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Westfield State University Musical Theatre Guild

Constitution

Article I - Name

This organization will be known as the Westfield State University Musical Theatre Guild (MTG).

Article II - Purpose

The purpose of this organization is to offer interested students an opportunity to participate in musical theatre in any capacity on or off of the stage. The focus of the club is to engage students in all aspects of musical theatre through the provision of on-stage experience, backstage technical work, and the opportunity for participation on a production staff.  It is a goal of the club to remain professional as possible, while being student-run and dependent upon the members of the executive board, production staff of each show, and the faculty advisor(s).

Article III - Membership

Section I. Requirements (as based upon Student Government Association, SGA, standards):

A. Be a current, full time or part time student in good academic standing based on school standards for “academic probation.”
B. Have paid student activities fee for the current academic semester. 

C. Membership in MTG is dependent upon the following:

1. Involvement in two (2) of the previous three (3) MTG musicals. 

i. Involvement in a musical consists of: cast, crew, pit, production staff, and/or participation in a set build, strike, or house.  Other contributions can be discussed by the production staff and executive board.

ii. Musicals include primary semester productions and do not include events such as Dinner Mystery Theatre, “A Little Night Magic,” the Holiday Hootenanny, etc.

Article IV - The Executive Board

The Executive Board is composed of a President, Vice President, Secretary, Treasurer, Executive Assistant, Director of Fundraising, and Historian who oversee the running of the organization. The Executive Board sets policies in the best interest of the organization and its members. For the remainder of this document the Executive Board shall be referred to as the “Board.”  The term of office for all Board Officers shall be from one (1) commencement to the following commencement.  It is the duty for each member of the Board to ensure that the person who will succeed their position receives the appropriate training and resources.
Section I. Duties of Executive Board Officers
A. President

1. Responsible for the operation of the organization.

2. Run all Board meetings.

3. Work with the organization to complete all productions.

4. Determines a date, time, and location of the end of the year                                banquet.  President will also coordinate the remainder of the banquet event planning by delegating remaining duties to the rest of the Board members.

5. Responsible for accounting for all funds after fundraising events in collaboration with the Treasurer and in accordance with SGA protocol.


6. Shall hold one (1) vote on the Board, only in the event of a tie.

B. Vice President

1. Assist the President in all duties. 

2. In the absence of the President, assume duties of the President.

3. Serve as a liaison of the club to its faculty advisor(s).

4. Shall handle all advertisement and processing of directing applications.

5. Shall hold one (1) vote on the Board.

C. Treasurer

1. Responsible for keeping records and the collection of all financial transactions for both fundraising and productions. 

2. Will work with and serve as a liaison to SGA and the Vice President of Finance.

3. Responsible for overseeing all purchases.

i. This includes but is not limited to club merchandise, awards, pins, director’s chairs, etc.

4. Provide a Treasurer’s report upon the request of the Board i.e. after shows, fundraising events, etc. 

5. Will collaborate with the Producer(s) and Stage Manager(s) on all transactions concerning each production.

6. Responsible for accounting for all funds after fundraising events in collaboration with the President and in accordance with SGA protocol.

7. Shall hold one (1) vote on the Board. 
D. Secretary

1. Shall take attendance and minutes at every Board meeting. 

2. Responsible for posting the minutes of every Board meeting within forty-eight (48) hours and, upon request provide copies of the minutes to the Board at the next meeting. 

3. Must obtain a copy of all lists of people who are involved with the current production of each semester’s musical and event(s). 

4. Responsible for all correspondences of the club (e-mails, invitations, thank you letters, etc.).

5. Responsible for updating club affairs on the MTG social media platform.

6. Responsible for maintaining the most current version of the Constitution and Directors’ Application and passing down these documents to successor.
7. Shall hold one (1) vote on the Board. 
E. Director of Fundraising

1. Coordinate all fundraising activities in accordance with SGA’s financial protocol.

2. Responsible for generating and leading discussions on fundraising ideas.

3. Responsible for maintaining accurate fundraising records for current and future use.

4. Responsible for advertising all fundraisers in accordance with University policy
5. Shall hold one (1) vote on the Board.

F. Executive Assistant
1. Serve as an aid to all board members. 

2. Assume the responsibilities of any absent board member, excluding the President and Vice President.

3. In the event that another Board member is no longer able to fulfill their duties, the Executive Assistant will assume those responsibilities until elections are held to fill the vacancy.
4. Maintain the MTG bulletin board.

5. Responsible for organizing at least one club bonding events outside of the musicals per semester.
6. Shall hold one (1) vote on the Board. 

G. Historian

1. Maintain a media library (DVD’s, photos, pins, etc.) of all productions.

2. Maintain archives (scripts, scores, and soundtracks).

3. Serve as a liaison with Alumni Affairs office (obtain and update list of MTG alumni).

4. Is responsible for ordering show pins and Directors’ chairs for each production.

5. Responsible for organizing the voting for and the ordering of club awards. 
6. Shall hold one (1) vote on the Board.
Section II. Advisor(s)
A. Oversee the general running of the club, keeping in mind that it is a student run organization, yet at the same time being available for assistance when requested, or when they sees fit.
B. Serve as a liaison between faculty and staff of the campus community.
C. To make sure that the club abides by the by laws and policies outlined by SGA and the University.
D. At the discretion of the director, advisor is encouraged to attend scheduled rehearsals prior to advisor night.
E. Asked to attend monthly advisor meeting, but also welcome to any board meeting.
F. Purpose of the advisor is to support all decisions made by the board.
G. Reserves the right to strongly suggest to the directors the cancelation of a show with justifiable reasons.
1. An advisor does not hold the power to cancel a show.  However, if lines, blocking, dances, music, or set are not prepared, then the advisor(s) may strongly suggest to the director(s) and Board that the show be cancelled. 
H. Any Westfield State University faculty, staff, or librarian may be an advisor.
I. Responsible for reviewing show posters sent from the charge artist at least two weeks prior to opening the musical.
Section III. Weekly Board Meetings
A. The Board shall hold a meeting once a week while classes are in session. The time, day, and location of each meeting must be made available to all club members.

B. All Board officers are expected to attend every meeting. In the event that a Board officer cannot attend a meeting they must contact the President.
1. All Board officers are allowed a total of three (3) unexcused     absences from Board meetings per semester.
2. Excused absences ate at the discretion of the President.
3. Any board member that has more than three (3) unexcused absences should be removed in accordance with Article IV Section V
C. All meetings are open to the public. The Board should encourage all members of MTG to attend and participate in the open meetings. 

D. The Board has the right to hold closed sessions in order to discuss issues that are not ready for general session. Anything discussed during these meetings shall remain confidential unless otherwise noted.
Section IV. Election of Board Members 
A. Elections shall take place prior to the completion of the spring production.

1. It is strongly recommended that those nominated for the Presidency and Vice Presidency have served on the board prior or are of senior standing if no other Board members are available. 
B. Those eligible to run for the Board must meet the following requirements:

1. Must be present at elections.

2. Must be an active club member (in accordance with Article III, Section I).

C. All active club members (in accordance with Article III, Section I) shall be given a vote in the selection of officers.
D. The procedures of elections shall be:

1. Executed by the current President, or the highest-ranking senior Board member.
2. Those nominated must be seconded and must accept his/her nomination in person or by a delegate in order to be placed on the ballot.
3. Voting shall be by private ballot only. 
4. The current President and Vice President shall conduct the counting of ballots.  In the event that the President or Vice President is a candidate on the current ballot, the next board member by rank shall count. In the event that no board member would be available to count ballots due to being a candidate, an upstanding, non-voting, club member shall count ballots. 


Section V. Replacement and Removal of Board Members 

A. By majority vote of the Board, followed by a two-thirds (2/3) vote of      the club present at an announced meeting, an officer will be impeached.

B. In the event of resignation or impeachment of the President, the Vice President shall replace the President and a new Vice President shall be elected by proper procedures stated in the Article IV, Section IV. 

C. In the event of resignation or impeachment of the Secretary or the Treasurer, the position shall be offered to the Executive Assistant or Director of Fundraising, respectively, before nominations are opened to other club members.

D. In the event of resignation or impeachment of any other board member(s), a new member shall be elected by proper procedures stated in Articles IV, Section IV. 

Section VI. Replacement and Removal of Advisors
A. By majority vote of the Board, followed by a two-thirds (2/3) vote of the club present at an announced meeting, an advisor will be removed from their position.
B. In the event that an advisor is impeached or resigns, the Board will seek candidates for replacement. It is at the Board’s discretion to select a new advisor.
Article V - Selection of Director, Production Staff, and Musical

Section I. Applications
A. The Vice President shall handle all advertisement and processing of the directing applications.
B. The directing applications will be made available no later than the week following the completion of that semester’s musical.
C. Applications may be submitted even if not completed in their entirety. 

D. The Board reserves the right to hold the applicant(s) accountable for any or all application materials submitted during the interview in the form of a Director – Executive Board Agreement.
E. The application must be available for at least two (2) weeks before the due date.

Section II. Interviews
A. If the applying director(s), musical director(s), choreographer(s), and/or stage manager(s) are officers on the Board, said person(s) may not be present at the interview for, discussions of, or voting of opposing applicants by the Board, unless they hold the same position on each potential Production Staff. 

B. Every applicant has the right to an interview with the Board. 

C. Interviews shall be held within two (2) weeks of the application deadline. 

D. Interviews can be held at a separate time than the weekly Board meeting. 

E. The Board shall prepare questions which will be asked to the applicants.
F. The newly elected Board shall participate in the selection of and vote on the Director(s) and show of the following fall semester. 

G. In the event of a tie, the current President shall be the only member entitled to hold the tie-breaking vote.


Section III. Selection 

A. The Board shall base their selection of Director on the application, interview, and past experience.
B. The Board shall cast votes on the selection of a Director(s). The winner of the majority vote shall be awarded the position. 
C. Once the Board has selected the Director, all applicants who were interviewed shall be notified of the selection as quickly as possible.
D. The Board shall base their selection of a show based on how the show will impact the organization, the amount of funds available, and the theater requirements. The Board must select a show that they can ensure will be able to be produced successfully. 
E. The Board reserves the right to discuss concerns regarding show choice with any potential production staff members.
Section IV. The Director – Executive Board Agreement

A. The written document of the agreement is formed by the Board using materials and information presented by applicants during the interview process. The document will herein be referred to as the “Agreement.”
B. The purpose of this Agreement is to lay out the relationship between the directors and the Board, and to define the responsibilities of each for which they will be held accountable (i.e. production reports, professionalism, maintaining advisor contact etc.).

C. The directors shall hold a meeting with the Board to discuss and possibly revise the terms of the Agreement. 
D. The Board and Director(s) will collaborate in appointing a Board Officer to serve as Agreement Supervisor.
1. The Agreement Supervisor will act as a liaison between the Board and the Director(s). 

2. The Agreement Supervisor is to ensure that all points of the Agreement are met so that the production is successful.
3. Should the Director(s) not be Board Officers, the Agreement Supervisor will advocate on behalf of the Director(s), the show, and the club at Board meetings.
4. The Agreement Supervisor must attend all Production Staff meetings.
E. In the event that the directors fail to meet the standards of their agreement, the Board, directors, and Agreement Supervisor, will open a dialogue for consensus as to the best plan of action.
Section V. Confidentiality 
A. All materials, conversations, questions, interviews, voting rosters, applications, and Agreements shall be held strictly confidential. 
B. Any correspondence regarding the interview and the selection process (i.e.: feedback sheets, phone calls, etc.) shall go through the highest ranking Board officer not applying.

Section VI. Inability to Select a Suitable Director
A. In the event that the Board is unable to select a suitable director, it is at the Board’s discretion to develop and decide upon options for the semester’s activities for the club, in conjunction with the advisors.

Section VII. Removal of a Director
A. In the event that there is cause to remove a director, the club reserves the right to hold closed session meetings with the Board, the Production Staff of the musical, the cast, and with or without advisors.
1. The final decision will be a fifty (50) percent plus one (1) majority vote of the Board.

Article VI – Roles of the Production Staff 


Section I. The Director(s)     
A. All decisions made pertaining to the current production are secondary to that of the Director(s).
B. Is responsible for: 

1. All scripts, scores, and rental materials in conjunction with the Board. 

2. Working with the Treasurer concerning all financial matters. 

3. Posting all audition dates at least one week before auditions are held. 

4. Overseeing the duties of the Production Staff.

5. Working with the Technical Director of the space.
6. Working with the Musical Director(s), Choreographer(s), and Stage Manager(s) in the casting process and scheduling all rehearsals.
7. Working with Choreographer(s) and Costumer(s) to coordinate costume changes and appropriate wear for movement.
8. Meeting with the Board at their request.

9. Fostering a healthy environment in terms of health and academics for all production members.
C. In the event that there is cause to remove a member of the cast, crew, or Production Staff, the club reserves the right to hold closed session meetings with the Board, the Production Staff of the musical, and with or without advisors.

1. The final decision is left in the hands of the Director(s) of the show.  
2. The Board is expected to support the decision, regardless of their feelings on the matter and to maintain confidentiality regarding this decision.

D. In the event of a Co-Directing Pair, one Director shall act as the point of contact for the Board in the event of any urgent decision.
Section II. The Assistant Director 

A. Responsible for: 

1. Aiding Director in all aspects of production. 

2. Running rehearsals when Director is not present. 

3. Meet with the Board at their request.

Section III. The Musical Director(s) 

A. Decisions secondary to those of the Director and Assistant Director.

B. Responsible for: 

1. Upkeep and returning all scores to SGA. 

2. Finding musicians for the pit. 
3. Teaching music to the pit.
4. Teaching the music to the cast.
5. Appointing and collaborating with the Conductor on the pit music.
6. Responsible for vocal health of the cast by ensuring proper vocal warm-up at all rehearsals that require singing.
7. Working with the Director(s), Choreographer(s), and Stage Manager(s) in the casting process.
8. Collaborating with the Director(s), Choreographer(s), and Stage Manager(s) in scheduling.


Section IV. The Choreographer(s)
A. Decisions secondary to those of the Director and Assistant Director.

B. Responsible for: 

1. The warm-up of all the cast members. 

2. All dance routines. 

3. Teaching all routines, by a date pre-determined by the Director. 

4. Evaluating and correcting all cast members in their choreography.

5. Shall work with the Director(s), Musical Director(s), and Stage Manager(s) in the casting process.

6. Shall collaborate with the Director(s), Musical Director(s), and Stage Manager in scheduling.
7. Responsible for appointing a Dance Captain if deemed necessary.

8. Shall work with Director(s) and Costumer(s) to coordinate costume changes and appropriate wear for movement.


Section V. Stage Manager(s) 

A. Decisions secondary to those of the Director and Assistant Director.

B. Responsible for: 

1. The upkeep of the work space.

2. Posting the rehearsal dates and times on the production calendar and daily/weekly call.
3. Selecting the necessary crew for the musical with advisement from the directors.
4. Shall work with the Director(s), Musical Director(s), and Choreographer(s) in the casting process at the discrestion of the Director(s).
5. Shall collaborate with the Director(s), Musical Director(s), and Choreographer(s) in scheduling.
6. Calling all lighting and sound cues.  
7. Coordinating all set changes.

8. Making copies of all scripts, scores, and other necessary documents for auditions and rehearsals, or delegating this task to other Production Staff members.
9. Submitting daily rehearsal reports and weekly production meeting reports to Production Staff members.
10. Updating the cast on changes to rehearsal schedule.
11. Advocating for safety and well-being of all cast members.
i. This shall be done in accordance with Equity break policy which is a five (5) minute break after fifty-five (55) minutes of rehearsal or ten (10) minute after (80) minutes.

ii. The only exception is if the rehearsal lasts less that ninety (90) minutes. In this case breaks are at the discretion of the Stage-Manager and cast member.
12. Documenting scheduling conflicts.
13. Running Production Staff meetings.

Section VI. The Producer(s) 

A. Decisions secondary to those of the Director and Assistant Director.

B. Responsible for: 

1. Working with Board members on all matters of publicity. 

2. Ordering and reserving tickets. 

3. Creating the playbill. 
i. The playbill must be approved by all cast, crew, and Production Staff members before it sent to print.
ii. The Producer is responsible for collecting biographies of cast, crew, and Production Staff members who desire to have one in the playbill. If any member of the production does not submit their biography by the due date set by the Producer, they will not have one in the playbill.  
4. Distribution of show t-shirts.
5. Writing and sending Alumni and Parent Advertising Forms.
6. Organizing an “Ad Blitz” no later than three weeks prior to a production.
7. Coordinating make-up kit orders in conjunction with Costume, Hair, and Makeup Team, if necessary.
8. Collaborating with the Director(s) to determine the amount each production members owes for dues
i. Dues can include the price of show pins and Director(s) chairs, etc.
ii. All cast members are responsible for paying dues.

iii. Production staff members that are not in the cast may choose to pay dues, but are not required. However, they must pay for a pin and/or t-shirt, if desired.
9. Collecting dues, t-shirt money, and make-up kit money.

Section VII. Scenic Design Team
A. Decisions secondary to those of the Director(s) and Assistant Director.

1. Scenic Designer
i. Responsible for:
a. Designing the set.

b. Working with the Director(s), Charge Artist, Master Carpenter, and Technical Director to ensure completion of scenic elements.

c. Providing Technical Director with drafting of set design.

d. Providing Charge Artist with paint elevation.
2. Charge Artist

i. Responsible for 
a. Designing poster images.
1) These poster images should be sent to the advisors at least forty-eight (48) hours before posting.
2) These posters must be prepared to post at least two (2) weeks prior to opening night.
b. Designing t-shirts.

c. Replicating paint elevation as provided by scenic designer

d. Overseeing paint call
e. Ordering and organizing all materials to complete their responsibilities for set build in accordance with the Technical Director.

f. Running set build and set strike in accordance with the Technical Director and Master Carpenter.

3. Technical Director

i. Responsible for:

a. Working in coordination with the University Technical Director 

b. In accordance with the University Technical Director, for the safety and care of all those involved in set build, as well as the equipment being used (i.e. video monitors, sound monitors, microphones, pit equipment, etc.).
1) OSHA guidelines must be followed at all time to ensure safety.
c. Ordering and organizing all materials for set build in accordance with the Charge Artist, Master Carpenter, and Scenic Designer.

d. Overseeing set build and set strike in accordance with the Charge Artist and Master Carpenter.
e. Creating a schedule for set build and set strike
4. Master Carpenter 
i. Responsible for 
a. Leading set build and set strike in accordance with Charge Artist and Technical Director.
b. Working with Technical Director in making schedule for set build and set strike. 
c. Cut measurements being prepared prior to set build.


Section VIII.  Costume, Hair, and Makeup Team 
A. Decisions secondary to those of the Director and Assistant Director.
1. Costume Designer(s)
i. Responsible for:

a. Designing, making, repairing, and/or renting all costumes.

b. Measuring all cast members when necessary.

c. Work with Choreographer and Directors to coordinate costume changes and appropriate wear for movement.

d. In charge of finding costume crew.

e. Responsible for the design and delegation of hair and makeup.
f. Responsible for maintaining and adhering to costume rental policies.
2. Hair Makeup Designer(s)

i. Responsible for:
a. Design and delegation of hair and makeup.

b.  coordinating make-up kit orders in conjunction with Producer(s), if necessary.

Section IX. Light and Sound Team
A. Decisions secondary to those of the Director and Assistant Director.

a. Lighting Designer
i. Responsible for:

a. The lighting design, including but not limited to determining number and placement of instruments, providing light plot to the Technical Director, etc.
b. Working and corresponding with the Technical Director of the show and the University Technical Director.
c. Managing all lighting materials (i.e.: instruments, gels, gobos, etc.) and coordinating the hang and focus day, if allowed and necessary. 
d. Being present at cue-to-cue and all other technical rehearsals.
b. Sound Designer
i. Responsible for:

a. The sound design.

b. Working and corresponding with the Technical Director of the show and the University Technical Director.

c. Managing all sound materials (i.e.: CDs, MP3s, the sound board, etc.).

d. Being present at cue-to-cue and all other technical rehearsals.
c. Master Electrician 

i. Responsible for:

a. Management of lighting equipment, in accordance with the designer’s needs

1) This includes, but is not limited to spot lights, the television, the cameras, etc.

d. Sound Technician

i. Responsible for:

a. Management of sound equipment, in accordance with the designer’s needs
1) This includes, but is not limited to microphones, amps, speakers, etc.
Section X. House Manager(s)
A. Decisions secondary to those of the Director and Assistant Director.
1. Responsible for:

i. The preparation and operation of the house during all productions.

ii. Selecting a House Crew, with advisement from the Director(s)

iii. Coordinating with the producers on all fundraising efforts, ticket sales, and other events in the House. 

Section XI. The Assistants

A. Production Staff members will work in accordance with Director(s) to choose assistants if deemed necessary.

B. Production staff members are responsible for training and delegating tasks to their assistants.

C. Assistants are encouraged, but not required, to attend all Production Staff meetings.
1. In the event that the head of the Production Staff team cannot be in attendance, the assistant is required to attend the Production Staff meeting.

Section XII. Production Staff Meetings
A. Weekly Production Staff meetings should be held in order to maintain an open line of communication between all Production Staff Members.
B. Production Staff meetings are run by the Stage Manager(s)
Section XIII. Conflicts of Interest

A. In matters regarding Production Staff members and casting, decisions will be left to the discretion of the Director(s) and will be publicized before auditions.
Article VII - Bylaws

Section I. Substance Abuse
A. Any cast, crew, or Production Staff member caught with alcohol or controlled substances at any official MTG event or meeting will be automatically removed from the cast, crew, or Production Staff for that production and will be on probation for the following semester. 

B. If a cast member on probation is caught with alcohol or controlled substances at any official MTG event or meeting they will be removed from MTG permanently, with no opportunity for return.


Section II. Sexual Harassment
A. Any student who feels uncomfortable with the attention being given to them by another person involved in the production should report the incident(s) immediately to any Production Staff member, Board member, faculty advisor, or University official (i.e. Dean of Students, Vice President of Academic Affairs, etc.).
a. If any student involved in the production is informed of any sexual harassment complaint, that student must immediately attempt to contact the Dean of Students.

b. In the event that said student is unsure of how to contact the Dean of Students, they should contact the faculty advisor(s).

Section III. Hazing
A. MTG does not condone or practice hazing of any kind and it will not be tolerated.
B. See the Westfield State University hazing law for more details Massachusetts General Laws, Chapter 269.
Article VIII - Awards
Section I. 
Award Descriptions and Eligibility 
A. Each year, an awards ceremony should take place at Banquet in the spring semester. The following awards should be given out:
1. Scoobee Patterson Award
a. Given to a graduating senior having participated in every MTG musical during their tenure at the University.  They must also have served on the Executive Board. This person has given much of him/her self in regards of time, energy, and enthusiasm to MTG.
2. Greg P. Toland Memorial Award
a. Given to any member of the club who shows the qualities of dedication, loyalty, and leadership. All nominees must have participated in the two most recent musicals, in any aspect.
3. Amy Gerry Award
a. Given to any off-stage member who shows great enthusiasm for all aspects of backstage work. In order to be eligible for this award the offstage member must participate in both musicals.
4. Rookie Award
a. Given to any new comer of MTG during the academic year, who shows dedication, enthusiasm and leadership qualities. In order to be eligible for this award you must have been apart of at least one musical.
B. In order to remain true to the intent of these awards, in the event that no member of the club fits the requirements for any of the aforementioned awards, that particular award should not be presented for that academic year.
Section II. Voting for Awards
A. Anyone who participated in one of the two musicals from the academic year is able to vote on those who are eligible in order to determine who will receive each of the above awards.
Article IX - Amending Procedures


Section I. Amending the Constitution

A. This constitution may be amended by a two-thirds (2/3) majority vote of the voting members of the club and if approved by the Rules and Regulations committee of the Student Government Association.
