[image: image1.png]


[image: image2.png]Oyster
yMill

PLAYHOUSE

1001 Oyster MillRd
Camp Hill, PA17011
717-737-6768

www.oystermill.com



[image: image3.png]Oyster
yMill

PLAYHOUSE

1001 Oyster MillRd
Camp Hill, PA17011
717-737-6768

www.oystermill.com





Emergency Contact Form Policy

This policy is to be used in conjunction with the Emergency Contact form that is filled out by each production. Please use the following policy for information on distributing, collecting and filing these forms. Each production will have a set of forms and each set will be destroyed at the end of the production. At no time shall a form be saved for any point past the day of strike.

Emergency Contact Form:

The form is to be filled out by every person in the cast and crew (Minors have a separate form for their parent/ legal guardian to fill out) that is working on any given production this includes:

· Each Cast Member 

· Stage Manager

· Back Stage Crew

· Director

· Light/ Sound Board Operators

· Light/ Sound Designers

Each section of this form should be filled out with the following guidelines:

· Full Name/ Date of Birth- Date of Birth will be used to properly identify the person if being sent to the hospital

· Address: Also used to properly identify the person

· Emergency Contact- At least ONE contact person must be named with at least ONE telephone number

· For minors the emergency contact MUST be their parent or legal guardian

· Preferred Facility- This section MUST list either a preferred medical facility or NO PREFERENCE

· Primary Physician- This will be given to the medical facility in order for them to obtain medical history. 

· Signature- Their signature

· For minors this should be their parent or legal guardian’s signature

· Witness- Should be producer or production

Refusal:

There may be in an instance where an individual refuses to fill out the Emergency Contact Form. In these cases, this individual must fill in their full name in the “Full Name” section. They must check the box next to, “I decline to complete this form”. They must then sign and date as normal.

Distributing:

The form will be distributed by the producer:

· The form should be distributed to the cast, director, crew and stage manager the 1st week of rehearsals

· For any persons that do not join the production until later in the production cycle, the form should be distributed to them their first rehearsal

Collecting:

The completed forms should be collected by no one other than the stage manager or producer:

· All forms from the cast, director, crew and stage manager should be collected by the end of the 1st rehearsal

· Any cast/ crew member that is not scheduled for the 1st week of rehearsals should complete and turn in the form as soon as possible there after

· Any person that does not join the production until later in the production cycle should complete and turn in no later than the 2nd rehearsal they attend

· Before collecting, be sure all required information is filled in

· If the stage manager collects the forms, they should give them to the producer for Filing Procedures

Filing:

These forms contain confidential information. Please use the following guidelines to ensure all information is kept safe:

· Upon collecting each form, the producer will make 2 copies of each form

· Originals are to be placed in a folder and given to the stage manager

· One copy should be kept by the producer in a secure place

· One copy should be given to the production coordinator in a secure place

· At no time should the stage manager, producer or production coordinator share any information on this form to anyone other than the person that it pertains to

· Since the stage manager is the one person at all rehearsals and performances, they will be the primary person to use these forms in the event of an emergency

· The Stage Manager should keep this form with them and secure at all times during rehearsals and performances for easy access

· If the stage manager is not accessible in the event of an emergency, the producer or production coordinator can be used as a back up in order to retrieve the needed information

· In the event of an emergency, the stage manager should contact both the producer and production coordinator to notify them of the events

· The production coordinator will be responsible for notifying the rest of the board

After the Production:

· ON THE DAY OF STRIKE- The producer will collect the forms from the stage manager

· The producer will then give the stage manager and producer copies of the forms to the production coordinator

· The production coordinator will then shred all 3 sets of forms

