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PANNZ Legal Templates Project

With thanks to Creative New Zealand and McLaughlin Law

Sample Service Descriptions
 (For use in Appendix Paragraph F)

Please note that the body of the Deed already requires certain standards from the Service Provider so these do not need to be repeated here. Some of these include:

· 1.6 That the Service Provider will comply with all direction, requests , rules and regulations of the Producer

· 1.9 That the Service Provider will participate in media / pr / promotional activities 

· 1.10 That the Service Provider will perform to the best of their abilities

· 1.11 That the Service Provider will only be reimbursed for approved expenses and where appropriate proof of purchase is provided

· 2.1 That the Service Provider will meet Health & Safety regulations

· 9.1 That the Service Provider will not bring the Producer into disrepute or cause the Producer to infringe the rights of others 

Some other standards that you may wish to include in all your agreements, but have not been included in these templates are:

· Exclusivity - On the dates of this Deed the Service Provider agrees that; 

· the Production will be their primary professional engagement 

· that availability for any other professional engagements shall be at the discretion of the Producer

· they will not leave town without the approval of the Producer

· Company Culture – The Service provider shall;

·  foster a supportive and creative spirit within the Company 

·  represent the company  in a professional manner at all times

The Services that you insert in to Appendix F should be specific to the individual Service Provider and their role in your production. You may wish to mix and match some of the services from the lists below for use in your Deeds:

Director (this may also be Choreographer, Artistic Director etc)

The Service provider shall; 

· Lead the Creative Team in the research, vision and realisation of The Production

· Cast the Production and utilise the skill base within the Company to achieve the best possible artistic results

· Plan, schedule and direct the development and rehearsal process, in liaison with the Producer

· Drive the development of the work to ensure it is thoroughly rehearsed and ready for presentation 

· Work collaboratively with the Creative and Production Team to deliver the best possible outcomes for the Production within budget and logistical constraints

· Attend Production Meetings where necessary

· Support the cast through Production week, maintaining a close relationship with the Production Team

· Participate in a debrief to be scheduled after the season

Producer

The Service Provider shall; 

· Be responsible for the overall delivery of the Production balancing business and artistic interests

· Meet the governance requirements of the Production Entity

· Negotiate and secure any rights or permissions required to deliver the Production

· Administer and manage Company Contracts and personnel issues 

· Secure income for The Production through earned, funding, sponsorship and philanthropic means

· Oversee the management of stakeholder relationships in all aspects of the Production

· Negotiate and contract venues, ticketing agents and suppliers

· Develop and manage the Production Budget 

· Collect and maintain all necessary financial and tax records

· Co-ordinate the participation of company members and stakeholders through schedules, meetings and other communications

· Regularly attend workshops and rehearsals to maintain a connection with the development of the work

· Plan strategically for the production seeking opportunities for further development and presentation

· Develop and implement the Marketing Strategy for the production 

· Co-ordinate the photography, video, design, production and distribution of collateral for use in promoting the Production to an audience and to presenters.

· Develop partnerships through which to promote the production 

· Lead the debrief to be scheduled after the season

· Maintain all necessary records of their work so that it may be implemented again in future seasons

Set Designer

The Service provider shall

· Be responsible for the design of set and prop elements in the Production

· Work collaboratively with other company members to best achieve the vision of the Director / team

· Research and conceive of the design, taking into consideration both budget and logistical constraints

· Liaise with relevant suppliers and stakeholders including the performance venue to facilitate the delivery of their Design 

· Provide floor plans, hanging plots and dioramas of their Design

· Be responsible for organising and overseeing the manufacture of all aspects of their Design with the assistance of the Production Manager

· Work with the Production Manager to ensure appropriate plans are made for the transportation, installation, removal and storage of their Design

· Work with the Production Manager and Design Team to develop and oversee an effective schedule for Production Week.

· Attend Production Meetings when called

· Regularly attend workshops and rehearsals to understand the evolving needs of the Production 

· Recognise the development process and provide flexibility where possible

· Be present to oversee the Pack In and Rehearsal of their Design during Production Week

· Participate in a debrief to be scheduled after the season

· Maintain all necessary records of their design so that it may be implemented again in future seasons

Lighting Designer

The Service Provider shall

· Be responsible for the lighting design in the Production

· Adapt the lighting design for each performance venue in the tour

· Work collaboratively with other company members to best achieve the vision of the Director / team

· Research and conceive of the design, taking into consideration both budget and logistical constraints

· Liaise with relevant suppliers and stakeholders including the performance venue to facilitate the delivery of their Design 

· Provide lighting plans, lamp lists and plots for their Design

· Be responsible for organizing and overseeing the manufacture of all aspects of their Design with the assistance of the Production Manager

· Work with the Production Manager to ensure appropriate plans are made for the transportation, installation, removal and storage of their Design

· Work with the Production Manager and Design Team to develop and oversee an effective schedule for Production Week.

· Attend Production Meetings when called

· Regularly attend workshops and rehearsals to understand the evolving needs of the Production 

· Recognise the development process and provide flexibility where possible

· Be present to oversee the Pack In and Rehearsal of their Design during Production Week

· Participate in a debrief to be scheduled after the season

· Maintain all necessary records of their design so that it may be implemented again in future seasons

Sound Designer

The Service provider shall

· Be responsible for the composition and/or sound design for the Production

· Adapt the composition and/or sound design for the Production

· Work collaboratively with other company members to best achieve the vision of the Director / team

· Advise the Producer/Production Manager of any music within the design that requires Right’s clearance and support them in the process of securing those rights. 

· Adapt the design where rights are not granted.

· Research and conceive of the design, taking into consideration both budget and logistical constraints

· Liaise with relevant suppliers and stakeholders including the performance venue to facilitate the delivery of their Design 

· Be responsible for organizing and overseeing the delivery of all aspects of their Design with the assistance of the Production Manager

· Work with the Production Manager to ensure appropriate plans are made for the operation of their Design

· Work with the Production Manager and Design Team to develop and oversee an effective schedule for Production Week.

· Attend Production Meetings when called

· Regularly attend workshops and rehearsals to understand the evolving needs of the Production 

· Recognise the development process and provide flexibility where possible

· Be present to oversee the Pack In and Rehearsal of their Design during Production Week

· Participate in a debrief to be scheduled after the season

· Maintain all necessary records of their design so that it may be implemented again in future seasons

Costume Designer

The Service provider shall

· Be responsible for the design of all wardrobe elements in the Production

· Work collaboratively with other company members to best achieve the vision of the Director / team

· Research and conceive of the design, taking into consideration both budget and logistical constraints

· Liaise with relevant suppliers and stakeholders to facilitate the delivery of their Design 

· Provide sketches and fabric samples for their Design

· Be responsible for organizing and overseeing the manufacture of all aspects of their Design with the assistance of the Production Manager

· Work with the Production Manager to ensure appropriate plans are made for the transportation, application, removal and storage of their Design

· Work with the Production Manager and Design Team to develop and oversee an effective schedule for Production Week.

· Attend Production Meetings when called

· Schedule fittings as required

· Regularly attend workshops and rehearsals to understand the evolving needs of the Production 

· Recognise the development process and provide flexibility where possible

· Be present to oversee the Pack In and Rehearsal of their Design during Production Week

· Advise and instruct the cast on appropriate hair and make-up needs for the performance season

· Participate in a debrief to be scheduled after the season

· Maintain all necessary records of their design so that it may be implemented again in future seasons

Operator

The Service Provider shall

· Be responsible for the operation of the sound / lighting / AV / stage props in the Production 

· liaise with the Production Manager, Tour Party and host Festivals/Venues to ensure the lighting /sound /AV /staging requirements of the Production are communicated and met.

· shall form part of the production / touring crew assisting with technical set up and pack down in each venue and taking particular responsibility for the sound / lighting / AV / staging requirements of the Production.

· Attend some rehearsals, production week and the season

· operate the sound / lighting / av / etc at all performances of the Production on the Tour.

· Work with the Production Manager and Design Team to develop and oversee an effective schedule for Production Week.

· Attend Production Meetings when called

· Participate in a debrief to be scheduled after the season

· Maintain all necessary records of their work so that it may be implemented again in future seasons

Performer

The Service Provider shall:

· Perform in the Production 

· Attend all calls, rehearsals (including all technical and dress rehearsals) and costume fittings as reasonably required by the Producer;

· Learn and prepare any material provided to him/her by the Producer to the satisfaction of the Producer;

· Maintain the required level of fitness to perform the role

Production Manager

The Service Provider shall; 

· Be responsible for managing the Production Budget, in liaison with the Producer, Design Team and Crew

· Communicate regularly with the Producer, Artistic Directors and Design Team to assess the needs of the project, and ensure that those needs are actioned

· Provide expertise and advice to the Producer, Artistic Directors and Design Team on ways to best implement their vision balancing both financial, logistical and artistic concerns

· Work with the Producer to develop a rider for the show

· Provide liaison between the Producer and the performance venue/s to facilitate the smooth delivery of the Production 

· Lead venue recce tours if required to assess their suitability for the Production

· Support and supervise the Design Team in order to ensure the manufacture and delivery of their Designs is completed on schedule and to budget

· Make appropriate plans the transportation, installation, removal and storage of all Production elements 

· To source necessary equipment and crew

· To develop and oversee an effective schedule for Production Week.

· To initiate and chair regular Production Meetings

· Be present to oversee Production Week, Pack Out and other key milestones in the Production Schedule

· Co-ordinate pre-production needs and work with the Creative and Stage Management teams to ensure all set, costume and prop maintenance and re-design is complete on budget and schedule

· Creating and maintaining accurate records of schedules of requirements for the Production

· Overseeing the safe deliver and receipt of freight with key partners

· Arrange the packing, transport and storeage of the Production items pre and post season. 

· Ensuring the Company are meeting health and safety regulations 

· Performing basic Company Management tasks while on tour such as keeping the company updated on travel arrangements, holding travel documentation

· Being the primary point of contact between the Company and Producer while on tour

· Working with the Producer to minimize costs and monitor the Production Budget.

· Form part of the touring crew assisting with technical set up and pack down in each venue and taking particular responsibility for being the liaison between festival, venue and company staff. 

· Participate in a debrief to be scheduled after the season

· Maintain all necessary records of their work so that it may be implemented again in future seasons

Stage Manager

The Service Provider shall
· Lead the show crew in preparation, delivery and re-set of the Production at each show call

· Cue the performers and crew during the performance

· Oversee the training local show crew in their cues

· Oversee the marking, setting, striking, cleaning the rehearsal/stage area

· Be responsible for time keeping in the venue to ensure that Schedules are met

· Communicate with the company daily to ensure call times are met and personnel are prepared

· Prepare prop lists, cue sheets and Stage Managers book for the efficient running of the show and as a record for future seasons

· Work with venue crew to ensure health and safety regulations are met

· Oversee the management of

· wardrobe maintenance/laundry

· show make-up and hair

· stage / prop consumables

· Provide clearance to open the house to Front of House

· Monitor crew hours and support the Production Manager in managing costs, especially the cost of labour

· Oversee the repair and maintenance of props and set pieces throughout the season, co-ordinating large scale repairs with the Production Manager

· Write a daily report during rehearsals and a show report for each performance during the season

· Work with the Producer and Production Manager to ensure that issues recorded in the show report are addressed in a timely manner

· Work with all members of the creative team to ensure the highest standards of production.

· Run pack in and pack out calls in conjunction with the Production Manager. 

· Assist with washing of costumes if required.

· Carry out any other reasonable requests to ensure the show is of the highest standard

· Participate in a debrief to be scheduled after the season

· Maintain all necessary records of their work so that it may be implemented again in future seasons

Publicist 

The Service Provider shall:

· Support the Producer in the development of the overall marketing and communications strategy

· Be responsible for obtaining free publicity for the Production, with a focus on encouraging ticket sales, boosting market awareness and generating positive associations for the Production

· Plot a publicity timeline for long, medium and short lead media

· Meet company members and attend rehearsal/production meetings to develop a good understanding of the production and the people involved

· Generate media coverage and exposure for the production through networks in the media and wider arts / entertainment / creative sector

· Write and release a media release for the production/tour

· Ensure the production/tour is included in free listings in all media

· Manage media calls and support company members participating in any interviews or other media activity

· Arrange the attendance of reviewers at the Production

· Drive grass roots coverage especially through digital media

· Collect and archive all media coverage obtained for the Producer’s records

· Assemble an invited opening night audience that will talk – influential people 

· Manage the guest list on Opening Night

· Demonstrate strong ethics, excellent written and oral communication skills, influential leadership skills and a passion for the arts

· Participate in a debrief to be scheduled after the season

· Maintain all necessary records of their work so that it may be implemented again in future seasons

Marketing Co-ordinator

The Service Provider shall:

· Support the Producer in the development of the overall marketing and communications strategy

· Co-ordinate the design, production and distribution of promotional collateral such as flyers, posters etc

· Negotiate and place paid advertising for the production endeavouring to secure media contra arrangements where possible

· Develop any resources required for paid advertisements eg TVCs, radio advertisements etc

· Co-ordinate and produce the season/ tour Programme

· Update the company/tour website to promote the Production

· Support the publicist and producer to develop and to maximise any potential cross promotional opportunities with other organisations and events

· Proof all promotional materials pertaining to the production

· Participate in a debrief to be scheduled after the season

· Maintain all necessary records of their work so that it may be implemented again in future seasons

