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Complimentary Ticket Policy

This policy defines the proper instances for when a

Complimentary ticket can be offered to an individual

and the appropriate steps to obtain approval. 


Effective Date: January 1, 2010

Complimentary Ticket Definition:

A complimentary (comp) ticket entitles an individual to see a performance at Oyster Mill free of charge. A complimentary ticket can only be used for ONE performance for ONE production. A complimentary ticket can only be offered under the following guidelines with the proper approvals. 

Volunteers:

Oyster Mill Playhouse prides itself on being a 100% volunteer organization. In order for the theatre and it’s productions to run effectively and successfully, we rely on a large number of volunteers with a wide range of skill sets. In order for a volunteer to earn a comp ticket, they must meet one of the following criteria:

· Be a member of the production staff for the current production.

· Costumer, Properties Designer, Set Designer, Set Dresser, Lighting Designer, Sound Designer and Child Wranglers
· Volunteer at least 4 hours of time assisting with set construction/ decoration, properties, costumes, lighting or sound. 
Each production staff member will be responsible for properly identifying those that have volunteered at least 4 hours and report this to the producer of the show. The producer will hand in a report of all volunteers to the Production Coordinator no less than 2 weeks prior to opening night. The Production Coordinator will review and approve the report and send to the Business Manager in order for the comp tickets to be issued to those individuals no less than 1 week prior to opening night. 
Restrictions:

· Oyster Mill issues comp tickets to volunteers to thank them for their efforts; however, we must keep the business end of the theatre in mind. Therefore, comp tickets may not be used on any Opening Night.
· Actors/ Actresses can only qualify for a comp ticket if they meet the criteria stated above. They do not qualify for a comp ticket on performing alone. 

· Comp tickets must be used for the production in which the ticket was earned.

· Any one person may only qualify for one ticket regardless of the amount of hours that were volunteered. 

· Light and sound board operators and back stage crew can only qualify if they meet the criteria stated above, as their volunteer hours do not start to accrue until the run of the show begins.

· Any position that receives a stipend may not qualify for a comp ticket regardless of the amount of hours they volunteered with any other group. 

Exchange of Services:

In efforts to allow a production to be presented in the most cost effective way possible, it is sometimes necessary to make exchanges for services or items rendered to the theatre for our use. One of these options could be to offer comp tickets to the person or business making the donation. This option may only be used under the following conditions:

· The cost of the service or item being donated is worth at least the amount of one regularly priced ticket for the production. (Straight Plays- $14; Musicals- $20)

· ALL requests must be approved prior to the exchange being offered to the individual or business making the donations. Any exchange made without prior approval runs the risk of not being approved for what was originally offered or not approved at all. 

· Producer receives approval from Production Coordinator first. If the request is deemed appropriate, the Production Coordinator will then receive final approval from the Business Manager. The Business Manager will approve the number of comp tickets that may be offered for the exchange. 

· The cost of comp tickets will be deducted at cost from the production’s budget. For example: 4 comp tickets to a straight play @ $14 a ticket = $56 being subtracted from the show’s discretionary budget. 

Exceptions:

The following are deemed exceptions to the above guidelines. These exceptions are used by the Public Relations Coordinator and the Business Manager only. 

· As approved by the Board of Directors, four (4) tickets are reserved for Public Relations to be used at their discretion on any preview night for any production. 

· House Staff (House Manager and Ushers) for any performance night have assigned seats in the back of the theatre. These seats are offered to the House Staff at no charge. Note: This exception does not include those individuals working box office. They are required to remain in the lobby for at least the 1st ½ of every show and therefore are not given a free seat during the performance.  
