. 

3.10.2. Only Postgraduate Years can run for the role of Postgraduate Representative.  



3.10.3. The voting for the First Year Rep and Postgraduate Rep is extended to all members 

of the Student Workshop.  

3.10.4. These roles are a Student Workshop role not a departmental role.  

3.11. Only one person can be elected into each committee role.  

3.12. If a role is not filled within three elections, then said role must be absorbed by 

committee for that year.  

3.12.1. The positions of President, Vice President and Treasurer must be filled otherwise the 

society cannot run, the committee can select an acting President from the committee of the 

time.  

3.12.2. If no one runs for any other positions then those positions become void for one year.  

 

4. Participation Fees  
 
4.1. Students may only be a member of The Student Workshop if they are a Drama and/or 

Dance student. This can be as a Single Honours, Joint Honours, International, 

Undergraduate or Postgraduate student.  

4.2. Participation Fee for undergraduate students costs £7 and covers all three years (or four 

in the case of International Theatre Australia and France students, visiting students, 

part-time or students who take a year abroad and continuing Post-Graduates).  

4.2.1. Visiting students that reside within the department for one term are charged a 

Participation fee at a reduced price of £2. 

4.2.2  In the event that said visiting student decides to extend their residency at the 

university they will be charged accordingly, depending on the length of their stay.  

4.3. Participation for Post-graduate students costs £4 for the duration of their course, unless 

they have previously paid Student Workshop Participation Fee.  

4.4. Students may join The Student Workshop at any point during the academic year.  

4.5. To be involved in The Student Workshop in an active capacity you must have paid the 

participation fee, and all members are bound by this constitution.  

4.5.1. An active participant is someone who is involved in the productions in any form, 

attends workshops or talks and any other Student Workshop project  

4.6. Every member has the right to vote at every General Meeting.  

4.7. If a student involved in a production has not paid by first night of the performances, they 

will not be allowed to partake in the performance and will be blacklisted for the rest of the 

academic year.  



4.7.1 If a member is blacklisted they will not be allowed to be involved in The Student 

Workshop in any capacity for the rest of the academic year.  

4.7.2 The Vice President oversees the documenting of the blacklist.  

4.8. The committee retains the right to refuse or terminate participation without previous 

warnings in exceptional circumstances, such as if a member is found to be in violation of the 

constitution.  

4.8.1 The relevant member shall have the right to be heard by the committee before a 

decision is made to terminate participation.  

4.9. The constitution shall be made accessible online and in paper form.  

4.10. Members agree to abide by The Student Workshop’s constitutional rule. Furthermore, 

each member is liable for any repercussions if they do not adhere to the constitution.  

 

5. Finance  
 
5.1. The funds of The Student Workshop are held in an account at HSBC, Staines.  

5.2. The signatories are the Treasurer, Vice President and President. These new signatures 

must be made official before the end of Summer Term.  

5.3. All the profits made through the Student Workshop will be re-invested into the society to 

further its aims and objectives.  

5.4. No member shall receive payment for services to the company other than for expenses 

incurred from a budget set down by the Treasurer, for which the member will be refunded by 

online transfer or cash if under £5.  

5.5. The Student Workshop’s financial year shall end at the end of the Summer Term, and 

an annual profit and loss account and balance sheet for each financial year shall be 

prepared and verified by the Treasurer and President.  

5.6. A Termly report must be discussed and reviewed by the committee in the last week of 

each term.  

5.6.1. The Treasurer must also make a report after any event or production.  

5.7. Treasurer must ensure all cast and crew of Student Workshop productions are active 

participants (see section 2).  

 

6. Productions within the Drama Department  
 
6.1. The department allow us to use their facilities, such as performance and rehearsal 

spaces, technical facilities such as lighting, sound and audiovisual equipment along with the 



Digital Studio, Costume Workshop and Workshop. The technical team also provide us with 

support and assistance on our productions, and in return, ask that we adhere to certain rules 

and regulations as the spaces are licensed for public performance. A technical specification 

of all spaces is held adjacent to this constitution and is also available on request from the 

Production Manager or President of the company, or on Moodle under the “Drama 

Department Tech Space”.  

6.2. When working on The Student Workshop productions, members must obey the rules 

and regulations of the guidelines for the use of Drama Department Space by The Student 

Workshop issued by the Production Manager and The Student Workshop Production 

Guidelines.  

6.3. Up to four productions are put on each term, with the exception of Summer Term: the 

Rehearsal Room Scratch, the Season Production, the Original Production, and the Midnight 

at the Boilerhouse.  

6.3.1. The Rehearsal Room Scratch will occur in a rehearsal room space, the Season 

Production will occur in the Caryl Churchill Theatre but also has the potential to be 

performed in other performance space at the discretion of the production manager, and the 

Original Production can be bid for any performance space; however, this should be advised 

by the tech team. Midnight at the Boilerhouse will be performed in the Boilerhouse.  

6.4. Dates for the performances are decided by the Theatre Production Committee, and 

these dates cannot be negotiated.  

6.5. Students who bid to stage a production in any rehearsal space in the drama department 

must be aware that there are limited technical spaces.  

6.6.1. Second and third year students may only bid to stage a Rehearsal Room production in 

the Autumn Term, because the Spring Term Rehearsal Room production is for First Years 

only.  

6.7. Productions are chosen democratically, with an open vote available to all Drama and 

Dance Students' during the Production Bids Meetings via a paper vote (which is run by 

members of the committee, but not those involved in a bid in any capacity). It is also possible 

to vote via email for a set period time decided by the committee.  

6.7.1. R.O.N. will be put up against all shows in case a show is strongly disapproved by the 

majority of voting students.  

6.7.2. The Vice President and the Production Liaison count the votes. If the Vice President is 

involved in a bid in any capacity, then responsibility for counting votes goes down the 

committee as follows: President, Treasurer, Midnight at the Boilerhouse Co-Ordinator 



Publicity Officer, , Creative Learning Officer, Community Outreach Officer, Social Events 

Co-Ordinator, First Year Representative and Postgraduate Representative.  

6.7.3. If committee members are involved a bid in any capacity they must inform the 

committee at least 24 hours prior to the bids meeting.  

6.8. In the event of an equality of votes, the decision shall pass to the committee who must 

make their decision with the best interests of The Student Workshop in mind.  

6.8.1. If they cannot agree, then the casting vote goes to the Student Workshop Staff 

Mentor.  

6.9. The Student Workshop committee has the right to veto a show if the rights are too 

expensive and therefore not financially feasible.  

6.10. Please refer to the Production Guidelines and Departmental Production Guidelines for 

more information with regards to bidding.  

6.11. You may not bid a production if you will not be able to acquire the rights for the 

performance dates. As Royal Holloway University falls within the 50-mile catchment area of 

the West End we will be unable to obtain the rights for a play currently being (or to be) 

performed in the West End. The Student Workshop are not willing to violate the terms of 

rights given to us for shows, nor will we perform a show without the rights as it could lead to 

the college being blacklisted by publishers.  

6.11.1. The acquisition of the rights of the show is the respective production teams 

responsibility, but the committee Treasurer will work alongside with the bid-teams Producer 

to help with administration. 

6.12. A show may not be bid if The Student Workshop has staged it in the past three years. 

This may be contested at a case by case basis. 

6.13. Bid teams must have a Director, Producer, Stage Manager and Publicity Officer. You 

may not bid if you do not have these. 

6.13.1. In the case of the 1st year scratch the bid teams must have a Director and Producer. 

The committee will then facilitate crew interviews to ensure that they have a full team. 

6.14. A bid pack is required to bid a show. This consists of, but is not limited to, a: show title, 

concept, research title, performance space, production team, cast list, brief synopsis, 

budget, set plans. A mood board is also required which will be put in the Drama Department 

consisting of: show title, cast list, brief synopsis, director’s interpretation but no team 

members name. To be shown on the same day as the bid meeting. 

6.14.1. The information given during the bids process must be followed through into 

performance. If a production team wants to change their performance in a way that does not 

reflect their bid, they must approach the committee and justify their reasons for change. 



(This refers to more stylistic changes than to practical issues, which should be negotiated 

with the Production Manager).  

6.14.2. Any alterations in crew must be discussed with committee and justify their reasons 

for this change.  

6.14.3. The bid packs cannot be accepted without a budget- That conforms with the budget 

guidelines, confirmation of rights and a concept.  

6.15. The Bid packs will be made public and sent to the Staff Mentor, via email, and 

censored to remove any details of the team involved in the production. 

The teams must send two versions of their bid pack: one anonymised and one with crew 

names and bios. 

6.16. Bid teams must not influence votes in any capacity and aim to create a sense of 

anonymity.  

6.17. When bidding a show for The Student Workshop, the bid team MUST have contacted 

the publishers directly to be absolutely sure that the play can be staged. Evidence of 

confirmation with the publishers must be shown at the Bids Meeting.  

6.18. If rights are found to be unattainable for the winning bid, their show is cancelled and 

the bid with the second highest votes will take its place. 

6.19. Summer Festival is an event will be curated by a committee that is liaised through the 

Midnight at the Boilerhouse coordinator. This committee will oversee the three SummerFest 

sections; Fresh, MIdnight at the Boilerhouse and Archive. 

 

7. Budgets.  
 
7.0. The Student Workshop will pay for rights and the running of productions and provide 

teams with a budget. What does it mean by technical requirements? 

7.1. Budgets may vary according to the balance of the previous year. Treasurer should 

discuss this in committee meetings. 

7.2 The treasurer should update the rainy day fund on an annual basis. It should account for 

two years worth of minimal budget for all shows and include a social budget.  

7.3. The minimal budget for the Season Production is £200.  

7.4. The minimal budget for the Rehearsal Room Production is £60.  

7.5. The minimal budget for the Original Production is £100.  

7.6. The minimal budget for Midnight at the Boilerhouse is £50.  

7.7. Production teams may apply to the committee for an additional budget during the 

production process if necessary.  



7.7.1. Producers can discuss any additional budget needs with the budget prior to consulting 

the rest of committee. Once this is verbally agreed they will need to send a written budget to 

the Student Workshop email explaining how they will spend the funds prior to it being 

authorised.  The decision is made by the committee based on the merit of the application, 

and is not guaranteed.  

7.8. To claim back money you have spent from your budget, production teams must provide 

the Treasurer with receipts for purchases along with a claims form, whereby the Treasurer 

will reimburse via bank transfer (this includes printing costs). Production teams must keep all 

receipts for items purchased for a production.  

7.9. All fundraising, including launch nights, is added to the allocated budget for production 

expenses at the discretion of the Treasurer.  

7.9.1. Any funds raised from collective sources e.g. Autumn Launch is split equally, and is 

added to the allocated budget.  

7.10. The Treasurer must supply ALL floats for launch night and ticket sales.  

7.11. The Producer of each production team must have at least one budget meeting with the 

Treasurer during the production process.  

7.12. In the case of over-expenditure the production teams will take ultimate responsibility- 

and the Producer will liaise with the Student Workshop Treasurer, as well as the show’s 

Production Liaison, in order to assess the best course of action.  

 

8. Grants  
8. The committee will agree on an appropriate amount of money to put forward for the 

Extended Project Grant based on the account records for each term.  

 

8.1The amount allocated for the Extended Project Grant will be decided by the committee, 

according to the written proposal by the applicant(s).  

8.2. Applicants fill in a grant application form that is sent by email to all students including 

MA and postgraduate students 2 weeks before the deadline.  

8.3. Each application is discussed by the whole committee on a case by case basis. 

8.4 The committee members then email their votes by email to The Student Workshop.  

8.5 The applicants will then be emailed to inform them on whether they have been 

successful or not.  

 

9. Ticket Prices  
 



9 There are three brackets of pricing for tickets. These are as follows. 

9.1. Drama/Dance student tickets  

9.2. Student tickets  

9.3. Public tickets  

9.4. There are 5 reserved tickets per production slot which are held as complimentary seats 

for those who wish to review said production (staff or student) and staff who have aided said 

production. However, this can be changed through applying to the Treasurer and Production 

Liaison.  

9.5.  The general tickets for Midnight at the Boilerhouse are £1.  

9.6. Tickets will be sold online via Eventbrite or the current committees preferred ticketing 

platform (excluding MatB).  

9.6.1. Tickets sold in person must be priced at the same face value as online tickets.  

9.7. Tickets must not be sold in any Student Union affiliated buildings.  

9.8. Crew members cannot take up ticketed seats.  

9.9. Production teams may apply to the committee for a change in ticket prices, so long as 

this is prior to start of ticket sales.  

 

10. Conditions of The Student Workshop Productions.  
 

10.1. Production teams must hold fair and open auditions within the Drama Department.  

9.2. POLOs will be appointed to be present at the production auditions to ensure fairness 

and the subsequent meetings with other POLOs from other societies.  

9.2.1. This must be arranged prior to audition week. Every member of committee must be 

willing to take on this responsibility.  

9.3. The Production Liaison must be accessible for both recall and casting processes in 

order to facilitate any clashes that may occur with other shows within the company, or with 

external societies. They will act as a liaison to promote respect, safety and amicable 

relations throughout the rehearsal period.[ 

9.3.1 First Year Rep will be the liaison for Spring Term Rehearsal Room Scratch aided by 

the Production Liaison.  

9.4. Members of the production team and any members of the bids team may not audition 

for the production.  

9.4.1. In exceptional circumstances, members of the crew may be members of the 

production if they apply to the committee in writing. 



9.5. Student Union notice boards can be used to advertise outside the Drama Department 

upon discussion with the Publicity Officer who will liaise with the Students Union 

communication officer. If this right is not granted, any member must not place posters on 

Student Union notice boards.  

9.6. Non-Drama students are not allowed to be involved in a production unless in 

exceptional circumstances, whereby the production team must apply to the committee, the 

Production Manager and Head of Department in writing, outlining why it would be necessary 

to use a non-Drama student. Please note that this is not out of any discrimination, it is due to 

the technical equipment within the performance space that requires full Health and Safety 

and technical training, which is provided by the department in the first term of study.  

9.7. Production teams must adhere to and consider the Health and Safety requirements, as 

well as technical requirements as outlined by the technical department.  

9.8. The conditions of rights issued for a play must be adhered to, by law.  

9.9. Producer will provide The Student Workshop committee with a full cast and crew list no 

later than one week before the show to authorise membership.  

9.9.1. This should also be done by the MatB CO-Ordinator at least one week before MatB.  

9.9.2. Both of these membership lists should be maintained by the Treasurer.  

9.10. Production teams are responsible for acquiring all props, set, costume etc, and 

organising their crew, get in/out team and production meetings.  

9.11. Production teams are responsible for obtaining scripts for cast and crew.  

9.12. Production teams are responsible for booking rehearsal spaces. The Production 

Liaison is responsible for booking the audition spaces. 

9.13. If any explicit content is to be included within a production that any of the membership 

or company’s audiences might be adverse to, the director must meet with the committee 

beforehand to discuss its inclusion in any capacity  (whether live on stage or recorded in a 

film/projection). This must at least be done two weeks before the opening night. The decision 

made by the committee must have the best interests of the company, its members and also 

its audiences in mind. The decision made by the committee is final.  

9.14. The Director and the producer will attend committee meetings when deemed 

appropriate by the Production Liaison, to ensure things are running smoothly.  

 

 

10. Midnight at the Boilerhouse  
 



10. This is an event whereby students are encouraged to showcase new writing and original 

work. Midnight at the Boilerhouse was created to provide a platform for the performance of 

students’ own work to their peers, provide constructive audience feedback for those 

participants that would like it, provide an opportunity for students to act in a university drama 

space and to promote new writing on campus.  

10.1. Midnight at the Boilerhouse is coordinated by the Midnight at the Boilerhouse 

Co-Ordinator, who will appoint a sub-committee in the summer term at a meeting with 

students who wish to fill these roles.  

10.2. The sub-committee roles are Publicity Officer, Technical Supervisor, Show Runner and 

Production Liasonr:  

10.3.1 Show Runner, whose role is to liaise with the Technical Supervisor, stage manage 

the event and ensure the smooth running of the performance. They must appoint a crew of 

ASM’s for the show.  

10.3.2 Publicity Officer, whose role is to publicise the event and promote Midnight at the 

Boilerhouse.  

10.3.3 Technical Supervisor, whose role is to assist with setting up and running all technical 

aspects of the show. 

10.3.4 MATB production liaison, whose role is to offer supervision to each performance both 

creatively and pastorally.  

10.4. Midnight at the Boilerhouse does not accept already published pieces owing to 

licensing and copyright. New writing and works in progress are encouraged to be performed.  

10.5. The programme for Midnight at the Boilerhouse is decided by the Midnight at the 

Boilerhouse Co-Ordinator and sub-committee. The writer/director of the pieces to be 

performed must take full responsibility in organising the performance.  

10.5.1 Should the sub-committee fail to come to a final decision, the Co-Ordinator has the 

casting vote on the program.  

10.5.2 Midnight at the Boilerhouse must hold open and fair auditions. These auditions are 

managed by the Midnight at the Boilerhouse Co-ordinator. All Midnight at the Boilerhouse 

directors must attend these auditions and arrange the casting of their pieces amongst 

themselves. All actors wishing to partake in Midnight at the Boilerhouse must attend these 

auditions. If any of the pieces does not succeed in casting every role (the only reason for this 

is if not enough people audition, as people who audition must get first priority in being cast) 

then it is up to the writer/director of the piece to find actors after the auditions. This task does 

not fall to the MatB Co-ordinator, unless they wish to help the writer/director find performers. 

 



10.6. Because Midnight at the Boilerhouse aims to showcase six or more acts in one 

evening and is focused on showcasing the initial work of a performance, rather than tech, 

complex technical support is not available. A general uncoloured wash will be provided, with 

some potential for blackouts and scene changes, as well two sound cues which are 

managed by the Technical Supervisor. Basic furniture, including moveable black screens, 

tables, chairs, whiteboard and sticks from the Boilerhouse will be available for use.  

10.7. Following Departmental rules, students may not rehearse in the Boilerhouse. 

10.8. All students involved in Midnight at the Boilerhouse must help with the get-in and 

get-out for the performance, which occurs a few hours before the performance. This involves 

covering the dance floor and returning it to the original set up after the performance. Those 

involved must bring the appropriate footwear.  

10.9. Midnight at the Boilerhouse is able to apply to the committee for funds if relevant.  

10.10. Tickets for Midnight at the Boilerhouse are £1 and are sold on the door on a first 

come, first served basis.  

10.11. Please refer to the Midnight at the Boilerhouse Information Pack for further 

information.  

10.12. Creative writing students can submit pieces to Midnight at the Boilerhouse but they 

cannot direct or perform.  

10.13 Outside of each terms Midnight at the Boilerhouse, the Midnight at the Boilerhouse 

Co-Ordinator has the power to organise additional new writing showcases as well as 

workshops in connection with the Creative Learning Officer.  

 

11. Workshops  
11. The Student Workshop committee will organise workshops to be held in the Drama 

Department with external theatre professionals, and, on occasion, by lecturers and/or 

students from the Department.  

11.1. The Student Workshop committee will ensure a diverse a range of workshops as 

possible, and may organise them in conjunction with specific courses. If any member has 

any requests or contacts for workshops, they may give these to the committee.  

11.2. Wherever possible, the committee will keep these costs to a minimum, and costs of 

workshops are often subsidised by the treasury. Ticket prices for professional workshops will 

vary and depend on the cost of the company or professional artist, whereby The Student 

Workshop only aims to break even.  

11.3. The committee member responsible for the workshop should produce a budget and 

bring this to committee meeting. 



11.4. Information about workshops will be displayed on social media, the website, the 

noticeboard and email in advance of the event.  

11.5. Failure to attend a paid workshop without advance notice to a member of the 

committee will result in your place being offered to someone else.  

11.5.1. Refunds will only be given when a valid reason is given at least 24 hours before the 

workshop. If you are unable to give 24 hours notice, it is your responsibility to fill your space 

in the workshop. 

 

 

12. Community Outreach Projects  
12. The Community Outreach Officer is responsible for organising projects and events within 

the community.  

12.1. To be involved in a Community Outreach Project in any capacity you must be a paying 

participant, and all members are bound by this constitution.  

12.2. The budget for the Community Outreach Officer is £100 per year.  

12.2.1 The Community Outreach Officer can apply to the committee for more money if 

necessary.  

 

13. Socials  
13.The Student Workshop will organise at least 2 socials per term, which can include 

inter-society socials.  

13.1. All students of Royal Holloway are welcome to these events (including non-Drama 

students).  

13.2 The Social Events Co-Ordinator will lead the companies’ involvement in the 

organisation of intersociety events, overseen by the performing arts presidents. 

13.2.1 The Social Events Co-Ordinator will not personally pay for any costs required for the 

Student Union affiliated events due to complications reimbursement.  

13.3. The Social Events Co-Ordinator must be granted a budget, approved by the Treasurer, 

for the events on a case by case basis.  

13.4 The organisation of events includes sourcing appropriate publicity (from the publicity 

officer), booking the venue, the overseeing of the event invitees, managing the smooth 

running of event itself as well as tracking any required costs.  

13.5 The social events coordinator must be an available point of contact for society 

members wishing to submit an event proposal.  

  



14. Shadow Scheme 
14. Productions may offer placements in the form of shadows where by students may learn 

practically from members of a production’s crew. These may be offered in any roles deemed 

suitable and are advised but not compulsory. 

14.1. The positions should primarily be made available to first year students in first term. 

However in second term all years can apply to be a shadow for any of the shows.  

 

 

-  


