
VI.  POLICIES 
 
ALCOHOL AND DRUGS 
The use of illegal drugs or alcohol in the Opera House or on 
the grounds is strictly prohibited. Anyone considered to be 
under the influence of illegal drugs or alcohol will be 
dismissed. 
 
BOX OFFICE HOURS (October 2010) 
The HPOH Box Office will open one (1) hour before 
showtime (i.e., 6pm on the days of 7pm shows, and 1pm on 
the days of 2pm matinees.) It will not be open on non-show 
days, due to the ready accessibility and growing popularity of 
telephone and on-line reservations. 
 
CANCELATION OF SHOW POLICY (March 2008) 
The decision to cancel a performance will be made by the 
show’s producer and director along with a board member not 
involved in the production.  This board member will be the 
highest officer available (President, Vice President, Treasurer, 
Secretary).  If no officers are available the decision will fall to 
the first available board member in alphabetical order. 

For winter shows in particular an announcement will be made 
at auditions that the show will go on and that the expectation 
is that cast and crew members will make the necessary 
arrangements to be at the theater in spite of conditions.  

If a performance is canceled, prepaid ticket orders will be 
credited/refunded. 

 
COMPLIMENTARY TICKETS (4/2/03) 
Each member of the cast and production team, and anyone 
else who, in the producer's opinion, has contributed 
significantly to a show, will be offered two complimentary 
tickets for their participation in a production, which may be 

used for any performance during the run. This will include 
any paid musicians. The show producer will provide a written 
list of each person receiving comp tickets to the box office 
manager. LCP Board members may attend any show free of 
charge, but will not receive additional comp tickets unless 
specifically involved in a show. 
 
CONCESSIONS POLICY / GUIDELINES [February 2011] 
LCP encourages the Fundraising Committee to organize and 
sell concessions as a proven way to bring in more income for 
the show and LCP.  If the Fundraising Commitee chooses not 
to sell concessions for a given show, they will award the 
concessions to an outside group, provided that group agrees to 
providing refreshments for at least one entire ‘weekend’ of 
shows (i.e., Thursday-Sunday or Friday-Sunday, if there’s no 
Thursday show) and agrees to the following guidelines [see 
below].  If the concessions are done by the Production Team, 
the House Manager supervises and follows the same 
guidelines.  If the concessions are done by the Fundraising 
Committee, the committee volunteer supervises and follows 
the same guidelines. 
 
GUIDELINES: 
1) Set up and break down of concessions (i.e., opening doors, 
concessions staff or their children entering or exiting the building, 
bringing supplies into or out of O.H., etc) cannot disturb the 
performance or the flow of Box Office / Lobby traffic before the 
show. 
2) The group & their staff will coordinate with the house 
manager while at the OH. 
3) The group provides their own paper goods, trash 
receptacles, etc, and is responsible for removing their own 
trash/recycling from the premises after each performance. 
4) Set up will be outside the OH for Summer and Fall shows; 
in the Box Office for Spring and Winter shows.  Pre-arrangements 
can be made to use the shelter of the Sheriff’s Department’s 
building next to the OH.  To move the location the day of a show, 



arrangements must be made by 6:15pm (1:15pm on Sundays) to 
allow time to move the materials in or out of the OH so that the 
lobby is clear by 6:30/1:30 at the latest.   
5) The group should be completely set up by 6:30pm (1:30pm 
on Sundays).  If they are set up outside, pre-show sales are 
encouraged. 
6) LCP owns 2 folding tables – coordinate with House 
Manager as to their availability, location, use and storage after 
intermission. 
7) Selling items “By Donation” is recommended.  Please no 
popcorn or other “noisy” refreshments.  Please no Styrofoam. 
8) LCP will mention the group’s name before each show 
during our ‘curtain speech’. 
9) Concessions should be staffed by an appropriate number of 
adults.  Children (ages 10 and over only) must be properly 
supervised and within eyesight of the adult(s) who are supervising 
them.  If concessions are set up in the Box Office, space is very 
limited – please no more than 3 people (counting staffers and 
children) when concessions are in the Box Office.  LCP Box Office 
staff or Ushers should report to the House Manager if any 
concessions staff or accompanying children are disturbing the flow 
of traffic in the lobby, the Box Office work space, etc.; those 
staffers and/or children may be asked to leave. 
10) If concessions staff wish to see the show, tickets must be 
assigned at the box office (if available) and the staffers must be in 
their seats before the show begins. 
11) Break down and clean-up after intermission is the group’s 
responsibility.  Coordinate with the House Manager about table 
storage.  While the performance is on, every effort must be made to 
avoid disturbance. 
12) Concessions can be stored in the green room between 
shows.  If concessions have been set up outside, supplies cannot be 
brought into the OH once Act Two has started; they must be 
brought in after the show (or the group may choose to take the 
supplies with them and bring back the next night). 
 
 
COSTUME ROOM POLICY (9/5/01) 
1. There shall be a costume room supervisor appointed by the Board. 

2. The Board shall/may replace the costume room supervisor as needed. 

3. The costume room supervisor shall be responsible for: 
- Maintaining order in the costume room. 
- Costume maintenance. 
- Notifying the Board or house manager of needed repairs to 

costume room. 
- Maintaining a current map of the costume room contents. 
- Appointing and training contact people for the costume room. 
- Providing a Costume Procedure letter to all producers. 
- Providing an Annual Report to the board. 

4. The costume room shall have no less than 3 contact people at all times 
whose names and phone numbers shall be posted on the bulletin board 
in the Green Room. 

5. A contact person is responsible for:  
- Meeting with show costumers and assisting them in finding 

costumes in the costume room. 
- Providing show costumer with a costume room map. 
- Putting away costumes after show is over. 
- Meeting with people wanting to borrow costumes. 
- Making sure Costume Borrowing Form is filled out and deposit is 

collected. 
- Meeting with people wanting to return costumes. 
- Making sure returned costumes are clean and in good condition, 

and returning deposit. 
- Putting away borrowed costumes. 

6. No one may access the costume room except through a contact person 
or their show producer. 

7. All costumes used at HPOH or borrowed from HPOH must be cleaned 
after use. 

8. The current LCP show shall have priority over anyone else wishing to 
borrow costumes. 

9. Anyone wanting to borrow costumes (other than for in-house use) 
must fill out a Costume Borrowing Form. 

10. A deposit will be required when costumes are borrowed and returned 
when costumes are returned. The amount of the deposit will be 
decided by the contact person at the time costumes are borrowed. 



11.  The Board will provide the costume supervisor with a $200 
discretionary fund for costume purchases.  Purchases over that amount 
will require Board approval. 

 
ELECTRICAL WORK IN THE HPOH (March 2008) 
All electrical work including fixed opera house wiring and 
any wiring between the power lines and the stage lighting 
dimmer boxes shall be done by licensed electricians. 
Competent stage lighting personnel may do temporary stage 
lighting. This is necessary to maximize the safety of LCP 
patrons and the Hyde Park Opera House, and it is the law. 
 
FLAMMABLE MATERIALS ON STAGE (2/6/08) 
LCP does not allow the use of any flammable materials under 
any circumstances. 
 
HOUSE USE BY NON-LCP GROUPS POLICY 
Background 
The Lamoille County Players (LCP) lease the historic Hyde 
Park Opera House (HPOH) from the Village of Hyde Park, 
and the LCP Board of Directors sets the schedule of events at 
the HPOH. The Players encourage and promote the use of the 
building by non-LCP groups, however LCP productions will 
take precedence over non-LCP events. 
 
Approved Uses of the HPOH 
The mission of the LCP includes providing quality community 
theater and promoting the arts in general. The LCP Board feels 
that non-LCP events should also be consistent with this 
mission. As such, events that do not have an artistic focus, for 
example political rallies and religious ceremonies, will not be 
permitted. The LCP Board does, however, reserve the right to 
grant usage approval in specific unusual or unclear situations. 
Historically LCP shows have been attended by a large number 
of families and children. As such, shows or other events 
containing very strong language (profanity, epithets, etc) or 

themes must be brought to the attention of the LCP Board. 
Although such language or themes will not necessarily 
disqualify a proposal, the LCP Board reserves the right to 
require disclaimers in your advertising or programs.  
 
Scheduling Events at the HPOH 
A. TIMING OF EVENTS.  The theatrical schedule for the 
LCP is generally set by early January for each season. Non-
LCP events proposed before or as close to this time as possible 
will have the greatest chance of success. LCP may not be able 
to approve later requests due to scheduling conflicts with other 
Opera House activities. During our "regular season" (approx. 
mid-May to mid-November) the OH is generally busy with 
LCP shows and other programs and rehearsals, etc., and it may 
be very difficult to schedule non-LCP events during that time. 
The best times for non-LCP events at the OH are late March, 
April, late November/early December, and the weekend 
following each of the major productions. 
 
B. CONTACTING LCP.  Please address all inquiries to: 
Lamoille County Players, PO Box 9, Hyde Park, VT 05655. 
You may also contact a Board member in person, or leave a 
message at 888-4507. The Board will review requests on a 
monthly basis, generally during the first week of each month. 
To allow sufficient time to process applications and coordinate 
production schedules we ask that all applications be received 
by the LCP board at least 2 months before the anticipated 
event.  
 
Specific Requirements for HPOH Use 
A. LCP BOARD LIAISON.  Each non-LCP sponsored show 
will have an LCP Board Liaison, who will be appointed by the 
LCP Board. All questions and communications for the Board 
should be directed to that liaison. You will be required to meet 
with your liaison IN PERSON for a technical orientation/ 
production planning session prior to your event. E-mail 



communications, although helpful at times, have frequently 
resulted in miscommunication of production details, and must 
not be your sole means of communication with your liaison. 
 
B. STAGE PREP AND LOAD-INS. The user will coordinate 
any moving of sets or other equipment with the producer and 
director of any LCP show in progress, and may be requested 
to assist in this process. Your Board liaison (or designee) shall 
direct and inspect any such work. To ensure the safety of your 
team and our patrons it is imperative that any persons doing 
stage lighting, rigging, carpentry or other potentially 
hazardous work be qualified. On your application form you 
will need to identify key members of your technical staff and 
specify when they would like to be working in the OH, and 
this information must be satisfactory to the LCP Board for 
your application to be approved. Please note that at the 
completion of all LCP sponsored shows there is an expectation 
that the stage area be cleared of all sets, props, draperies and 
other equipment. Should your event require a significant stage 
conversion (thrusts, hanging draperies, etc) you will be 
expected to either perform this work under LCP supervision, 
or be charged accordingly. 
 
C. STRIKE AND OH CLEANUP. LCP will provide a neat 
and clean venue for performances, however users must be 
aware that this work is largely done by LCP volunteers, and 
there are many different users of the HPOH. The Board 
expects that upon conclusion of events at the OH users will do 
the following: 
 -Remove all equipment and assist LCP in returning 
other items to their original positions (note this will include 
draperies, lighting instruments and other equipment if it has 
been moved from its usual position) 
 -Empty trash, remove any posters, programs or other 
materials 
 -Vacuum floors 

 -Sweep stage 
 
D. RESTRICTED AREAS AND EQUIPMENT. Access to the 
following areas is limited to LCP Board members or their 
designees: flyloft, pinrail balcony, costume storage areas, attic 
spaces, shop and lighting booth. The electric piano, lighting 
instruments, set pieces, dressing rooms, costumes, music 
stands and scaffolding are also off-limits without express 
consent of the Board. 
 
E. UTILITIES AND TELEPHONE. LCP pays for all utilities 
at the OH. Please use these conservatively, and turn off all 
lights and other appliances, turn heat down to 50 degrees, and 
close all doors upon leaving the OH.  You are welcome to use 
the OH phone for local or credit card calls. 
 
F. DAMAGE DEPOSIT. Users will pay a damage/security 
deposit ($200 currently) at least one week before their event. 
This will be returned subject to post-event inspection, within 
one month of the event (allows for an intervening Board 
meeting). 
 
G. USAGE FEES. The LCP have historically spent 
approximately 25% of their gross revenues and hundreds of 
volunteer hours per year to maintain this historic building. As 
such the LCP Board feels it appropriate to charge non-LCP 
users a nominal fee to help defray operating costs such as 
insurance, utilities, maintenance, etc. which are all paid by 
LCP. There is also a nominal fee to cover the time spent by 
your Board liaison and any other LCP technical support staff 
you need, as well as possible rental fees for specific pieces of 
equipment. These fees are set by the LCP Board on an annual 
basis. Please refer to the attached "Fee Schedule" for details. 
 
H. PUBLICITY. Any organization/activity not affiliated with 
LCP using the HPOH is strictly prohibited from using the LCP 



name or logo in its publicity, such as "A Production of 
Lamoille County Players" etc. We request that you not tape or 
tack any posters or other materials to painted surfaces of the 
OH such as walls, doors, the marquis, etc. You may tape 
posters to the front windows, and a sandwich sign to go in 
front of the building will be available to you. 
 
I. KEYS. Your LCP Board Liaison will let you into the 
building. 
 
J. DRUGS, ALCOHOL AND TOBACCO. The use of illegal 
drugs or alcohol is strictly prohibited. Tobacco may only be 
used OUTSIDE  of the building. Reckless use of fire 
anywhere on the premises is cause for immediate dismissal. 
 
K. PYROTECHNICS. Pyrotechnic displays of any kind 
(including candles or sparklers) are prohibited.   
 
L. TRASH. You are responsible for the removal of all trash 
generated during your stay. ALL TRASH MUST BE PICKED 
UP AFTER EACH REHEARSAL AND PERFORMANCE. 
Envourage your cast and crew to be responsible. PLEASE DO 
NOT use the LCP dumpster. 
 
M. PARKING. There is to be absolutely no parking:  
 -In the driveways on either side of the Opera House 
 -In front of the office building next to the OH 
 -On the OH front lawn or any neighbors' lawns 
 -Within a block of the Opera House during 
performance times (to allow patrons to park closer) 
 
Parking is allowed on the OH back lawn and at the Post Office 
when it's closed, but please walk around and not through 
connecting lawns and driveways. 
 

N. BOX OFFICE/TICKET SALES. You must prepare and sell 
your own tickets to your event(s). LCP will be happy to put a 
message about your event on our answering machine, but we 
will not do advance ticket sales for you. In general our box 
office opens 2 hrs prior to LCP events and our patrons are 
used to this system. Please be aware that the Box Office 
function and your public relations in general reflect not only 
on your group, but also on LCP. Inconsistencies in your 
reservation policy, "special favors" for friends, errors in 
reservation taking, etc. will hurt both of us. 
 
O. CONCESSIONS. You may sell concessions during your 
event. We strongly encourage you to choose items with 
minimal (quiet!) packaging and which will not damage seating 
or flooring if spilled. If you do not wish to provide 
concessions please notify your Board liaison as alternative 
arrangements may be possible.   
 
OPERA HOUSE KEYS AND ACCESS (March 2008) 
The Lamoille County Players (LCP) desires to protect the 
assets of the Hyde Park Opera House while allowing 
continued use and access to its facilities. To provide control 
over the keys for the building and any internally locked areas,  
key lock boxes will be located in the entry alcove (for the 
main building key) and in the Green Room (for internal area 
keys). Access to these key boxes will be granted to LCP Board 
members, the House Committee Chair, Box Office Manager, 
Costume Supervisor, and any other parties authorized by the 
Board. The following rules shall govern the key access 
process: 
 
1. The key box combinations shall be changed, at a minimum, 
upon the conclusion of each season. 



2. The LCP Board shall designate at least one person from 
each production to have the key box combinations (Producer, 
Director, etc). 
3. Duplicates of the keys in these boxes are prohibited except 
where specifically approved by the LCP Board. 
4. The Board reserves the right to allow certain individuals 
(ex. HC Chair, Box Office Mgr., Costume Room Supervisor, 
etc) to maintain possession of certain keys for as long as they 
hold these positions. 
5. Keys are not to be removed from the HPOH premises, and 
must be promptly returned upon completion of their use. 
6. A member of the House Committee will be responsible for 
changing the key box, the front door, and the costume storage 
unit (should match front door) combinations annually, and 
notifying the Board promptly of such changes. 
7. This policy will be reviewed and may be revised on a 
regular basis. 
 
MUSICIANS' FEES 
In order to secure the services of quality musicians, and 
thereby have successful performances, the Players will 
endeavor to offer musicians fair and decent payment for their 
time and effort. 
 
• Musicians  have recently been paid $30.00 per 

performance and 2 dress rehearsals. (8 night show - 
$300.00 / 6 night show - $240.00)  In May of 2003 this 
was changed to allow the Producer and Director to pay the 
musicians based on a Music Budget, which is determined 
prior to the acceptance of each show proposal. There is no 
mileage reimbursement but 2 comp tickets are given to 
each musician.  The musician’s contract lists the payment 
plan, the performance dates, and rehearsal schedule details 

(for both orchestra rehearsals and dress rehearsals).  The 
musician’s contract also states that fees are determined on 
a show-by-show basis depending on the size of the 
orchestra required and the overall show budget. 
 

• The Accompanist will generally attend auditions, 
approximately 30 rehearsals and performances. Payment is 
a minimum of $350.00.  Typically, the Accompanist is 
also in the orchestra – the total payment for both of these 
functions should not exceed $500.00. 
 

• The Music Director  (both the instrumental and choral 
director) is currently paid a minimum of $350.00 per 
production. That person will attend approximately 40 
rehearsals and performances. 
 

• If the Music Director is separated: 
 
The Instrumental Director is currently paid a minimum of 
$150.00 per production. 
The Choral Director is currently paid a minimum of 
$200.00 per production. 

 
The Lamoille County Players are a 501 (c)(3) educational and 
charitable organization. Contributions made to the Players are 
tax deductible by donors. 
 
PRODUCER/DIRECTOR ATTENDANCE AT BOARD 
MEETINGS (March 2008) 
A Board liaison shall be appointed for each show if neither the 
producer nor the director is a member of the Board. 
Production Teams are required to submit a report to the Board 
in time for monthly meetings during their production season, 
meaning all board meetings from one before their auditions 
through one after their show closes.  This report may be 



submitted via the board liaison or in person if a team member 
would like to attend the meeting.  Team members should be 
available to attend meetings if requested and are always 
welcome.   
 
“RED CARPET NIGHT” DONATION POLICY (Mar 2008) 
Each year the LCP Board reserves the right to award a  
donation of some number of tickets to a local non-profit 
organization. These tickets are for the opening night of the 
spring show, and it is the responsibility of the receiving 
organization to sell them. The money received from these 
sales is turned over to LCP, which then donates it back to the 
organization. 
 
REHEARSAL ATTENDANCE (March 2008) 
Production teams are required to provide a full rehearsal 
schedule to cast and crew at the first rehearsal.  Should 
rehearsal absences become a problem during any given 
production, the Production Team has the authority to make 
casting alterations or even eliminations where necessary. 
 
SCHOLARSHIPS (approved 9/1/99, last update Mar 2008) 
The LCP Board reserves the right to award one (or more) 
scholarship(s) per year to a high school graduate (or 
graduates) who plans to pursue higher education. Preference 
will be given to students who have been active participants 
with LCP, however any student who is an active theater 
participant (school, other community group, etc) may be 
eligible. The LCP Corresponding Secretary will send an 
announcement regarding the availability of this scholarship to 
area high schools in March for an April 30th deadline.  The 
applicants shall write a letter to the LCP Board outlining their 
theatrical involvement and educational plans. The Board will 
choose the recipient(s) at the May meeting and forward the 
result to the appropriate school officials shortly thereafter. 

 
The scholarship check will be made out to both the student 
and the academic institution, except in the case where a 
student specifically requests an exception for educational 
expenses such as books or supplies. In these cases, to be 
decided individually by the Board, the check will be made out 
to the recipient and the supplier of said materials, and the 
student will receive a letter from the Board explaining that it 
expects full disclosure of this scholarship to the student’s 
institution. 
 
SMOKING (March 2008) 
There is to be absolutely no smoking in the Opera House.  
Smoking is permitted outside the Opera House, away from 
doorways. We request your consideration when in the 
presence of non-smokers. Reckless use of fire on the premises 
is cause for immediate dismissal. 
 
SOCIAL NETWORKING POLICY [February 2011] 
Any social network (i.e., Facebook) Group for an LCP Show 
must be linked to the official LCP Page on that network 
and/or to the LCP Website, in order to assure that those social 
network groups are open to all participants and supporters of 
that show.  Groups will be encouraged for all LCP 
productions, once the show is cast and all auditioners have 
been notified. 
 
The Marketing Committee / LCP Board will choose with 
which social networks to have an official LCP Page, and the 
LCP Publicist will be in charge of setting up and maintaining 
the Page(s).   Individual shows will be encouraged to create a 
Group for their production, not a Page. 
 
Individual show Groups should be administered by that 
show’s director or producer.  The Publicist must also be an 
administrator for all Groups so that he/she can collaborate 



with the production team to post appropriate material, 
consistent with the values and mission of LCP. 
 
These groups should not be the only source of communication 
between the production team and cast/crew. 
 
 
SPENDING GUIDELINES 
1. Cast appreciation stipend. To show our cast and crew 
members our appreciation for their hard work, effort, and time 
they have given us, $250.00 for  each production is allotted in 
your budget to be used at the director’s and producer’s 
discretion - t-shirts, cast party, feeding at a rehearsal, etc.... 
 
2. Costume supervisor may spend up to $200/year from a 
discretionary fund for costume purchases outside of 
expenditures required for individual shows. Purchases over 
that amount require Board approval. 
 
3. House Committee may spend up to $250/month for 
discretionary items such as building materials for small repairs 
and projects, tools, etc. 
 
STUDENT BOARD MEMBER (March 2008) 
Each year an attempt will be made to find one or more high 
school student(s) who have been active with LCP that the 
Board feels has the qualities to make a good board member. 
The student member will be elected by the Board itself, and 
will be a full voting member. 
 
TICKET RESERVATION POLICY (March 2008) 
Patrons of Lamoille County Players productions can pay for 
their tickets by cash, check, or credit card.  Credit Card 
purchases can be made at the ticket window, or patrons can 
pre-pay for their tickets with a credit card when they make a 
phone reservation or order tickets online. 

 
All reserved ticket sales are final.  No refunds or exchanges. 
Reserved seats may not be “resold”, even if they remain 
empty. 
 
Reserved Tickets (General Admission).  Pre-paid seats may 
not be “resold” during General Admission shows.  However, 
pre-paying for general admission does NOT guarantee floor 
seating; it guarantees general seating, which may include 
balcony and/or folding chair seating.  With all General 
Admission shows, arrive early for best seat selection.   
 
VISITING BACKSTAGE/DOWNSTAIRS (March 2008) 
No one who is not involved in the show will be allowed to 
visit actors or crew members backstage or downstairs before 
or during a performance. Visitors are welcome backstage or 
downstairs after performances. 


