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Alabama Thespians
MANUAL OF OPERATIONS AND PROCEDURES

MISSION STATEMENT
The mission of the Alabama Educational Theatre Association is to promote, foster and support 
excellence in educational theatre throughout the state of Alabama and to provide the students and 
teachers of our state with enriching and meaningful experiences in the performing arts. 

WHAT IS THE EDUCATIONAL THEATRE ASSOCIATION?
The Educational Theatre Association (EdTA), founded in 1929, is the professional association for 
theatre education. EdTA’s mission is to make theatre a part of lifelong learning. The Association’s 
major areas of effort—educational development, teacher training, and advocacy—serve to 
accomplish this mission by helping to improve the learning environment in the theatre arts 
regardless of educational setting. 

WHAT IS THE INTERNATIONAL THESPIAN SOCIETY?
The International Thespian Society, a division of the Educational Theatre Association, is the 
honorary theatre organization for students in high school and middle school. ITS offers everything 
from varied performance venues to college audition opportunities to formal awards and 
scholarships.

WHAT IS THE EDUCATIONAL THEATRE ASSOCIATION ALABAMA 
CHAPTER?

EdTA is the name of the professional association for theatre educators and the parent organization 
that operates the International Thespian Society. The Educational Theatre Association Alabama 
Chapter has the mission of connecting teachers and students in the state of Alabama to the Theatre 
for Life ideal. In addition, this document outlines the duties and responsibilities of the coordinators needed 
for the festival. If you have any questions, please go to www.alabamathespians.org.

HOW DO I JOIN EdTA/EdTA Alabama Chapter?
We understand that as a theatre educator, you work to create and offer your students the best 
available opportunities for growth and development through the arts. The International Thespian 
Society and Alabama Thespians can help you succeed in these endeavors

As a director of an active Thespian troupe, you are a member of the Educational Theatre 
Association as well as the Alabama Thespians. You may honor qualified students by inducting 
them into the International Thespian Society. In order to continue as an active Thespian Troupe, 
your school must pay an annual membership fee. It is also suggested that you induct new, qualified 
student members annually. Various forms and documents are available online in PDF format. For 
more information go to: www.edta.org
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To be a member of the Educational Theatre Association Alabama Chapter Board, please email the 
Chapter Director, Jamie Stephenson at althespianfestival@gmail.com There are always multiple 
positions available from year to year.  It takes many adults to perform all the tasks associated with 
the festival and the organization.

Alabama Thespians Governing Board
The governing board will consist of the executive board (Directors), the auxiliary board 
(Coordinators), and the Student Leadership board (STO). The executive board will be headed by 
the Chapter Director and will manage the overall business of the state chapter. They will attend 
all board meetings and festivals.     

I. EXECUTIVE

A. This board will meet no less than two times per year to conduct all necessary 
business.

B. Chapter Director(s) 

1.The Executive Board for an election process that falls in line with EdTA 
guidelines shall submit one name.  EdTA National offices will put forth the 
nominated person before the respective state for a 30-day period to be 
contested.  If no one member contests the name, the nomination will carry 
through.

2.There are no term limits as per EdTA rules and regulations.  

3.Responsibilities

a) Encourage new troupes
b) Coordinate chapter representation and attendance at state and 

national advocacy events
c) Check with the EdTA home office to assure applicants are registered 

thespians
d) Assist the EdTA official representative with completion of the post 

conference data forms
e) Advocacy 
f) Help Alabama troupes publicize activities at arts advocacy day
g) Coordinate an adult leadership retreat
h) Coordinate and recruit EdTA Alabama Chapter  members to attend 

Arts Advocacy Day in Washington, D.C.
i) Serve as an advocacy resource for Alabama thespian troupes and 

other theatre arts programs
j) Help troupe directors run more effective troupes
k) Plan board meetings
l) Submit a completed chapter pre-conference registration form at least 

60 days prior to the event
m) Complete all Pre and Post conference forms
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n) Advocating for thespians on a national, state, and local level to 
enhance educational theatre opportunities for a wide range of 
students

o) Advocate to state legislature
p) Make appropriate arts advocacy materials available to Alabama 

thespian troupe directors
q) Assist in the planning and organization of annual meetings and 

retreats of the EdTA Alabama Chapter
r) Reach out to inactive troupes
s) Contact schools that have a new director early in the process to aide 

with scholarships, auditions, basic info., etc.
t) Participate in Festival set up, tear down and pack up
u) Submit Financial Director with any invoices and receipts.
v) Seek outside funding, grants and sponsorships.
w) Coordinate with STO Board Coordinator to obtain festival art work 

for use on T-shirts -Send completed artwork to company who 
organizes shirts, badges, etc. for printing

x) Meet with directors during festival

C. Financial Director

1. Shall be selected and appointed by the executive board for a two year term 
(consecutive terms allowed)

2. Indeterminate term that should be evaluated by the Chapter Director 
annually

3. Responsibilities

a) Pay invoices
(1) Pay for T-Shirts & all festival related items
(2) Pay website hosting fee
(3) Pay storage fee, if applicable.
(4) Pay any other invoices submitted by the executive board

b) Prepare and present a festival financial report at first post festival 
board meeting  

c) Day to day financial management of the Alabama Thespians
d) Comply with IRS regulations for reporting payments for services
e) Submit a balanced annual financial report of all accounts to the 

EdTA home office by September 15 of each year for the prior fiscal 
year - including copies of the monthly bank statements

f) Pay fees for chapter incorporation and other filing in Alabama that 
authorize the Alabama Thespians to conduct business

g) Collect and count auction funds at the conclusion of the auction. 
Send check in the amount of funds raised to BCEFA, or other 
charities, after festival.

h) Pay any festival bills and/or expenses in a timely manner
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i) Complete all financial paperwork required by EdTA - including, but 
not limited to scholarship forms, insurance, forms, and other 
financial forms

j) Prepare festival invoices for schools
k) Pay to EdTA any required fees, assessments, and/or charges - 

including, by not limited to, scholarship monies, insurance, 
membership dues, etc. in a timely manner.

l) Attend all chapter board meetings throughout the year
m) Participate in Festival set up,  tear down and pack up

D. Secretary

1. Shall be selected and approved by the Executive Board.
2. Term of two years. Consecutive terms allowed.
3. Responsibilities

a. Take accurate minutes at all meeting and activities and keep 
a log - distribute to executive and auxiliary board members 

b. Maintaining supply of stationary
c. Create an email address book for registered schools
d. Responsible for all EDTA Alabama Chapter correspondence 

and recordkeeping 
e. Write additional thank you notes to all that assisted EdTA 

Alabama Chapter - including those received from various 
directors and coordinators

f. Complete correspondence requested from other directors and 
coordinators if need 

g. Compile evaluation forms and make note of concerns, 
comments, new contacts, and any other info that will aide in 
next year's festival

h. Organize materials and contact lists for the first board 
meeting, including executive board member, auxiliary board 
members, STO, and STO parents

i. Submit post conference items - IE winners, chapter select 
showcase qualifiers, scholarship winners, etc. promptly to 
Chapter Director for inclusion in EdTA Post Festival 
reporting

j. Submit invoices and receipts to Financial Director
k. Attend all chapter board meetings throughout the year
l. Participate in Festival set up, tear down and pack up

D. Festival Director(s)

1. Must have served at least one year prior on the executive board.
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2. Candidates selected and voted upon by the executive board. Co-directors 
are allowed.

3. Term of two years. Consecutive terms allowed.

4. Responsibilities 

a) Secure date and location for Alabama Thespian Festival
b) Oversee planning of Alabama Thespian Festival and delegate 

responsibilities and duties
c) Complete overall festival schedule-mock up to be given to CD by 

August 1.
d) Establish contact with the festival coordinators for workshop info 

and locations, IE schedule, performance times, etc.
e) Help coordinate the running of the festival
f) Troubleshoot problems and monitor festival activities throughout the 

event
g) Note any changes, suggestions, and contacts for next year's festival 

and prepare report for Chapter Director
h) Attend all chapter board meetings throughout the year
i) Communicate throughout the festival with festival coordinators
j) Deliver the Festival Director report at the post festival board meeting
k) Inform Secretary of thank you notes needed for all who assisted in a 

significant way
l) Finalize preparations with host school and chapter board
m) Forward the festival schedule to the Webmaster for publication on 

the website
n) Contact the technical director of the host school and obtain technical 

diagrams of facilities and system limitations and send to 
Performance Coordinator to include in technical package for 
performing school and send to Webmaster to post on website

o) Coordinate fundraising and community service projects with STO 
Board Coordinator to be held at festival and throughout the year

p) Coordinate with Performance Coordinator to establish contact with 
thespian directors that have been selected to perform a Mainstage or 
Chapter Select production

q) Participate in festival set up, tear down and pack up
r) Submit Guest Artist payment information to Financial Director.
s) Submit hotel needs for Guest Artists, Board, and STO to Financial 

Director. 

E. State Thespian Officer Director(s)

1. Candidates selected and voted upon by the executive board.

2. Term of two years. Consecutive terms allowed.

3. Responsibilities
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a) Support STO as their leader and mentor
b) Confirm all STO have sashes when representing EdTA Alabama 

Chapter
c) Assist STO with various projects as needed
d) Write letters to STO's administrators for excused school absences if 

needed
e) Assist STO in developing a theme, color palette, and logo for 

Festival
f) Assist STO in the development and rehearsal of opening and closing 

ceremonies and Festival presentations
g) Prepare the STO application materials for submission to the 

Webmaster
h) Assist with curriculum development for and implementation of 

Leadership Camp
i) Coordinate Leadership Camp. Confirm student Health Forms, 

directions for transportation, and other needs
j) Assist in the creation and implementation of an STO candidate 

volunteer shadow schedule for Festival
k) Prepare and present an advocacy and or community service 

workshop at Festival
l) Assist STO in Selection and Ordering of Festival swag for sales and 

auction items - Coordinate with Financial Director for payment
m) Assist STO in the development of curriculum for and 

implementation of Festival leadership workshops
n) Prepare hotel rooming list for STO and submit to Hospitality 

Coordinator
o)  Present awards, etc. and speak to audience of Festival delegates 

when appropriate
p) Encourage and assist STO in running for ITO as appropriate
q) Coordinate STO in post-Festival evaluations
r) Participate in festival set up, tear down and pack up
s) Serve on the Send a Troupe Committee

II. AUXILIARY

A. Auxiliary board members are selected and approved by the executive board.  Each 
Auxiliary Board member has a 1-year term.  Consecutive terms are allowed.

B. They include, but are not limited to:

Social Media/Public Relations Coordinator (job for future growth)
1. Update and maintain the Alabama Thespian website (www.alabamathespians.org) in a 

timely fashion
2. Provide necessary technical support for events
3. Post all needed documents as defined by the board and festival director no later than 3 days 

after the request has been made
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4. Post Registration, Play Performance, and IE Forms
5. Update STO and Adult Board contact information
6. Create a news release for immediate distribution to director for post-publicity 
7. Obtain camera-ready copy of the festival artwork for use in promotional materials
8. Take digital pictures for distribution to registered schools
9. Get quotes from students for articles
10. Publicize winners/superiors for schools/principals/districts/school boards 
11. Take pictures at festival and planning meetings
12. Write articles for new and inactive troupes 
13. Write articles for soliciting colleges
14. Compile press list (for multiple locations throughout the state)
15. Create a news release with scholarship recipients, individual event results, and all-chapter 

award recipients, and Hall of Fame inductees
16. Participate in festival set up, tear down and pack up

Junior Thespian Coordinator
1. To recruit  junior Thespians  troupes in Alabama
2. To be an advisor to the board on junior Thespian workshops and events (August Meeting)
3. To CC the CD or Alabama Thespians on all email correspondence
4. To be an advocate for Alabama Thespians to the middle and junior high schools  in 

Alabama
5. Inform Hospitality Coordinator how many judges you have recruited for Jr. Thespian IE’s
6. To arrange for necessary adjudicators to cover all IEs and Determine best IE for this person
7. To copy IE ballots and prepare judges packets these are found online at 

https://www.schooltheatre.org/communities/community-home/librarydocuments?LibraryK
ey=f10bd2b7-62e0-4fd5-af5c-3757751e3825

8. To stay current with IE requirements and guidelines from EdTA
9. To coordinate with the festival committee to determine time and location of all IEs
10. To prepare and Distribute welcome registration packets and refreshments to adjudicators -  

coordinate with Hospitality Coordinator
11. To prepare and Distribute information (rules, regulations, expectations, 

ballots-adjudicators) to adjudicators, timekeepers, door monitors
12. To supervise the Individual Events program
13. To determine awards needed for IEs and Submit as soon as possible to Secretary for 

ordering  
14. To get feedback from adjudicators whether the ballots and information were clear and 

helpful
15. To create an IE qualifier list
16. To provide Chapter Director with Showcase list to forward for IE entry at International 

Thespian Festival. Be sure to include IE Rights Application and Permission Form. Must 
include all superior IE’s, student(s) involved, name of selection (s), troupe number, school. 
See CD for EdTA form.

17. To email list of awardees to Webmaster for web publication
18. Festival set up,  tear down and pack up
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19. Meet with judges and directors at beginning of festival to solidify expectations and 
limitations

Arts Advocacy and Service Coordinator (job for future growth)

1. Coordinate Chapter representation and attendance at state and national advocacy events.
2. Make appropriate arts advocacy materials available to Alabama Thespian Troupe 

Directors.
3. Coordinate with the Student Board Coordinator on fundraising and community service 

projects to be held at festival and/or throughout the year.
4. Prepare and present an advocacy and/or community service workshop at the Alabama 

Thespian Festival.
5. Help Alabama Troupes publicize activities as Arts Advocacy. (TOTS-Eat, BCEFA events, 

etc.)
6. Serve as an advocacy resource for Alabama Thespian troupes and other theatre arts 

programs.

Host School Representative (job for future growth)
1. Work with Festival Director for smooth running festival
2. Consult with Festival Crisis Coordinator to develop the Crisis Plan for the host facilities
3. Provide materials needed to Festival Director for festival -including a map of facility, to IE 

Coordinator - a list of rooms available for IEs, to Guest Artist Coordinator a list of rooms 
available for workshops, and to Registration Coordinator seating charts for auditoriums

4. Prepare signage to aide in locating events
5. Attend planning meetings as needed with the festival committee and/or EdTA Alabama 

Chapter board
6. Provide a technical director and technical diagrams to Performance Coordinator and 

Festival Director
7. Walk through performance venues prior to and after performances to verify conditions
8. Create an official seating chart for various auditorium spaces; include any chair seating that 

can be added as needed.

Registration Coordinator
1. Be proficient in the online registration software for the festival
2. Ensure that the options and links for online registration are up to date
3. Coordinate with festival directors as needed to provide various registration information an 

documentation (i.e. Shirt size lists, meal ticket orders, etc.)
4. Attend festival planning meetings as needed
5. Carefully check and double check delegates attending and check and double check the total 

number registered with the capacity of the Host Site auditorium. Contact the festival 
director if any over/under registration problems appear. 

6. Provide the STO director with the needed information prior to festival to allow them to 
assemble school bags for each troupe: name badges, T-shirts, programs, and other 
promotional materials

7. Work registration table
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8. Estimate number of supplies for nametags, etc. and order supplies that are not in stock - 
coordinate with Festival Director  

9. Assign auditorium seating on a troupe-by-troupe basis. Include special guest, EdTA 
adjudicators, Hall of Fame members, and others not included on a registration form - 
Coordinate with Festival Director for appropriate performances

10. Print name badges according to registration list confirmation for all festival delegates and 
be prepared to print extras for lost or missing nametags

11. Participate in festival set up, tear down and pack up
12. Meet with judges the morning of festival to solidify expectations and limitations

Guest Artist Coordinator (job for future growth)
1. Compile a list of possible workshop presenters
2. Mail/Email contact letters to possible presenters - include appropriate response forms and a 

response deadline 6-8 weeks prior to festival
3. Negotiate artist fee per board established fee schedule
4. Mail/Email confirmation to presenters, including directions to festival site and list of local 

accommodations and possible restaurants.
5. Make arrangements with hospitality coordinator to secure hotel rooms as contracted.
6. Gather bios and workshop descriptions for program - forward to Festival Director
7. Provide Financial Director with a correct list of guest artists and fees required or 

gratis/concession made prior to date of festival
8. Maintain the facilities and logistics spreadsheet for guest artists provided to you by the 

festival director.  Submit this to the festival director no later than the December planning 
meeting.

9. Work with the festival committee to assign workshops to rooms allotted by Host School 
Representative  

10. Talk to presenters as they conclude their portion of the festival to get feedback on success 
of workshops and/or concerns

11. Submit schedule, presenters needs, and workshop locations to Festival Director
12. Submit presenters and workshop titles to Webmaster
13. Provide a balanced variety of workshop offerings at festival
14. Meet workshop presenters as they arrive, answer questions, and direct presenters to 

workshop sites
15. Visit workshop sites prior to and during presentations to ensure all needs are met and artists 

are comfortable - contact Host School Representative with issues
16. Coordinate with STO director to set up workshop counts during festival
17. Participate in festival set up, tear down and pack up
18. Submit invoices and receipts to Financial Director

Individual Events Coordinator/Junior Individual Events Coordinator 
1. Coordinate with Hospitality Coordinator for judges meeting
2. Arrange for necessary adjudicators to cover all IEs and Determine best IE for this person
3. Copy IE ballots and prepare judges packets
4. Stay current with IE requirements and guidelines from EdTA
5. Coordinate with the festival committee to determine time and location of all IEs 
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6. Prepare and Distribute welcome registration packets and refreshments to adjudicators - 
Coordinate with Hospitality Coordinator

7. Prepare and Distribute information (rules, regulations, expectations, ballots-adjudicators, 
IE room schedule) to adjudicators, timekeepers, door monitors

8. Determine awards needed for IEs and Submit as soon as possible to Secretary for ordering  
9. Get feedback from adjudicators whether the ballots and information were clear and helpful 

or not
10. Create an IE qualifier list
11. Provide Chapter Director with Showcase list to forward for IE entry at International 

Thespian Festival. Be sure to include IE Rights Application and Permission Form. Must 
include all superior IE’s, student(s) involved, name of selection(s), troupe number, school. 
See CD for EdTA form.

12. Email list of awardees to Social Media/Public Relations Coordinator for publication
13. Participate in festival set up, tear down and pack up

Performance Coordinator (job for future growth)
1. Solicit bids for Mainstage and Chapter Select shows for festival
2. Submit and review appropriateness of shows with Festival Director
3. Communicate with show directors
4. Inform EdTA Alabama Chapter board of Mainstage and Chapter Select selections
5. Select time for technical walk-through tour of host school facilities with Mainstage 

performers
6. Participate in festival set up, tear down and pack up

Hospitality Coordinator (job for future growth)
1. Book hotel for guest artists and other necessary persons i.e. STO and Adult Board
2. Work with IE Coordinator for judges meeting (Brunch; Luncheon, etc.) and run the judges 

meeting the opening day of Festival
3. Order sufficient supplies and food for Festival attendees (students' meals; hospitality room; 

luncheon; meet and greet mixer, etc.)
4. Order and Prepare teacher bags 
5. Handle concessions
6. Manage the Festival Hospitality Room
7. Prepare hotel room list for Adult board
8. Confirm on transportation arrangements (especially return trips) for special guests and 

EdTA representatives (shuttles from or to airport, etc.)
9. Participate in festival set up, tear down and pack up

Auction Coordinator
1. Prepare a work schedule for the silent auction table throughout Festival. Be sure the 

auction is supervised by an adult at all times -seek assistance with Volunteer Coordinator
2. Solicit auction items. Prepare and send a mass mailing to celebrities requesting 

autographed items for auction at the Alabama Thespian Festival to support scholarships for 
theatre students. Solicit assistance from STO 
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3. Keep a running list of items and donors to forward to Social Media/Public Relations 
Coordinator to post several items

4. Forward any photos, letters, or other interesting items to members of the EdTA Alabama 
Chapter Board who will use their message to promote theatre in our schools

5. Coordinate with STO President regarding contacting BCEFA (Broadway Cares) about 
donations of signed posters and other Broadway memorabilia

6. Ready all necessary auction bid forms prior to Festival
7. Coordinate with the festival committee in choosing a prominent location to house and 

secure the auction  
8. Be sure all items are paid for prior to release. The EdTA Alabama Chapter is not 

responsible for damage of items after the sale and before Festival ends.
9. Display auction items and advertise auction location, time, and procedure
10. If possible, report results of auctions at the closing ceremony and thank everyone for 

participating
11. Collect donated auction items from troupes at registration
12. Account for all items sold and note selling prices
13. Collect all unsold items and prepare for storage for following year
14. Prepare a formal report for Chapter Director. Include total amount of funds generated by 

the auction(s)
15. Report to Chapter Director and Executive Board any recommendations for future auctions
16. Submit auction funds to Financial Director
17. Participate in festival set up, tear down and pack up

Judge Coordinator
1. Work with Registration Coordinator to acquire volunteers (teachers & chaperones)
2. Be the go-to-person for  Auxiliary Board members to seek volunteers 
3. Participate in festival set up, tear down and pack up 
4. Coordinate with Hospitality Coordinator for judges meeting
5. Arrange for necessary adjudicators to cover all IEs and Determine best IE for this person
6. Copy IE ballots and prepare judges packets
7. Coordinate with the festival committee to determine time and location of all IEs 
8. Prepare and Distribute welcome registration packets and refreshments to adjudicators - 

Coordinate with Hospitality Coordinator
9. Prepare and Distribute information (rules, regulations, expectations, ballots-adjudicators, 

IE room schedule) to adjudicators, timekeepers, door monitors
10. Get feedback from adjudicators whether the ballots and information were clear and helpful 

or not

Scholarship/College Coordinator
1. Recruit scholarship EdTA inducted "auditionees" from active Thespian troupes
2. Instruct students in the use of ACCEPTD for the pre-audition process.
3. Crosscheck scholarship applications with Registration Coordinator to ensure the applicant 

has registered
4. Crosscheck scholarship applications with the list of applicants (Not all applicants send their 

materials on time)
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5. Contact the Host School Representative and inquire about the assigned room(s) for the 
auditions with a warm-up room in close proximity and adequate space for technical 
portfolio presentations

6. Review the rules and guidelines for scholarship to align with EdTA rules and guidelines
7. Monitor the auditions for adherence to the time limits and guidelines 
8. Inform the Festival Director of specific needs for the scholarship audition room: table, 

audio source, and chair
9. Present an audition workshop for all participants prior to Festival to provide 

applicants important with information, schedule changes, etc.
10. Carefully select members to serve as a scholarship selection committee: Alabama Thespian 

troupe directors, both veteran and intermediate -not novice, and/or EdTA Individual Adult 
members, college representatives or other theatre professionals. If possible, include 
directors who do not have a student participating in the audition process. 

11. Present scholarship certificates to recipients at closing ceremony
12. Provide Chapter Director with names, addresses, and troupe number of the scholarship 

recipients to forward to the EdTA home office
13. Forward names and troupe numbers of scholarship recipients to Social Media/Public 

Relations Coordinator for publication on website and social media
14. Participate in festival set up, tear down and pack up
15. Recruit colleges to attend festival
16. Create or update and refine college information forms and festival evaluation forms 

submitted by colleges
17. Inform colleges of the festival theme
18. Communicate with ACCEPTD partner to set up and revise ACCEPTD account, including 

descriptions of scholarships, audition requirements, and student deadlines
19. Help students and directors understand ACCEPTD through emails, phone contact, and 

newsletter articles
20. Maintain a log of attending colleges, name tags needed, willingness to judge, guest artists 

for workshops, and send to Guest Artist Coordinator, IE Coordinator, Host School 
Representative, and Festival Director

21. Send colleges attending to Webmaster on a regular interval for posting to website, include 
active links to the theatre department websites.

22. Recruit juniors and seniors to audition for colleges
23. Advocate to theatre teachers to encourage students to auditions
24. Explain audition process to troupe directors
25. Maintain list of colleges with theatre departments and active email addresses for key 

faculty members
26. Work with Host School Representation for location for college representatives
27. Send number of table required to Host School Representative after all applications have 

been submitted
28. Send thank you email and announcement for the following year's festival date and location 

as soon as current festival has ended to all attending and non-attending colleges
29. Ensure that tables are in place and representatives' needs are meet prior to arrival
30. Work towards a fall date for college audition workshop
31. Participate in festival set up, tear down and pack up
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Festival Crisis Coordinator (Host School)
1. Maintain manual of operations for emergency procedure obtained from Host site
2. Have an emergency contact for Host site
3. Consult with security personnel and Host site to determine plans for Festival emergency 

procedures: inclement weather - tornado, thunderstorm, ice or snow; electrical outage; fire; 
death or injury

4. Festival set up,  tear down and pack up

Exhibitor Coordinator (job for future growth)
1. For a nominal fee the Alabama Thespian Festival provides space for businesses to display 

promotional materials and product samples.
2. BEGINNING IN AUGUST - Seek and Contact potential candidates, and either provide 

them with vendor information or direct them to ALEdTA website to download forms, 
coordinate payment of fees, and ensure that display space provided meets the needs of the 
business representative

3. Maintain and compile forms, keeping a record of needs such as tables and electricity 
needed for exhibitors  

4. Send confirmation information to all confirmed vendors. Include hotel and restaurant 
information pertinent to Festival site and directions to Festival

5. As vendors make commitments, send information to Webmaster for publication on 
webpage of upcoming vendors to Festival. Include active links for publication on the 
website.

6. Send number of display tables needs to Host School Representative after all applications 
have been submitted

7. Ensure tables are in place and presenters' needs are met prior to vendor arrival
8. Greet vendors as they arrive at Festival. Offer assistance if necessary
9. Visit displays often during Festival to ensure that all needs are met
10. Obtain evaluation from vendors for following year updates
11. Participate in festival set up, tear down and pack up

C. At the end of festival each year, Auxiliary Board Members will submit a 
resignation letter to the Chapter Director.  The Executive Board will then begin the 
process of fulfilling those positions with either outgoing officers or new applicants.

III. STUDENT LEADERSHIP  
A. Student Thespian Officers

1. Job Description 

a) Members will attend and participate in activities at all Chapter Board 
meetings.
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b) Members will attend the Alabama Thespian Festival

c) Members will be assigned specific duties and will help in the overall 
operation of the festival

d) Members are encouraged to visit other Thespian schools

e) Members are to assist in recruiting new schools into the International 
Thespian Society

f) Members are expected to fulfill all the duties of his/her specific 
board role

g) Members are expected to be an advocate of the arts in Alabama 
schools and a positive role model for Alabama Thespians.  Students 
that are found to be poor role models for other Thespians through 
actions at home, on social media, or at the State and/or International 
Festival will be asked to leave the board

h) Non-senior student board members who wish to remain on the board 
must be re-elected along with new applicants.  Prior board 
membership does not ensure future board membership.

2. Duties

a) Attend all EdTA Alabama Chapter board meetings and all separate 
STO meetings

b) Attend all of Festival weekend (Thursday through Sunday)

c) Attend STO summer leadership retreat

d) Lead the thespians of Alabama as exemplary role models and 
embody all that is expected of upstanding thespians

e) Serve as a goodwill ambassador for the ITS

f) Reach out to schools in your region lacking chartered thespian 
troupes

g) Personally invite schools lacking a chartered troupe or a theatre 
department to the Alabama Thespian Festival

h) Develop a program to mentor theatre students in a regional area 
school of various STOs (schools with or without a theatre program)

i) Discuss and establish an educational program to promote at festival  

j) Organize the Thespian Presidents’ Meet and Greet 

k) Officer Duties:

President:

Oversee all actions of the State Thespian Officers.
Act as a liaison between the State Thespian Officers and the Adult    
State Board
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Maintain contact with Broadway Cares/Equity Fights Aids.
Assist Chapter Director with board communications.
Take the lead on planning of Leadership Camp
Open the Alabama State Thespian Festival with a welcome speech.
Lead STO in the following activities:
Festival evaluation
Pre-show announcements
Theme planning
Opening and Closing Ceremonies
Awards ceremonies

  Vice President:

Develop and plan for the implementation of the Honor Troupe  
evaluation.
Create a comprehensive list of workshops, utilizing a wide-variety of 
offerings.
Research workshop presenters
Work within a budget to bring in artists and presenters.
Take the lead on development and planning of Leadership 
Workshops for Festival.

Secretary:
Record minutes at STO Meetings, type them up, and send them to
other board members in a timely fashion.
Collect contact information for all board members and distribute a 
comprehensive list before the first meeting in May.
Assist Webmaster and Chapter Director as needed.
Distribute information to STO throughout the year.
Update the STO Manual as needed.

Social Media Manager:
Help maintain updates to website throughout the year
Assist Chapter Director with postings and updates.
Help note any changes, suggestions, and contacts for next year’s 
festival.
Post updates, ideas, facts, etc. on all social media outlets for Festival 
and activities leading up to that event.
Post STO focused information on a weekly basis

Site Manager:
Help note any changes, suggestions, and contacts for next year’s 
festival.
Help in the organization of rooms, signs, and any information 
pertaining to schedule details.
Troubleshoot with FD any problems that occur on site during 
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festival.

 Code of Ethics

As education professionals in the state of Alabama, we support the Code of Professional Conduct 
and Ethics. 

Alabama Educators Code of Ethics

  Resignation and Removal of Office

1. The Chapter Director may resign at any time by providing written notice to the 
Association.  In the event a Chapter Director is unable to fulfill his/her term, the 
Alabama Educational Theatre Association Executive Board will appoint an 
interim Chapter Director.  The interim Chapter Director will serve the remainder 
of the term until an election is held according to the ALEdTA bylaws. 

2. Any Director may resign at any time by providing written notice to the 
remaining Executive Board. The resignation will be effective on receipt of the 
notice or at a later time designated in the notice. If the need should arise, any 
Director may also be removed with cause by the remaining Directors on the 
Executive Board.

3. Auxiliary board members may resign at any time by providing written notice to 
the Chapter Director and Executive Board members. The resignation will be 
effective on receipt of the notice or at a later time designated in the notice. Any 
coordinator may also be removed with cause by a majority vote of the Executive 
Board.

4. A vacancy on the Executive Board or Auxiliary Board may be filled with a 
person selected and appointed by the remaining members of the board. 

VOTING PROCEDURES
1. CONVENTIONAL VOTING

a. Decisions made by the ALEdTA Executive Board shall be made by at least a 
51% majority vote of the appointed members in attendance.  

b. The Chapter Director shall vote only in a tie situation.  

c. It is expected that the Chapter Director may, from time to time, need to make 
decisions without the opportunity of consultation with the members of the 
Executive Board.  Should this situation arise, said decision can be overturned 
by a 51% majority vote of the Executive Board appointed members in 
attendance.  

d. For a vote to occur, at least 2/3 of the Executive Board must be in attendance.
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2. ALTERNATIVE VOTING - There may be times when issues arise and it 
becomes necessary to handle issues via electronic communication methods such 
as email, Facebook or text messaging.  In cases such as these, the following 
procedures should be followed:

a. The issue(s) in question should be sent by the Chapter Director to the current 
members of the Executive Committee via at least two forms of electronic 
communication.

b. Said members shall respond to the issues using written electronic 
communication.  This response must take place within 48 hours.   (Verbal 
communication is not permitted.)  

c. If the Chapter Director does not receive a response from a member of the 
Executive Committee within 48 hours, that member will be deemed to be 
absent from the meeting/vote.

d. After the 48-hour response period, the Chapter Director will tally all 
responses.  In order for the vote to be valid, the Chapter Director must receive 
responses from 2/3 of the Executive Committee.  

e. After tallying results, a vote of 51% of the respondents will carry the decision.

f. The Chapter Director will retain all correspondence for submission to the 
organizational log.

Alabama Thespian
Festival Operating Procedures (FOP)

The State Thespian Conference shall be held annually each year in February. The two day 
conference is designed as a place where students and teachers can get together to share ideas and 
enjoy a conference of theatre. Events can include, but are not limited to: workshops, chapter select, 
mainstage performances, individual events, scholarship awards, college auditions, Thespian Honor 
Troupe recognition, and awards presentations.

Dissemination of Duties:

FESTIVAL DIRECTOR

● Secure date and location for EdTA Alabama Chapter festival
● Oversee planning of EdTA Alabama Chapter festival and delegate responsibilities and 

duties
● Complete overall festival schedule-mock up to be given to CD by May 1.
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● Establish contact with the festival coordinators for workshop info and locations, IE 
schedule, performance times, etc. 

● Help coordinate the running of the festival
● Troubleshoot problems and monitor festival activities throughout the event
● Note any changes, suggestions, and contacts for next year's festival and prepare report for 

Chapter Director
● Attend all chapter board meetings throughout the year
● Communicate throughout the festival with various festival coordinators
● Deliver the Festival Director report at the post festival board meeting
● Inform Secretary of thank you notes needed for all who assisted in a significant way
● Finalize preparations with host school and chapter board
● Forward the festival schedule to the Webmaster for publication on the website
● Coordinate with STO Board Coordinator to obtain festival art work for use on T-shirts 

-Send completed artwork to Financial Director to order shirts
● Contact the technical director of the host school and obtain technical diagrams of facilities 

and system limitations and send to Performance Coordinator to include in technical 
package for performing school and send to Webmaster to post on website

● Coordinate with Performance Coordinator to establish contact with thespian directors that 
have been selected to perform a Mainstage or Chapter Select production

● Participate in festival set up, tear down and pack up
● Submit invoices and receipts to Financial Director

FESTIVAL CRISIS COORDINATOR (Host School): 

● Work with Festival Director for smooth running festival
● Develop the Crisis Plan for the host facilities
● Provide materials needed to Festival Director for festival program -including a map of 

facility, to IE Coordinator - a list of rooms available for IEs, to Guest Artist Coordinator a 
list of rooms available for workshops, theatre diagrams, and to Registration Coordinator  
seating charts for auditoriums

● Prepare signage to aide in locating events
● Attend planning meetings as needed with the festival committee and/or EdTA Alabama 

Chapter board
● Provide a technical director to Performance Coordinator and Festival Director
● Walk through performance venues prior to and after performances to verify conditions
● Create an official seating chart for various auditorium spaces; include any chair seating that 

can be added as needed.
● Maintain manual of operations for emergency procedure obtained from Host site
● Have an emergency contact for Host site
● Consult with security personnel and Host site to determine plans for Festival emergency 

procedures: inclement weather - tornado, thunderstorm, ice or snow; electrical outage; fire; 
death or injury

● Participate in festival set up, tear down and pack up
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REGISTRATION COORDINATOR: 

● Be proficient in the online registration software for the festival
● Ensure that the options and links for online registration are up to date
● Coordinate with festival directors as needed to provide various registration information an 

documentation (ie. Shirt size lists, meal ticket orders, etc.)
● Attend festival planning meetings as needed
● Carefully check and double check delegates attending and check and double check the total 

number registered with the capacity of the Host Site auditorium. Contact the festival 
director if any over/under registration problems appear. 

● Provide the STO director with the needed information prior to festival to allow them to 
assemble school bags for each troupe: name badges, T-shirts, programs, and other 
promotional materials

● Work registration table
● Estimate number of supplies for nametags, etc. and order supplies that are not in stock - 

coordinate with Festival Director  
● Assign auditorium seating on a troupe-by-troupe basis. Include special guest, EdTA 

adjudicators, Hall of Fame members, and others not included on a registration form - 
Coordinate with Festival Director for appropriate performances

● Print name badges according to registration list confirmation for all festival delegates and 
Be prepared to print extras for lost or missing nametags

● Participate in festival set up, tear down and pack up

GUEST ARTIST COORDINATOR:

● Compile a list of possible workshop presenters
● Mail/Email contact letters to possible presenters - include appropriate response forms and a 

response deadline 6-8 weeks prior to festival
● Negotiate artist fee per board established fee schedule
● Mail/Email confirmation to presenters, including directions to festival site and list of local 

accommodations and possible restaurants.
● Make arrangements with hospitality coordinator to secure hotel rooms as contracted.
● Provide Financial Director with a correct list of guest artists and fees required or 

gratis/concession made prior to date of festival
● Maintain the facilities and logistics spreadsheet for guest artists provided to you by the 

festival director.  Submit this to the festival director no later than the December planning 
meeting.

● Work with the festival committee to assign workshops to rooms allotted by Host School 
Representative  

● Talk to presenters as they conclude their portion of the festival to get feedback on success 
of workshops and/or concerns

● Submit schedule, presenters needs, and workshop locations to Festival Director
● Submit presenters and workshop titles to Webmaster
● Provide a balanced variety of workshop offerings at festival
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● Meet workshop presenters as they arrive, answer questions, and direct presenters to 
workshop sites

● Visit workshop sites prior to and during presentations to ensure all needs are met and artists 
are comfortable - contact Host School Representative with issues

● Participate in festival set up, tear down and pack up
● Submit invoices and receipts to Financial Director

INDIVIDUAL EVENTS COORDINATOR/JUNIOR INDIVIDUAL EVENTS 
COORDINATOR:

● Coordinate with Hospitality Coordinator for judges meeting
● Arrange for necessary adjudicators to cover all IEs and Determine best IE for this person
● Copy IE ballots and prepare judges packets
● Stay current with IE requirements and guidelines from EdTA
● Coordinate with the festival committee to determine time and location of all IEs 
● Prepare and Distribute welcome registration packets and refreshments to adjudicators - 

Coordinate with Hospitality Coordinator
● Prepare and Distribute information (rules, regulations, expectations, ballots-adjudicators, 

IE room schedule) to adjudicators, timekeepers, door monitors
● Meet with judges and directors to solidify expectations and limitations
● Supervise the Individual Events program
● Determine awards needed for IEs and Submit as soon as possible to Secretary for ordering  
● Get feedback from adjudicators whether the ballots and information were clear and helpful
● Create an IE qualifier list
● Provide Chapter Director with Showcase list to forward for IE entry at International 

Thespian Festival. Be sure to include IE Rights Application and Permission Form. Must 
include all superior IE’s, student(s) involved, name of selection (s), troupe number, school. 
See CD for EdTA form.

● Email list of awardees to Webmaster for web publication
● Participate in festival set up, tear down and pack up

PERFORMANCE COORDINATOR:

● Solicit bids for Mainstage and Chapter Select shows for festival
● Submit and review appropriateness of shows with Festival Director
● Communicate with show directors
● Inform ALEdTA board of Mainstage and Chapter Select selections
● Select time for technical walk-through tour of host school facilities with Mainstage 

performers
● Participate in festival set up, tear down and pack up

HOSPITALITY COORDINATOR:

● in some cases, the hospitality coordinator may be a group consisting mostly of host school 
parents and the host school director

● Book hotel for guest artists and other necessary persons i.e. STO and Adult Board
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● Work with IE Coordinator for judges meeting (Brunch; Luncheon, etc.) and run the judges 
meeting the opening day of Festival

● Order sufficient supplies and food for Festival attendees (students' meals; hospitality room; 
luncheon; meet and greet mixer, etc.)

● Order and Prepare teacher bags 
● Handle concessions
● Manage the Festival Hospitality Room
● Prepare hotel room list for Adult board
● Confirm on transportation arrangements (especially return trips) for special guests and 

EdTA representatives (shuttles from or to airport, etc.)
● Festival set up,  tear down and pack up

AUCTION COORDINATOR:

● Prepare a work schedule for the silent auction table throughout Festival. Be sure the 
auction is supervised by an adult at all times -seek assistance with Volunteer Coordinator

● Solicit auction items. Prepare and send a mass mailing to celebrities requesting 
autographed items for auction at the Alabama Thespian Festival to support scholarships for 
theatre students. Solicit assistance from STO 

● Keep a running list of items and donors to forward to Webmaster to post several items
● Forward any photos, letters, or other interesting items to members of the ALEdTA Board 

who will use their message to promote theatre in our schools
● Coordinate with STO President regarding contacting BCEFA (Broadway Cares) about 

donations of signed posters and other Broadway memorabilia
● Ready all necessary auction bid forms prior to Festival
● Coordinate with the festival committee in choosing a prominent location to house and 

secure the auction  
● Be sure all items are paid for prior to release. The EdTA Alabama Chapter is not 

responsible for damage of items after the sale and before Festival ends.
● Display auction items and advertise auction location, time, and procedure
● If possible, report results of auctions at the closing ceremony and thank everyone for 

participating
● Collect donated auction items from troupes at registration
● Account for all items sold and note selling prices
● Collect all unsold items and prepare for storage for following year
● Prepare a formal report for Chapter Director. Include total amount of funds generated by 

the auction(s)
● Report to Chapter Director and Adult Board any recommendations for future auctions
● Submit auction funds to Financial Director
● Participate in festival set up, tear down and pack up

JUDGE COORDINATOR:

● Work with Registration Coordinator to acquire volunteers (teachers & chaperones)
● Be the go-to-person for  Auxiliary Board members to seek volunteers 
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● Participate in festival set up, tear down and pack up 
● Coordinate with Hospitality Coordinator for judges meeting
● Arrange for necessary adjudicators to cover all IEs and Determine best IE for this person
● Copy IE ballots and prepare judges packets
● Coordinate with the festival committee to determine time and location of all IEs 
● Prepare and Distribute welcome registration packets and refreshments to adjudicators - 

Coordinate with Hospitality Coordinator
● Prepare and Distribute information (rules, regulations, expectations, ballots-adjudicators, 

IE room schedule) to adjudicators, timekeepers, door monitors
● Get feedback from adjudicators whether the ballots and information were clear and helpful 

or not

SCHOLARSHIP/COLLEGE COORDINATOR:

● Recruit scholarship EdTA inducted "auditionees" from active Thespian troupes
● Instruct students in the use of ACCEPTD for the pre-audition process.
● Crosscheck scholarship applications with Registration Coordinator to ensure the applicant 

has registered
● Crosscheck scholarship applications with the list of applicants (Not all applicants send their 

materials on time)
● Contact the Host School Representative and inquire about the assigned room(s) for the 

auditions with a warm-up room in close proximity and adequate space for technical 
portfolio presentations

● Review the rules and guidelines for scholarship to align with EdTA rules and guidelines
● Monitor the auditions for adherence to the time limits and guidelines 
● Inform the Festival Director of specific needs for the scholarship audition room: table, 

audio source, and chair
● Present an audition workshop for all participants at Festival to provide applicants 

important with information, schedule changes, etc.
● Carefully select members to serve as a scholarship selection committee: Alabama Thespian 

troupe directors, both veteran and intermediate -not novice, and/or EdTA Individual Adult 
members, college representatives or other theatre professionals. If possible, include 
directors who do not have a student participating. This committee should include three 
troupe directors per audition center.  This doesn’t make sense to me. 

● Present scholarship certificates to recipients at closing ceremony
● Provide Chapter Director with names, addresses, and troupe number of the scholarship 

recipients to forward to the EdTA home office
● Forward names and troupe numbers of scholarship recipients to Webmaster for publication 

on website
● Recruit colleges to attend festival
● Create or update and refine college information forms and festival evaluation forms 

submitted by colleges
● Inform colleges of the festival theme
● Communicate with ACCEPTD partner to set up and revise ACCEPTD account, including 

descriptions of scholarships, audition requirements, and student deadlines
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● Help students and directors understand ACCEPTD through emails, phone contact, and 
newsletter articles

● Maintain a log of attending colleges, name tags needed, willingness to judge, guest artists 
for workshops, lunch tickets needed per day for their judging and/or workshops held, and 
send to Guest Artist Coordinator, IE Coordinator, Host School Representative, and Festival 
Director

● Send colleges attending to Webmaster on a regular interval for posting to website, include 
active links to the theatre department websites.

● Recruit juniors and seniors to audition for colleges
● Advocate to theatre teachers to encourage students to auditions
● Explain audition process to troupe directors
● Maintain list of colleges with theatre departments and active email addresses for key 

faculty members
● Work with Host School Representation for location for college representatives
● Send number of table required to Host School Representative after all applications have 

been submitted
● Send thank you email and announcement for the following year's festival date and location 

as soon as current festival has ended to all attending and non-attending colleges
● Ensure that tables are in place and representatives' needs are meet prior to arrival
● Work towards a fall date for college audition workshop
● Participate in festival set up, tear down and pack up

SOCIAL MEDIA/PUBLIC RELATIONS COORDINATOR:

● Create a news release for immediate distribution to director for post-publicity 
● Obtain camera-ready copy of the festival artwork for use in promotional materials
● Take digital pictures for distribution to registered schools
● Get quotes from students for articles
● Publicize winners/superiors for schools/principals/districts/school boards 
● Take pictures at festival and planning meetings
● Distribute pictures, articles, and news releases to Webmaster
● Create a news release with scholarship recipients, individual event results, and all-chapter 

award recipients, and Hall of Fame inductees
● Participate in festival set up, tear down and pack up

EXHIBITOR COORDINATOR:

● For a nominal fee the Alabama Thespian Festival provides space for businesses to display 
promotional materials and product samples.

● BEGINNING IN AUGUST - Seek and Contact potential candidates, and either provide 
them with vendor information or direct them to ALEdTA website to download forms, 
coordinate payment of fees, and ensure that display space provided meets the needs of the 
business representative

● Maintain and compile forms, keeping a record of needs such as tables and electricity 
needed for exhibitors  
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● Send confirmation information to all confirmed vendors. Include hotel and restaurant 
information pertinent to Festival site and directions to Festival

● As vendors make commitments, send information to Webmaster for publication on 
webpage of upcoming vendors to Festival. Include active links for publication on the 
website.

● Send number of display tables needs to Host School Representative after all applications 
have been submitted

● Ensure tables are in place and presenters' needs are met prior to vendor arrival
● Greet vendors as they arrive at Festival. Offer assistance if necessary
● Visit displays often during Festival to ensure that all needs are met
● Obtain evaluation from vendors for following year updates
● Participate in festival set up, tear down and pack up

GENERAL GUIDELINES:

CONFERENCE PARTICIPATION: 

Each participating Troupe Director is required to carry a Code of Conduct and a Release Form for 
EACH DELEGATE ATTENDING CONFERENCE.

TECHNICAL COMPETITION: 

Theatre professionals will judge the Technical Competitors. There should be at least two (2) 
judges for each technical award. Judges are not to score entries until after the competitors have 
given their oral presentation. Competitors are to be scored based on their entries and their oral 
presentations. 

 

AUDIENCE BEHAVIOR: Participants at the conference are expected to show proper audience 
behavior. Cat calls, whistling, suggestive sounds or anything that may interrupt the flow of 
production (workshop, one-act, or main-stage) will not be tolerated. Any member of the audience 
who does not show proper conduct will be asked to leave the performance (or the conference). 
Although an audience of Thespians should be able to conduct themselves properly, it is up to 
Thespian Troupe Directors to monitor the behavior of their students and to set up appropriate 
consequences. See the Alabama Thespian Code of Conduct for appropriate conference behavior.

REGISTRATION FEE & PRIORITY:

Fees for the State Conference will be determined by the Chapter Director and the State Board each 
year. 

NON-THESPIAN schools and students are welcome to the conference. There will be an additional 
fee per student for non-Thespian students and an additional fee for non-Thespian schools to be 
determined by the Chapter Director. Registration fees entitle each person to: Admission to all 
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workshops, one-acts, mainstage productions, a t-shirt, and any social events provided as part of the 
conference.  Thespian schools will have priority over non thespian schools should the event sell 
out.

THESPIAN PRESIDENTS’ MEET AND GREET: 

The president (or designated representative) of each troupe attending conference will meet with 
the State Thespian Officers at least once during the conference to introduce themselves, review 
information for the year, and brainstorm ideas for the next year. 

 

TROUPE DIRECTORS’ MEETING: 

At least one meeting will be held during the conference for the express purpose of electing new 
Troupe Directors to the board. More meetings are authorized at the State Director’s discretion.
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