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ABOUT THE SOCIETY  

 

BRIEF HISTORY OF THE GROUP 

Petersfield Theatre Group (PTG) came into existence in 2008 with the merger of two popular musical 

societies: Petersfield Operatic Group and Petersfield Hi-Lights Group.   

Both groups had entertained Petersfield and surrounding villages for over fifty years and the Petersfield 

Theatre Group plan to continue this high reputation with a wide range of shows, big and small, to suit all 

tastes, drawing on the wealth of experience of its members. 

We are delighted to welcome you as a member and hope that this handbook will answer any questions you 

have and give you an idea of how things work.   

We’re  bound by various rules and regulations under our own Constitution or Articles of Association by law 

and some are included in this booklet.  On becoming a member, you are bound by our Constitution and the 

Rules as laid out in this information pack.   

THINGS YOU SHOULD KNOW 

The group is a company limited by guarantee, which means that the extent of each member’s liability in the 

case of any dispute or claim is limited to £1 per member. This is incorporated into your membership fee. Our 

Constitution is registered at Companies House. There are two Directors – currently Brenda James and Roger 

Wettone.  If you would like a copy, please ask our Group Secretary. 

The group is run by a Management Committee consisting of Chairman, Treasurer and Secretary and at least 

five fully paid up members who meet monthly to ensure the smooth running of the group. These are elected at 

the Annual Meeting held in September/October each year. 

The group has about seventy members (correct in 2015), whose ages range from 18—65+.  This includes 

eleven Life Members and twenty four Friends of PTG who support us but are non-performing. We welcome 

anybody who would like to sing, act, appear on stage or work backstage in a friendly and sociable 

atmosphere. 

Backstage crew are as important as on-stage performers. We have an amazing team who design our sets, 

make and erect them on stage for the show and act as crew for show week. We also have people interested in 

costume, make up, lighting etc - everything that is needed to put on a successful show. As a member, your 

help in these areas is encouraged and valued. 

REHEARSALS 

Shows take place on around the third week of May and third week of November each year in the Festival 

Theatre in Petersfield. Rehearsals for the May show start in the first week in January and for our November 

show, from mid June/July with a break in August, recommencing at the beginning of September.  

We meet in St Peter’s Hall in St Peter’s Road, Petersfield for our rehearsals which begin promptly at 7.30 p.m. 

on Monday and Wednesdays. We finish at 10.00 p.m. with a coffee break half way through. We have a 

rehearsal pianist, a Musical Director and a Show Director who are appointed for each show. 

SOCIAL EVENTS & WORKSHOPS 

We have lots of lovely social events during the year to which your husband/wife/partner is always welcome. 

We also run occasional workshops where you can learn new skills or brush up old ones! A calendar of events 

will be sent to you in our email newsletter. We often go to a local pub for a drink after rehearsals to which you 

are of course welcome. 

WEBSITE AND FACEBOOK 

Our website is www.petersfieldtheatregroup.org and our Facebook page is 

Facebook.com/PetersfieldTheatreGroup. We also have Twitter, our handle is @PTG_theatre. 

 We use a members’ only Facebook group to tell you all about upcoming events and changes to rehearsal 

https://www.facebook.com/PetersfieldTheatreGroup
https://twitter.com/PTG_theatre
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schedules etc. You can request to join the group through the secretary. You will also be contacted by 

 e-mail. 

Please be advised that any activity and interaction by members on the internet through social media or other 

means which may potentially bring the reputation of the Group or any of its members into disrepute, may 

result in disciplinary action being considered. 

MEMBERSHIP FEES  

Membership fees are set at the AGM, held in September/October each year, and are reviewed annually, being 

payable by 30th January of each year. These can be paid in one lump sum or by standing order (£8 per month 

in 2015). If you are a new performing member, you will need to pay a full year’s subscription within two weeks 

of receiving an offer to join following your audition.  After that, you are regarded as a full member and subject 

to the rules of the group as shown in this booklet.  After one calendar year, the privilege of paying by 

instalments becomes available to new members. 

If you do not pay your subscription for over three months, without the express permission of the Treasurer 

and/or management committee, your membership will immediately cease. Further application to join the 

group will not be considered by the management committee for twelve calendar months. 

A show levy may be made and is decided on a show by show basis. 

If a production calls for children under the age of sixteen years as at 1
st

 January in the applicable year, a small 

one off payment shall be made, to be decided by the Management Committee. 

MEMBERS’ INFORMATION  

TO BECOME A MEMBER 

To become a performing member, you need to audition. This consists of singing a song, some movement and a 

chance to get to know you in front of an audition panel, which is made up of three committee members. Don’t 

worry, this isn’t as scary as it sounds! How the casting of a show works is fully explained on page 6.   

 ANNUAL GENERAL MEETING 

Our Annual General Meeting is held in September or October when the officers of the Group are elected. They 

are the Chairman, Group Secretary, Treasurer and Business Manager. A further five members can also elected 

onto the management committee. The committee meet monthly to oversee the running of the group, the 

production of our shows and any needs of the members.   

MEMBERSHIP 

If you would like to perform in a production, you will need to demonstrate your ability in a company audition 

and then in a show audition. 

The Management Committee can admit Associate Members, with or without subscription, for such period as 

they think fit. Associate Members can then have the same status as Full Members but won’t be entitled to 

perform in any production except at the expressed invitation of the Committee. They will also only be entitled 

to vote at the AGM if they become subscribing members. 

The group may promote a patronage/sponsorship scheme by way of subscription from persons or businesses 

wishing to be Friends of the group, the amount to be decided by the Management Committee. PTG Friends 

will be entitled to privileges determined from time to time by the Committee. 

Consideration and recommendation for nomination for Hon Life membership will only take place as part of a 
management committee meeting. A member can at any time make a nomination in writing to the committee 
for consideration. A qualifying member of the group will second the nomination. The decision of the 
Committee is final and non-negotiable. 

ANNUAL SUBSCRIPTION  

Every full member of the group will pay an annual subscription which is decided at each AGM. This 
subscription will become payable on the AGM date each year and payment must be made by 30th January for 
the following year. See note on Membership Fees above for details. 

If members don’t pay subscriptions for three months, without the express permission of the Treasurer and/or 
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management committee, your membership will immediately cease.  If any such member is an elected member 

of the Management Committee, their membership will cease immediately. 

Any member, whose membership has lapsed through non-payment of the annual subscription, may apply to 
rejoin but this will not be considered by the Management Committee for twelve months from the date of the 

last payment. On such application, the former member will have to re-audition to join the group as if a new 
member, and will pay the full current annual subscription if successful.  Acceptance is solely at the discretion 
of the Management Committee.  

LIABILITY 

The group, or any individual member of the group, is not liable for any accident, damage, or the like, which 

may occur to a member or members attending any of the activities. Members attend any such activities solely 

at their own risk.  Our NODA insurance does not cover anyone over the age of seventy years who may be 

injured while attending any PTG activities and they do so at their own risk. 

CHILD PROTECTION POLICY 

A Child Protection Policy is in place and a Child Protection Officer is appointed for any production which 

includes children under the age of sixteen years as at 1st January of the year in question. A copy of the policy is 

available from the secretary. 

EQUAL OPPORTUNITIES POLICY 

PTG has adopted the following policy to ensure that the equal opportunities of individuals are observed 

throughout the work of the company. This policy details the Group’s actions and attitudes towards  

employees and volunteers, its members, members of the Management Committee, all service users and 

members of the public attending and participating in all Group activities. 

The Policy 

The Group recognises that individuals can be discriminated against on many grounds including gender, race, 
nationality, colour, ethnic origin, geographical location, sexuality, class, and disability, history of illness, HIV 
status, domestic status, religion, politics, age, appearance and unrelated criminal convictions. 

It is therefore the purpose of this policy to ensure that no individual receives less favourable treatment on the 

above grounds or be disadvantaged by conditions, requirements or practices of the Group.  

Implementation 

The policy is deemed to be incorporated in membership and it is therefore a condition of membership of the 
Group that members understand and operate the policy fully.   

The Chairman and members of the Management Committee are responsible for ensuring that this policy is 
implemented and will take active steps to promote this policy. 

Petersfield Theatre Group is committed to the principle of equal opportunities without regard for gender, race, 

colour, religion, sexual orientation or disability in all aspects of its work. 

This includes: 

 Acceptance for ordinary (playing) membership has to be by audition.  Numbers of each gender limited to a 

reasonable requirement and according to acting/singing/dancing ability. 

 Non-playing membership which is offered for all types of back stage work 

 Committee work. This is by election by the membership annually. Ability is the only assumed criterion. 

The only exceptions to the above would apply to those for whom there would be a genuine occupational 

qualification or reason for employment to a role (e.g. a woman as a dresser in a women’s dressing room or a 

man required for a baritone role). 

CONDUCT 

As a friendly, social community group we expect everyone in the group to be ambassadors and representatives 

of our group. Everyone should keep in mind that their conduct, and its perception by others, could affect the 

reputation of the group or its members. Members should at all time avoid occasion for suspicion and any 

appearance of improper conduct, which includes unacceptable posts on social media. 

The group operates a zero tolerance policy on any form of bullying or harassment. Any inappropriate behaviour 

should be advised to the Management Committee who will deal with it under the disciplinary procedures. 
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SHOW INFORMATION 

RULES AND RESPONSIBILITIES   

There are many jobs within the group such as: 

Bar Manager runs the bar during show weeks.  

Front of House Manager is responsible for the safe and secure running of each performance 

Production Co-ordinator co-ordinates all aspects of the production with the director, musical director, stage 

manager, choreographer, sound and lighting managers etc. 

Publicity Manager ensures the maximum publicity and ticket sales using local advertising and social media. 

They also oversee leaflet handouts, banners etc. 

Programme Editor produces a good informative programme. 

Show Secretary manages the rehearsals, advises the cast of any schedule changes to and most importantly 

organises the tea rota! 

The following two posts are committee posts and elected at the AGM: 

Business Manager promotes the business side of the group. 

Treasurer has responsibility for insurance, banking, budgetary control and all matters of finance. 

 

If you are interested in any of these roles, please don’t hesitate to ask for any more information. 

AUDITIONS  

Auditions for shows take place in January/July or at the discretion of the committee and are open to all fully 

paid up members of the group. Have a look at the rules in this booklet which give all the information you 

should need about the running and casting of a show. If you are unsure of anything please speak to a 

committee member who will be happy to help you out. 

CASTING 

The cast for any production will be selected by a selection committee, which consists of:  

The Chairman of the management committee, who will be the Chairman of the selection committee and will 

exercise only one vote used to resolve inequality of votes. 

The Producer and Musical Director of the current proposed production 

Two people as appointed by the Management Committee 

The Secretary, who will attend ex-officio but without a vote 

Auditions will be held for principal parts and, if necessary, for chorus places. Unless there are exceptional 

circumstances, as determined by the committee, only full members will be cast in a principal part. 

The committee has the power to fill any parts not cast by the Selection Committee, to revise the cast if any 

member who has been given a part is, in its opinion, unsuitable. They can re-cast any part that becomes vacant 

for any reason. 

The selection committee will publish a provisional cast list as soon as possible after auditions. If you are 

auditioning for a principal part you need to be a fully paid-up  member. The Management committee can relax 

this rule if they see fit. 

REHEARSALS 

Rehearsals are held at times and places decided by the management committee. Members involved in the 

production will be expected to attend at least 75% of the appropriate rehearsals punctually and regularly.  

Failure to do so may mean that a member can no longer participate. 

Rehearsal attendance – The Secretary will keep a register of attendance at rehearsals. Please advise any 

absences to the Show Secretary in advance, either at a previous rehearsal or by telephone before 7pm on the 

rehearsal day, to cover unexpected illness, domestic or business circumstances. Attendance at rehearsals can 

be used as a measure of a member’s commitment to the group and taken into account by the selection 

committee when casting a show. 

Mobile phones – Please keep your mobile phone out of sight and on silent during any rehearsal and show 

consideration to the director and fellow members. If you are expecting an emergency call, make sure you 
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advise the director. 

PROPS & COSTUMES 

Sometimes we may ask members may to provide some personal items to compliment their costumes. The 

items marked ** are often needed and are useful, but not essential, to have in your personal wardrobe. 

Ladies  

Gloves - long and short, various colours ** 

Shoes - black character** 

 - other period styles 

 - black flatties** 

 - silver/gold flatties** 

 - silver/gold sandals 

 - court shoes (neutral colours) 

 - tap and jazz shoes (if a dancer) 

Costume jewellery** 

 Wigs and hairpieces** 

 Feathers for hair** 

 Small handbags 

 Fans** 

 Fishnet and skin coloured dance tights  (if a dancer) 

 Parasol 

 Various petticoats 

 Victorian/Edwardian blouses and skirts 

Gentlemen 

Shoes - plain, black, leather soled, lace ups (not  casuals)** 

 Tap and jazz shoes (if a dancer) 

 Patent dress shoes 

 Waistcoats - plain colours 

 Neckerchiefs and cravats 

 White gloves** 

 Braces - clip-on and using buttons** 

 Belts - black and brown** 

 Various hats- topper, bowler, trilby,  boater, cowboy etc 

 Collar studs** 

 Cuff links** 

 Costume rings 

 Spectacles, monocle, walking stick 

SCORES AND LIBRETTI  

The group will provide you with scores and libretti as required. A £10 refundable deposit will need to be 

made for each score. All pencil markings should be erased before return of the score. If you lose or don’t 

return your score, you will be liable for a £40 charge made by the rights’ holder. 

SOCIETY INFORMATION – HOW THE SOCIETY OPERATES 

OUR RULES 

Some of these are also included in our Constitution or Articles of Association and can be obtained from the 

secretary on request. The Management Committee have the right to add, amend or delete any Rules (other 

than those in our Constitution or Articles of Association) by a unanimous vote of the committee. As a member, 

you will be advised of any such actions and will be bound by them. 
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AIMS 

The aims of the group are co-operation, friendship and mutual respect to further the arts of music and drama 

and encourage the appreciation of those arts. 

FUNDS 

The funds of the group are used for the production of any public performances, the continual running of the 

group and any matters for the benefit of the group. This is at the discretion of the elected treasurer and 

Management Committee.  

MANAGEMENT 

The management structure and operation of the Group’s business is dealt within the Articles of Association of 

the Group. These are available to any member on request from the secretary. 

The following are in addition to that contained in the Articles: 

 The Banking Accounts shall be operated by the Honorary Treasurer. 

 A Production Account shall be agreed by the Management Committee. A statement of this account 

 shall be rendered as soon as practicable after each production. 

 All cheques must be signed by two authorised members of the Management Committee 

 A  General Meeting shall be held as soon as possible after the termination of each production and 

 members shall receive seven days notice of said meeting. 

 Each member agrees to the publication of their likeness for publicity purposes.  

OFFICERS OF THE GROUP  

These consist of a Chairman, Secretary, Treasurer, Business Manager, all of whom shall be elected at the 

Annual Meeting of the group. 

The Group may also invite a President to hold office for a period determined by the Management Committee, 

such person to be confirmed at an Annual Meeting.  

MANAGEMENT COMMITTEE 

The business of the group shall be vested in a committee, to be known as the Management Committee. This 

consists of the Officers of the Group and five other members of the group who are elected at the AGM. 

The committee have the power to appoint officers to fill posts not filled at the AGM or which become vacant 

for any reason. They can also add to their number by co-option of non-voting member(s).   

Committee meetings will be held from time to time as required or at the request of a quorum. There will be a 

quorum of four voting members to include at least two officers of the group at any committee meeting. 

The members of the Management Committee shall be indemnified by the members of the Group against all 

liabilities properly incurred by them in the management of the affairs of the group. 

Any member of the Management Committee who is under any warning within our Disciplinary Procedures will 

not be eligible to stand for re-election while such procedures are in place. 

The committee are elected by the membership every year. If you would like to put yourself forward to join the 

committee please contact the secretary for more details.   

SUB-COMMITTEES 

The Management Committee can appoint Sub-Committees as they shall deem necessary. The decisions of any 

sub-committee shall be subject to the approval of the Management Committee.  

COMMITTEE ATTENDANCE 

Any member of the Management Committee being absent from three consecutive meetings without giving an 

acceptable reason shall be deemed to have resigned from the committee. 
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PRODUCTIONS 

The  Management Committee select the work to be produced by the Group and appoint a Producer, Musical  

Director, Production Co-ordinator, Stage Manager, Choreographer and any other Heads of Department as 

deemed necessary for that production.  

DISCIPLINARY PROCEDURES 

Introduction 

It is necessary to have a minimum number of rules in the interests of the group. 

In the event of any incident of any action giving rise to a disciplinary, the following guidelines will be followed. 

We hope this procedure will be rarely used, but we believe that it is in the interest of the group and its 

members to have standard procedures in place so that any matters can be resolved. If matters can be dealt 

with promptly, the need for more serious action later might be avoided. 

At all stages of any disciplinary process it is anticipated that both parties attach the utmost importance to fair 

and reasonable action.   

This means that: 

  On notification of a complaint or identification of an issue, a thorough investigation must be held 

 without delay by the Management Committee. 

 Affected members have the right to be given due notice of any meeting held under this procedure. 

 Affected members must be told why the Management committee is dissatisfied. 

 Standards of conduct will be applied irrespective of gender, race or disability and in a fair and 

consistent way. 

 If considered necessary, a written warning will be issued.  

 Proven continued or gross misconduct will result in immediate termination of membership. 

 If required, a full investigation will be conducted by the committee and statements may be taken 

from any person who is directly involved or who can contribute to an understanding of the situation. 

 Members will have the right to be accompanied by a fellow member at every stage of the formal 

disciplinary procedure if requested. 

 Subject to the appropriate notification (five days prior to the date of any disciplinary meeting), 

members will have the right to bring witnesses along to any formal disciplinary meeting and to see 

any evidence that is appropriate to the allegations. 

 Members will have the right to appeal against any written warning or disciplinary action within 

fourteen days of such written warning or disciplinary action. 

 Disciplinary Offences 

The following list is an example of the more common types of misconduct for which disciplinary action may be 

taken but are not inclusive or exhaustive. 

 Persistent lateness 

 Not turning up 

 Misuse of PTG property 

 Disruptive behaviour 

 Rudeness 

 Failing to comply with the Rules & Constitution/Articles of Association of the Petersfield Theatre Group 

 Any breach of health and safety rules or sensible practice 

 Any act of sex, race or disability discrimination 

 Harassment 

 Bullying 

 Gross misconduct 

 Bringing the reputation of the Group or any of its members into potential disrepute through social 

media or by any other means. 
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 Gross misconduct 

A member may be summarily dismissed without notice in cases of gross misconduct or if the circumstances are 

serious enough to warrant it. In such a case, a letter of termination will state the effective date of termination 

of membership. 

Some examples are:  

 Dishonesty 

 Theft of PTG property or property belonging to another member or any person who may have 

dealings with the PTG.  

 Any act which brings the group or any of its members into potential disrepute 

 Wilful damage to PTG property 

 Any actions that endanger the safety of a member or any other third party 

 Any form of bullying, whether verbal, in writing, on any form of social media site, any publication. 

This is not an inclusive or exhaustive list and reported incidents will be dealt with on a case by case basis by the 

committee. 

Disciplinary Procedure 

Levels of Management committee authorised to take action in accordance with our Disciplinary Policy and 

Procedure as set out above are: 

 Formal first verbal warning  

 Formal final written warning 

 Termination of Membership 

Formal first verbal warning  

This is the first formal stage of the disciplinary procedure. It is important that the member involved is told they 

are being formally warned. Where a member is deemed to have committed a misconduct offence and the 

offence is confirmed beyond reasonable doubt, he/she will be formally warned by the Chairman and a 

member of the Management Committee. It shall be made clear to the member the standards of behaviour 

expected, improvement required and the date by which improvement is expected. 

Formal written warning  

Where a further offence occurs within the active period, a final written warning will be issued by the Chairman 

& Management Committee. A copy of this will be given to the member detailing the nature of the offence, the 

active period and the required improvement where appropriate. 

This will be retained by the Honorary Secretary, and will remain archived. Where appropriate, review periods 

will be agreed. 

Discretion of the Management Committee 

Any matter not provided for in the foregoing rules shall be left to the discretion of the Management Committee. 

Exercising the Right to Appeal 

A member wishing to appeal may be accompanied by another member, or friend. 

The management committee will arrange for the Appeal Hearing to take place as soon as is practicable, 

normally not more than 14 working days from the receipt of the Appeal.  The reason for any delay will be 

communicated to the appellant promptly by the management committee. 

Notes will be taken of the appeal hearing by the Group Secretary and will remain archived.  

Remit and membership of appeal panels  

Formal written Warning: No Appeal 

Termination of Membership: Chairman & Executive Committee, plus three members of the membership 

selected randomly for impartiality and equity. They will act as a quality control function.  The Committee and 

quality control panel will decide the outcome, and the outcome will be communicated to the member in 

question within seven working days.  
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 TERMINATION OF MEMBERSHIP 

Following any disciplinary action, a member may be dismissed with appropriate notice in cases where either a 

formal verbal warning has not achieved improvement or a further offence has been committed. The effective 

date of termination of membership will be specified in a letter of dismissal. 

RESIGNATION 

If you want to resign from the group, please give us seven clear days’ notice in writing to the Honorary 

Secretary. If you don’t give this notice, you will be liable to all subscriptions to date. 

Any member resigning from the Group, through causes over which they have no control, and wishing to rejoin, 

must apply for membership in the usual way. The committee’s decision is final.   

 

FINAL WORD  

We hope this booklet has given you an idea of how we run things at PTG.  If you have any concerns or worries, 

please speak to any committee member in confidence, who can then bring your concerns to the management 

committee for consideration.  

We are delighted that you are now a member of Petersfield Theatre Group and we hope that you enjoy being 

a part of our fantastic group! 

  

 

 

 

 

November 2015 

 

This Handbook and the Rules and Regulations contained therein relating to the management of the Petersfield 

Theatre Group were adopted at  a General Meeting which was held on  30th November 2015 and became 

effective from that date.  

  

 

 

  

  

  

  

  

  

  

  

  

  

  

  


