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The Committee:
The DCU Drama Committee is made up of eleven positions, with individual roles, as follows:


Chairperson: The Chairperson is the foremost point of contact for the society. The primary role of the Chairperson is to oversee meetings relating to the society and to ensure that they are as productive as possible. The Chair does not typically vote in committee decisions, but provides the casting vote in the event of a tie. The Chair is also responsible for overseeing the organisation external trips and for sending/authorising announce-drama e-mails. 

Vice-Chairperson: In any instance where The Chairperson cannot fulfil his role on committee, the Vice-Chairperson assumes the duties of the Chair. The Vice-Chair should also provide relief to other positions where necessary. The Vice-Chair is responsible for managing DCU Drama merchandise.

Secretary: The Secretary is responsible for organising committee meetings and for notifying other committee members of these. The Secretary assembles a provisional agenda to be used at meetings. It is also the duty of The Secretary to record minutes at meetings and e-mails these to the committee within a reasonable timeframe. The Secretary is responsible for maintaining the records (specifically ticket sale revenue and committee reports) and correspondence (mail, e-mail etc) of the society. The Secretary should liaise with the necessary agencies to secure performance rights for the society’s productions.

Treasurer: The Treasurer is responsible for overseeing the financial dealings of the society. The Treasurer is the bearer of the society’s chequebook and cashbox. It is the responsibility of The Treasurer to ensure that grant applications are adequately filled out and submitted before any relevant deadlines. The Treasurer should work with producers to develop appropriate budgets for each production and try to ensure that budgets are adhered to.  The Treasurer should record receipts (including ticket revenue), payments and maintain the financial records relating to the society

Public Relations Officer: It is the primary responsibility of The PRO to ensure that each production has sufficient promotion so as to maximise attendance. The PRO should employ all available channels of communication to promote the society and its activities, while also actively pursuing new and dynamic means of promotion. The PRO is responsible for overseeing any ‘blurbs’ and press releases relating to the society.

External Liaisons Officer: The ELO is the society’s representative on the organising committee of the ‘One Act Wonder Festival’ and should aim to maximise the society’s involvement in the festival. The ELO also represents the society’s interests at Irish Student Drama Association meetings and takes responsibility for overseeing the society’s involvement in the ISDA festival. The ELO is also the society’s point of contact for issues relating to bodies external to the university (i.e. alumni, schools, external drama bodies etc.)

Technical and Equipment Officer: The Technical and Equipment Officer is responsible for the upkeep and storage of the society’s assets. The Technical and Equipment Officer should ensure the provision of adequate technical equipment and operators for each production while also overseeing the sourcing and construction of an appropriate set. The Technical and Equipment Officer should maintain an inventory of the society’s assets.

Sponsorship Officer: The chief responsibility of The Sponsorship Officer is to source sponsorship to help finance the society’s activities. The Sponsorship Officer should develop and maintain a sponsorship portfolio and oversee any sponsorship events. The Sponsorship Officer also takes responsibility for ensuring that all obligations to sponsors are fulfilled.

Training Officer: The Training Officer’s primary role is to ensure that the society develops and fulfils its potential. The Training Officer organises workshops for the general membership and, when necessary, for the committee. The Training Officer should strive to maximise participation in the society’s events whilst actively target the society’s inactive membership. It is also The Training Officer’s responsibility to assess the competency of fellow committee members in carrying out their roles.

Webmaster: The Webmaster assumes full responsibility for the administration and upkeep of the society’s website. The Webmaster should actively source material so as to develop the website as required. The Webmaster is responsible for updating the mailing list and for moderating the society’s Bebo profile.

First Year Representative: The First Year Rep should actively encourage the involvement of ‘freshers’ in the society in every capacity. The First Year Rep is responsible for organising bi-semesterly theatre trips.

· The primary goal of the committee is to ensure that the best service possible is provided to the society’s members.

· The signatories for the society’s chequebook are The Chairperson, The Vice Chairperson, The Secretary and The Treasurer.

· All committee members are elected at an AGM in the final weeks of Semester 2, with the exception of  The First Year Representative who is elected at an EGM the following October.

Role of the Director:

The Director is the person who is ultimately in charge in a production. The Director is responsible for ensuring that the cast, production team and crew maximise their potential and succeed in fulfilling The Director’s ‘vision’ for the production. 

The primary responsibilities of The Director are as follows:

· Co-ordinating auditions and rehearsals with producer(s)

· Casting

· Ensuring that rehearsals run to schedule and that the production is ready for its allocated performance date(s)

· Relating his/her vision for the production to all involved in the production and ensuring that the cast and crew maximise their potential

· Meeting with technical and stage managers early in the production and specifying the production’s requirements in terms of tech, set and other equipment

· Working closely with producer(s) and attend regular production meetings

· Protecting the interests of DCU Drama and avoiding any actions that could jeopardise the financial standing of the society or bring the society into disrepute

All of the above also applies for choreographers, choral directors and musical directors when applied of their area of expertise.

Role of the Producer:

The producers of any DCU Drama production bear the following responsibilities:

· Booking rooms for production meetings, auditions and rehearsals

· Keeping cast and crew informed of rehearsal schedules

· Sourcing technical operators and backstage crew with the help of The Technical and Equipment Officer

· Liaising with The Secretary to organise performance rights for the production

· Meeting with The Treasurer to discuss budgets and financial restrictions. Producers should ensure that all budgets are adhered to and acknowledge that DCU Drama may not be held accountable for any unauthorised overspending

· Providing The Treasurer with all receipts for expenses. Only Producers may claim cheques from The Treasurer and must do so on behalf of all parties involved in the production

· Liaising with The PRO to co-ordinate the production’s promotional campaign. Both parties are responsible for overseeing this

· Sourcing a Front of House Manager to oversee ticket-sales

· Arranging regular production meetings with The Director, relevant members of the committee and other relevant parties

· Liaising with The PRO and The Sponsorship Officer to oversee production of a programme

· Providing The Webmaster with appropriate information to facilitate the setting-up of mailing lists and update of the website

· Providing regular progress reports to the committee at committee meetings (or by e-mail, if necessary)

· Ensuring that there are no issues outstanding at the end of a production

· It is the Producers’ responsibility to ensure that all scripts, scores and costumes are returned to their rightful owners within the designated timeframe

· Producers are responsible for co-ordinating any necessary clean-up after a production

· Protecting the interests of DCU Drama and avoiding any actions that could jeopardise the financial standing of the society or bring the society into disrepute

Role of the Front of House Manager:

Every DCU Drama that involves the sale and issue of tickets should have a Front of House Manager, who bears the following responsibilities:

· Sourcing ticket sellers

· Devising and implementing a ticket-sale schedule

· Photocopying and distributing sales record sheets and ticket-selling guidelines

· Ensuring that all tickets sales are recorded appropriately

· Negotiating the use of the cash box with The Treasurer and returning all moneys received to The Treasurer

· Sourcing front of house staff for the performances. These individuals will welcome patrons, assist them to their seats as well as sell programmes and raffle tickets

· Attending production meetings where necessary

Record of Ticket Sales:
Production Name:_____________________________________

Sheet Number:________            Date:_____________________

Name:
Member:

(Y/N)
Ticket

No:
Total

Cost:
Day of

Show:
Seller’s

Initials:

e.g. John Smith
Y
#701
€5.00
Thursday
JK




































































































































































































































































Guidelines for Ticket Sales:

· All ticket sales must be recorded in the relevant sales record sheets

· There should be two people at the ticket-stand at all times

· Ticket sellers must not leave the cashbox or tickets unguarded under any circumstances

· At the end of the day, all ticket sales records and the cashbox must be returned to The Front of House Manager

· Laptops should not be used at the ticket-stand and ticket sellers should  use their initiative in order to sell as many tickets as possible

· The Front of House Manager is the main point of contact for ticket-sellers and all queries/issues should be directed at this individual

Good luck!!

Committee Contact Details:
Chairperson: 
Stephen Grimes
chair@dcudrama.ie
0857079768

Vice-chairperson:
Eoin O’ Callaghan
vicechair@dcudrama.ie
0863623644

Secretary:
John Cannon
sec@dcudrama.ie
0862120067

Treasurer:
Joey Kavanagh
treasurer@dcudrama.ie
0857322505

PRO:

Liana O’ Cleirigh
pro@dcudrama.ie
0879212881

ELO:



elo@dcudrama.ie


Sponsorship:
Susan Doyle
sponsorship@dcudrama.ie
0867785896

Tech & Equipment:
Alan Keegan
tech@dcudrama.ie
0857120647

Training Officer: 
Lyndsey Fay
training@dcudrama.ie
0879901481

Webmaster:
Conor Lynch
webmaster@dcudrama.ie
0879617742

First Year Rep:


fyr@dcudrama.ie


Directory of Contacts:

Laura Aspil
0877604458
laura.aspil2@mail.dcu.ie
General
Elaine Bannon
0857179033
elaine.bannon2@mail.dcu.ie
Former Chair

Gary Boylan
0863070650
gary.boylan2@mail.dcu.ie 
Posters, PR
Eoin Byrne
0866049462
eoin.byrne24@mail.dcu.ie 
SU Education
Campus Print



Printing
Cliona Casserly
0863705660


Former Chair
Fiona Colhoun
0861053334
fiona.colhoun2@mail.dcu.ie
General
Charlene Connolly
0861737103
president@dcusu.ie 
SU President
DLI

018749084
dli@eircom.net 
Rights Agent
Ashley Dooley Martin
0857057652
mythe@redbrick.dcu.ie 
General
John Doyle

art_wolf@redbrick.dcu.ie
SPC Rep
Iain Dowling



Choreographer
Jason Fallon
0864081686
jason.fallon2@mail.dcu.ie
Tech
Conor Farrell
0857023010
lithium@redbrick.dcu.ie
General
Cormac Fay
0857208516
cormac.fay@gmail.com
General
Katherina Farrell
0868405845


General
Martin French
0857276320
martin.french@spd.dcu.ie
One Act Wonder

Eoghan Gaffney
0879900504
atlas@redbrick.dcu.ie
Tech
Daire Gilroy
0877403094
isdachair@gmail.com
ISDA Chair
David Grimes
0863707606
wolfhead@redbrick.dcu.ie
General

The Helix

017007000



Venue
Susan Hurley

0861933906
susan.hurley4@mail.dcu.ie 
Music Soc Chair

Irish Rubies
018742047


Trophies
Alan Kinsella
0868137824


Director
John McKeown
0864030108


Film Director

Shea McNelis

shea.mcnelis@dcu.ie 
Ents Officer
Eddie Milbourne
0872868341
info@buibolg.com 
Bui Bolg 

Joe Murray
0879351938
joseph.murray6@gmail.com 
General
Shane Murphy
0877822628
shane.murphy53@mail.dcu.ie
General
Shelly Ni Fh’cheallaigh
0863474287
meathgirl@gmail.com
General
Alan O’ Connor
0879083297


Set Design
Jessica O’ Connor
0851422966
jesjes@redbrick.dcu.ie
Redbrick
Roibeard O’ Murchu
0861744955
dramabob@gmail.com
Former Chair
Ailsing O’ Rourke
0866063057
aislingmeister@gmail.com
College View
PH Sound

  018550947




   Tech

Olga Reynolds



Musical Director

Mikey Robinson
0866041244
michael.robinson2@mail.dcu.ie 
SU Equality
Fiona Shannon
0857231108
fiona.shannon2@mail.dcu.ie 
Dance Soc Chair

Jenni Tweed
0857152452
jennifer.tweed2@mail.dcu.ie 
Set Design

Charlie Von Metzradzt
0879970877
phaxx@redbrick.dcu.ie
Redbrick Chair
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