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©2019 

Preface 

The purpose of this document is to allow SDA Members to access information pertaining to the 

participating in a Regional or Middle Years Festival. This document will allow SDA members who are not 

able to attend a “Festival Training Workshop”, which is normally held in Regina and Prince Albert in the 

Fall, to access information and resources related to SDA’s Regional and Middle Festivals.  

When producing a play, especially for first time or newer directors, it is important to remind yourself to 

focus on the experience for your students. You should not focus on winning awards, accolades, or 

acclaim. Instead, you ought to choose a play that will provide a good experience for your students. 

Anything that happens with regard to Awards at Regional Festival or Celebration Certificates at Middle 

Years Festival is an unexpected bonus.  

It is important to choose a play that challenges your students appropriately and allows them to grow as 

actors, technicians, and individuals. You want to pick a play that pushes your students to grow as actors, 

stage managers, light and sound technicians, et cetera without being too difficult to be attainable.  

 

Another factor to consider is your rehearsal space and rehearsal time. Each school is going to have 

different spaces available for rehearsal and will have their own unique challenges with regards to 

booking that space and time. You also need to take into account the demands on your students – many 

of whom may work part time jobs, help out on the farm, or be involved in other extra-curricular activities 

which place demands on their time. You should also take into account the demands on yourself and your 

own time. The amount of time that any given teacher is going to be able to contribute is going to depend 

on your own life. Do not burn yourself out by overcommitting to any extra-curricular activity.  

Generally speaking, you can expect to put in approximately 50 hours of rehearsal for a one act play, 100 

hours for a full – length play, and 150 hours for a musical. Both the Festivals Organization Handbook and 

the Middle Years Handbook have rehearsal schedules examples that you might find useful.  

A good stage manager can make all the difference and can really be a valuable aid to you in organizing 

performance schedules, rehearsal times, scheduling time to build props, keeping the students in line 

backstage, calling cues, and generally being your right hand throughout the production. I would strongly 

recommend reading over the checklist for a stage manager which is included in this document. Not all of 

the stage manager’s checklist would apply to everyone’s program; however, it is a very good place to 

start.  As well, there are many resources available to members that are included in SDA’s Mary Ellen 

Burgess Library.   

Your stage manager is probably the most important role in the production. The person who takes on this 

role needs to be serious, committed, organized, and dedicated to seeing the production through.  

Finally, you should consider the following when choosing a play:  

● Start early! The sooner you can choose a script, meet with your students, and cast the play, the 

better. You may find it useful to begin this process before the Christmas break in order to give 

yourself enough time. Additionally, more students will sign up initially than what you will have at 

the end, so be sure to have alternates available.  
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● The SDA has an extensive resource of play scripts contained in the Mary Ellen Burgess Library. 

You should begin searching for a play there. If you do not know how to use the resource, the SDA 

has a screencast video which will explain the process to you. There are also many play publishing 

houses available online. Some examples of these are: Theatrefolk, Playscripts, Heuer Publishing, 

Youth Plays, Pioneer Drama, Lazy Bee Scripts, Dramatic Publishing, Brooklyn Publishers, and 

Samuel French.  All of these and others can be access by clicking on ‘Links’ on SDA’s website.   

● Find a play that suits your students.  Student should want to do the chosen play as it is of interest 

to them.  Make sure you are not letting your preferences obscure your judgement – if the 

students are not interested in the material you are only making things harder on yourself.  

● Find age-appropriate material. In some regions, there are certain policies that must be adhered 

to when choosing a play, for example, one region does not allow swearing in their plays 

presented. If you are unsure with regards to your region’s policies, either check with your Host 

Coordinator or with SDA office regarding policies specific for your region. 

● Refer to Section 2 of the Festivals Organization Handbook and Middle Years Festival Handbook 

for further information regarding policies, guidelines, rules, and regulations regarding play 

selection and Festival.  

● Remember to have fun and to share your love of drama with your students!  
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FESTIVAL MISSION STATEMENT 

The SDA’s Drama Festivals will celebrate drama in our schools and offer opportunities for growth and 

development for both students and teachers in both competitive and non-competitive environments.  

Student participants from all grade levels are welcome. 

 

REGIONAL AND PROVINCIAL FESTIVAL OBJECTIVES 

1. To assist the development of drama and to promote the relationship between drama 

and the life of the community. 

2. To raise the standard of production by affording groups the opportunity of being 

critiqued by an impartial adjudicator and of testing their work before a wider 

audience and more critical community. 

3. To promote a high standard of dramatic appreciation among participants. 

4. To encourage the progressive element of drama productions. 
 

MIDDLE YEARS FESTIVAL OBJECTIVES 

 

1. To enhance and support Saskatchewan Arts Education Curriculum. 

2. To build a greater understanding about the relationship between drama, life and 

community. 

3. To create an appreciation of theatre through a variety of approaches and styles. 

4. To develop technical theatre skills and improve the quality of elementary school 

productions in a non-competitive environment. 

5. To promote greater public awareness of drama in our schools. 

6. To provide professional development opportunities for teachers working in drama and 

arts education. 
  

MIDDLE YEARS FESTIVAL FOCUS 

 

1. Showcase grade 5 - 9 drama productions of 30 minutes or less.  

2. Provide professional development by working with theatre professionals. 

3. Provide an opportunity to view and respond to plays, to discuss theatre techniques 

with peers and theatre professionals through workshops. 

4. Model good audience etiquette and build appreciation for other productions. 

5. Respond to the festival challenge and learn how to use rehearsal techniques 

effectively. 

6. Meet other students and teachers in drama and share experiences in the world of 

theatre. 

7. Learn more about technical theatre skills. 
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Checklist for Regional Festival 
 

_____ SDA offers Festival Training and information Sessions and Directors’ Workshops 
each Fall.  Check SDA’s website for Registration information. 
 
_____ Read Festivals Organization Handbook and Festivals Performance Handbook 
carefully, checking for updates and additions.  Pay close attention to Section 2 of the 
Festivals Organization Handbook. 
 
_____ Complete an Intent To Enter Festival Form (on-line at www.saskdrama.com.), 
Deadline is October 15th each year. 
 
_____SDA Fees:  a) Intent to Enter Regional Festival – (Per Play fee will be invoiced to  
                                   you when you complete the form). 
                               b) Adult Membership - $60.00 each (Plus GST) . Student/Student 

           Director Membership - $10.00 each. 
                               c) Regional Play Fees – These fees varies from Region to Region and is  
                                  determined by the Host Coordinator and his/her Committee. 

      d) Banquet/Social Fees – Determined by Host Coordinator and his/her  
          Committee. 
      e) Other Drama Workshops (Not Production Workshops) – There may              
           be separate charge for this type of workshop.  Not all Regions hold 
           these workshops.  The amount is determined by the Host and will be  
           collected by SDA for those groups participating. 
      f) Note:  Any Meal Plan, etc. will be administered by the Regional Host  
          Coordinator and his/her committee. 

 
_____ Hotel/Motel Accommodations and Billeting (if available), lighting, sound, stage 
information will be provided by the Host Coordinator and can be found on SDA’s 
website – Click on ‘Festivals’, ‘Regional’, and ‘Participant Info’, and then on the 
appropriate Region.  
 
_____ Complete an Adult Membership Application and submit it to SDA.  Your drama 
team will need to complete an application for each adult whose name will appear on the 
program as either an adult director or an adult supervising a student director.   (On-line 
application at www.saskdrama.com).  Deadline is October 31st  each year.  Note:  When 
you complete an Intent to Enter Form, the provincial office will automatically invoice for 
each adult listed on the form as a director or supervising teacher (not chaperones).  A 
completed Adult Membership Form should be submitted each year. 
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_____ Check with your Regional Host Coordinator for the Region’s play fees, 
social/banquet fees/workshop fees (where applicable). 
 
_____ Ensure every student participating has a copy of the SDA’s Student Participant 
Form. These forms must be completed and submitted to the Provincial Office no later 
than 4 weeks prior to performing at your Regional Festival. These forms are available on 
SDA’s website, click on ‘Forms.’ 
 
_____ Ensure you have submitted your Intent Festival Invoice and Adult Membership 
invoice(s) to the appropriate office (SRC, School Board, etc.) for payment.  SDA accepts 
Cash, Cheques, P.O., Direct Deposits, Visa and MasterCard. Deadline is November 1st  

each year.  Late payment is subject to late payment fees. 
 
_____ Arrange for a visit to your Host facility. Tours and meeting are arranged and 
scheduled with your Host Coordinator, NOT the Provincial Office.  
 
_____ Meet with students to identify the number of students interested, the number of 
actors and the age of participants (this will help you when you are choosing a play).  
 
_____ Consider arranging a date for a drama workshop.  Complete a ‘New Initiative 
Grant’ Application that is available on SDA’s website and submit it to the Provincial 
Office. These are awarded on a first come first served basis and are awarded throughout 
the school year when funds are available. 
 
_____ Choose a play to produce (if you are choosing a scripted play). Check out SDA’s 
Mary Ellen Burgess Library online. SDA office staff can help you choose a play. You can 
also check out publishers’ websites.  You should choose your play as soon as you know 
how many students you are working with and you should notify the Provincial Office of 
your choice. 
 
_____ Choose the cast for your play (Your cast must be in place before any workshop 
you might arrange with SDA).  Plays chosen must have a running time of no less than 20 
minutes and no more than 60 minutes (this includes any curtain call). 
 
_____ Review contact information of other participants in your region sent to you form 
SDA. This is sent from the Provincial Office, however, you may have other Festival group 
forums that are arranged by the Host Coordinator(s). 
 
_____ Each Regions’ information (social event, accommodations, etc.) and the Regional 
Meeting time are made available on the SDA website. Click on ‘Festivals’, ‘Regional’, 
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‘Participant Info’ and then on the appropriate Region.  Festival Deadlines are also 
available on the same page.  NOTE: Information is constantly updated and is only 
available when it is received from your Host Coordinator.  
 
_____ Deadline for payment of any outstanding Adult Membership and Festival fees – 
No later than December 1st each year. 
 
_____ SDA’s proposed Provincial Schedule (by Region) is available online – December 1st  

each year. 
 
_____ If you are producing an original work, a DRAFT of your play must be sent 
electronically (in Microsoft Word format) to the Provincial Office for distribution to the 
FOH and Backstage Adjudicators. Deadline is no later than 5 weeks prior to your 
Regional Festival. 
 
_____ Complete and submit a Play Registration form (online) for each play you are 
producing.  An invoice will be sent to you for any remaining play fees, 
social/banquet/workshop fees (if applicable) and student/student director 
memberships. Deadline is no later than 4 weeks prior to your Regional Festival. 
 
_____ Designate a student as your Stage Manager. This is Mandatory.  Enter the name 
of your designated Stage Manager in the appropriate box when you complete your Play 
Registration form.  See SDA Festivals Organization Handbook Page 15, number 3. Also 
see Page 46, Section 6 B for the ‘Stage Manager’s Checklist’. 
 
_____ Ensure a clean, unmarked script to the Provincial Office. (The Provincial Office will 
contact you regarding your script.) These are sent to your FOH and Backstage 
Adjudicators. Deadline is no later than 4 weeks prior to your Regional Festival. 
 
_____ Ensure all your Technical Requirements have been sent to the Provincial Office. 
(Optional Form.) The Provincial Office will forward to the Stage Coordinator. 
 
_____ Ensure all your completed SDA Student Participant Forms have been sent to the 
Provincial Office, NOT to your Host Coordinator. These forms are kept on file for one 
year and then destroyed. See Page 21 of the Festivals Organization Handbook. Deadline 
is no later than 4 weeks prior to your Regional Festival. 
 
_____ Send a copy of your Performance Rights (Royalties) to the Provincial Office. You 
must inform the Provincial Office if your play is Royalty Free. Deadline is no later than 3 
weeks prior to your Regional Festival. 



Page | 8 

 

 
_____ Submit a completed Principal’s Permission Form to the Provincial Office (available 
on SDA’s website). Deadline is no later than 3 weeks prior to your Regional Festival. 
 
_____ Ensure payment for all outstanding fees have been sent to the Provincial Office. 
See page 16 of the Festivals Organization Handbook. Deadline is no later than 2 weeks 
prior to your Regional Festival. 
 
_____ If you are producing an original work, submit electronically (Microsoft Word 
format) an unmarked copy of your finalized script with an abstract to the Provincial 
Office. (See ‘forms’ on the website.) It will be forwarded to the FOH and Backstage 
Adjudicators. Deadline is no later than 15 working days prior to your Regional Festival. 
 
_____ Complete an Unsung Hero/Cheer/Spirit of Festival/Shining Star nominee form 
(whichever is applicable to your Region). Take the completed form to Festival to give 
into your Host Coordinator.  Send a copy of the completed form to the Provincial Office. 
Deadline is no later than 7 days prior to your Regional Festival.   
 
_____ Complete a Festival Director’s Information Sheet regarding recognition of 
student(s). (This is an Optional Form)  If you have completed this form, send a copy to 
the Provincial Office.  Take your completed form to your Regional Festival and give it to 
your Backstage Adjudicator and/or FOH Adjudicator OR give it to your Regional Host 
Coordinator(s), who will then give it to the Adjudicators.  
 
_____ When you arrive at your Regional Festival, pickup your package of information, 
student wristbands, programs, etc.   Ensure that your students are wearing their 
wristbands.  These are removable for performance. 
 
______ Load in your set, locate your dressing room, and attend your Technical 
Rehearsal. 

______ Perform your play(s).   
 
______ Attend your Production Workshop. (Mandatory) Directors, Supervising 
Teachers, and the majority of your cast and crew must attend your production 
workshop.  If no one attends you will not be eligible for any major awards. 
 
______ Attend your Social Event and/or Banquet (if applicable). 
 
______ Attend your Regional Festival Directors’ Meeting.  Your Regional Festival 
Performance Schedule will list when this meeting will take place.  
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_____ Complete your Adjudicator Feedback forms (one for the FOH Adjudicator and one 
for the Backstage Adjudicator) and give them to Host Coordinator PRIOR to the Awards 
Ceremony.  These are not to be completed by Student Directors. 
 
______ Attend your Awards Ceremony. 
 
______Complete your Regional Festival Evaluation form (Students too!) and give to your 
Host Coordinator. 
 
_____ The Best Overall Production for each Region will receive an envelope of 
information from the Host Coordinator at the Awards Ceremony. Ensure that an adult 
receives this information.  Registration information is contained in the envelope. 
 
_____ Observer information will be sent to you via email regarding Provincial Festival 
after your Regional Festival.  Observer registration is online and must be completed 
within one week after your Regional Festival. Phone the SDA Provincial Office if you 
require more information of an extension on registering your Observing group. 306-525-
0151. 
 
_____ Groups attending Provincial Festival as Observers must register on-line.  Contact 
the Provincial Office for more information. 
 

 

Checklist for Middle Years Festival 
 

_____ SDA Fees – Intent to Enter Middle Years Festival and Play Registration - The Fee 

includes all your student memberships. Check with the Provincial Office for cost. 

 

_____ Adult Membership - $60.00 each (Plus GST).  

 

_____ Complete an Adult Membership application for each adult director or teacher 

supervising a student director (online at www.saskdrama.com).  Deadline is October 31st 

each year.  SDA will automatically bill for the persons listed as directors and/or 

Supervising Teachers on the Intent to Enter Festival Form, however a completed Adult 

Membership Form should be submitted each year. (Chaperones do not need an adult 

membership.) 
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_____ Complete an Intent To Enter Festival Form (online at www.saskdrama.com).  

Deadline is January 31st each year. 

 

_____ Read SDA’s Middle Years Festival Handbook carefully, checking for updates and 

additions.  Pay close attention to Section 2 of the Handbook. 

 

_____ Meet with students to identify the number of students interested, the number of 

actors and the age of participants (this will help you when you are choosing a play).  

 

_____ Ensure every student participating has a copy of the SDA’s Student Participant 

Form. These forms are available on SDA’s website, click on ‘Forms.’ 

 

_____ You can arrange for a visit to Riddell Center Theatre.  To arrange a tour, contact 

Bill Hales – william.hales@uregina.ca – 306-585-5568.   Specifications of the University 

Stage etc. will be sent to you from the Provincial Office. 

 

_____ Consider arranging a date for a drama workshop.  Complete a ‘New Initiative 

Grant Application that is available on SDA’ website and submit it to the Provincial Office. 

These are awarded on a first come first served basis and continually throughout the 

school year.  

 

_____ Choose a play to produce (if scripted). Check out SDA’s Mary Ellen Burgess Library 

online.  SDA office staff can help you choose a play. You can also check out publishers’ 

websites (link to these can be found on SDA’s website).  Your play should be no more 

than 30 minutes in length – see the Middle Years Festival Handbook, page 7, number 1. 

 

_____ Choose the cast for the play (The cast must be in place before any workshop you 

might arrange with SDA). 

 

_____ If you are producing an original work, a DRAFT of your play must be sent 

electronically (in Microsoft Word format) to the Provincial Office for distribution to the 

FOH and Backstage Clinicians. Deadline is no later than 5 weeks prior to Middle Years 

Festival. 

 

_____ Complete and submit a Play Registration form (online) for each play you are 

producing.  Deadline is no later than 4 weeks prior to your Middle Years Festival. 

 

http://www.saskdrama.com/midyears_intent.htm
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_____ Designate a student as a Stage Manager. This is Mandatory.  Enter the name of 

your designated Stage Manager in the appropriate box when you complete your Play 

Registration form.  See SDA Middle Years Handbook Page 7, number 3 and Section G, 

page 24. 

 

_____ Send a clean, unmarked script to the Provincial Office. These are sent to your FOH 

and Backstage Clinicians. Deadline is no later than 4 weeks prior to your Middle Years 

Festival. 

 

_____ Send Technical Requirements to the Provincial Office (Not mandatory). The 

Provincial Office will forward to the Middle Years Stage Coordinator.  

 

_____ Send a copy of your Performance Rights (Royalties) for your scripted play to the 

Provincial Office. You must inform the Provincial Office if your play is Royalty Free. 

Deadline is no later than 3 weeks prior to Middle Years Festival. 

 

_____ Submit a completed Principal’s Permission Form to the Provincial Office (available 

on SDA’s website). Deadline is no later than 3 weeks prior to Middle Years Festival. 

 

_____ Ensure payment for all outstanding fees have been sent to the Provincial Office. 

See page 16 of the Festivals Organization Handbook. Deadline is no later than 2 weeks 

prior to Middle Years Festival. 

 

_____ If you are producing an original work, submit an unmarked copy of your finalized 

script with a short synopsis electronically (in Microsoft Word format) to the Provincial 

Office. It will be forwarded to the FOH and Backstage Adjudicators. Deadline is no later 

than 15 working days prior to Middle Years Festival. 

 

_____ Submit completed SDA Student Participant Forms to the Provincial Office.   These 

forms are kept on file for one year and then destroyed.  See Page 7, number 7 of the 

Middle Years Handbook. Deadline is no later than 7 business days prior to Middle Years 

Festival. 

 

_____ You can complete a Festival Director’s Information Sheet regarding recognition of 

student(s). (Optional Form) If you have completed this form, send a copy to the 

Provincial Office.  Take your completed form to Middle Years Festival.  Give the form to 

SDA Staff, who will then give it to the Clinicians.  
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_____ Arriving at Middle Years Festival:  Check in with SDA staff in front of the Theatre 

in the Riddell Centre, University of Regina. Pick up your information package, student 

wristbands, programs, etc. at this time.   

 

_____ Ensure that your students are wearing their wristbands.  These wristbands are 

removable for performance. 

 

______ Arrive on time for your Technical Rehearsal.  See the Middle Years Festival 

Handbook, Section 3, Page 23.   

 

_____ Attend your morning drama workshops.  SDA Staff on site will escort you to the 

appropriate location.  You must adequately supervise your students during these 

workshops. 

 

_____ After the Play Session each day, the Front of House and Backstage Clinicians will 

do a short public commentary for each play in the theatre.  Everyone is welcome. 

 

_____ Directors and Supervising Teachers will meet briefly with the Front of House and 

Backstage Clinicians after the adjudication for an informal one-on-one meeting. 

 

_____ Middle Years Information for SDA Provincial Festival – For those who wish to 

attend who have performed at Middle Years Festival. -  Participants are entitled to 

attend One Provincial Festival Session free of charge.  However, they must be 

accompanied by an Adult who will be admitted to the same session for $5.00 + GST.  

The Participant must bring their wristband from Middle Years Festival with them.  The 

Provincial Festival information (performance times, plays, etc.) is posted on SDA’s 

website.  Offer is subject to availability of seats for each session and SDA cannot 

guarantee admittance.  Doors open 15 minutes prior to each session.  Tickets may be 

bought throughout each day of Provincial Festival.  SDA does not provide advance sales 

or reserved seating.   
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2019 – 2020 Regional Festival Action Plan 

ACTION DEADLINE 

Register for the Festival Training/Information Session. This will be held this year on 

Saturday, September 28, 2019 at Sacred Heart High School in Yorkton.   It will be held in 

conjunction with SDA’s ‘A Day for Drama’ Conference.   

No later than  

September 16 

Complete an Intent To Enter Festival Form (on-line) and submit to SDA (an email will be 

sent to you within 4 days with an invoice for each play entered.) 

October 15 

Read Festivals Organization Handbook and Festivals Performance Handbook carefully, 

checking for any updates or additions to the manual. 

ASAP 

Complete an Adult Membership Application and submit it to SDA.  Your drama team will 

need to complete an application for each adult whose name will appear on the program as 

either an adult director or an adult supervising a student director.   (On-line application at 

www.saskdrama.com).  Note:  When you complete an Intent to Enter Form, the provincial 

office will automatically invoice for each adult listed on the form as a director or 

supervising teacher (not chaperones).  A completed Adult Membership Form should be 

submitted each year. 

No Later than 

October 31 

Meet with students to identify the number of students interested in participating in drama 

production(s). 

November 1 

Identify number of actors and age of participants (this will help you when you are choosing 

a play) 

November 1 

Ensure every student participating in your drama production has a copy of SDA’s Student 

Participant Form.  These forms must be completed and submitted to the Provincial Office 

no later than 4 weeks prior to performing at your Regional Festival.  These forms are 

available on SDA’s website—Click on ‘Forms’ and scroll to the bottom of the page under 

‘General Festival Forms.’ 

November 1 

Identify the type of play you are going to produce (student written, scripted, etc.) November 1 

Ensure you have submitted your Intent to Enter Festival and Adult membership invoices to 

the appropriate office (SRC, School Board, etc.) for payment.  Note:  SDA accepts Cash, 

Cheques, P.O., Direct Deposit, Visa and MasterCard. 

November 1 

Arrange for a visit to your Host facility (Host facility tour and/or meeting date is sent from 

the Host to you.)  Tours and meeting are arranged and scheduled with your Host 

Coordinator not the Provincial Office. 

November 1 or ASAP 

Consider arranging for a date for drama workshop for you and your students.  Complete 

the ‘New Initiative’ grant application available on SDA’s website.  These are awarded on a 

‘first come, first served’ bases, and are awarded throughout the school year while funds 

are available.  Contact the Provincial Office for more information at 

November 15 or 

ASAP 
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dramainfo@sasktel.net. 

Choose a play to produce (if scripted). SDA’s Mary Ellen Burgess Library can be accessed 

online and up to 10 scripts at a time may be borrowed by SDA adult members for reading. 

SDA office staff is available to help you with choosing a scripted play. You can also access 

Publishers to browse their inventories of available plays. Click on ‘links’ on SDA’s website 

to access Publisher websites. 

 

ASAP 

Choose the cast for the play.  Read through the play with cast and set up rehearsal 

schedule. 

Before any workshop 

you might arrange 

with SDA 

If you are having a drama workshop, make arrangements within the school for the 

workshop: 

- Space for workshop 
- Release of students from classes on the day of the workshop 
- Release time for teacher director so he/she can be in attendance for the entire 

workshop 

 

ASAP after selecting 

a date for your 

workshop 

 

Review contact information of other participants in your region sent to you from SDA. November 30 

Each regions information, i.e., social event, accommodations, stage plan, school rules, 

sound and light equipment, Regional Play Fees, Social Fees (where applicable), Regional 

Meeting time is made available for your convenience through SDA’s website by clicking on 

‘Regional Festival’ – ‘Participant Info’. 

Note:  Information is constantly updated and is only available when it is received from 

your Host Coordinator. 

December 1 

Deadline for payment of any outstanding membership and Intent to Enter Festival Fees. No later than  

December 1 

SDA’s Provincial Schedule (by Region) is available online. December 1 

If you are producing an original work, a draft of it must be sent electronically (in Microsoft 

Word format) to the Provincial Office for distribution to the FOH and Backstage 

Adjudicators. 

At least 5 week prior 

to your Regional 

Festival. 

Ensure you have completed and submitted a Play Registration form (on-line) for each play 

you are producing.  An invoice will be sent to you for any remaining play fees, 

social/banquet fees (if applicable) and student/student director memberships only when 

we receive your play registration. 

At least 4 weeks 

prior to your 

Regional Festival 

Designate a student as your Stage Manager. This is Mandatory.  Enter the name of your 

designated Stage Manager in the appropriate box when you complete your Play 

Registration form.  See SDA Festivals Organization Handbook Page 15, number 3. Also see 

Page 46, Section 6 B for the ‘Stage Manager’s Checklist’. 

At least 4 weeks 

prior to your 

Regional Festival 
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Ensure a clean, unmarked, original script has been sent to the Provincial Office. (The 

Provincial Office will contact you regarding your script.)  These are then sent to your FOH 

and Backstage Adjudicators. 

At least 4 week prior 

to your Regional 

Festival. 

Ensure all your technical requirements have been sent to the Provincial Office. (Optional 

form)   The Provincial Office will forward that information to the Stage Coordinator. 

At least 4 week prior 

to your Regional 

Festival. 

Ensure all SDA Student Participant Forms have been completed and submitted to the 

Provincial Office (Do not give to your Host for submission.) These forms are kept on file at 

the Provincial Office for one year and then destroyed.  See Page 21 of the Festivals 

Organization Handbook. 

At least 4 week prior 

to your Regional 

Festival 

Ensure a copy of your Permission to Perform (Royalties) have been sent to the Provincial 

Office.  You must inform the Provincial Office if your play is a royalty free play. 

At least 3 week prior 

to your Regional 

Festival. 

Ensure the Principal’s Permission Form has been completed and submitted to the 

Provincial Office (available on SDA’s website). 

At least 3 weeks 

prior to your 

Regional Festival 

Ensure payment for all outstanding fees have been sent to the Provincial Office.  See 

Page 16 of Festivals Organization Handbook. 

No later than 2 

weeks prior to your 

Regional Festival. 

Ensure an unmarked copy of your finalized script along with a short synopsis (See ‘Forms’ 

on the website) of your original work is submitted electronically (in Microsoft Word 

format) to the office for distribution to the FOH and Backstage Adjudicators. 

At least 15 days prior 

to your Regional 

Festival. 

Complete an Unsung Hero/Cheer/Spirit of Festival/Shining Star nominee form (whichever 

is applicable to your Region).  The completed form is taken with you to give to your host at 

your Festival. A copy of the completed form is to be submitted to the Provincial Office.  

Note: You should only choose one student from your cast or crew per play for this 

recognition. 

Submit to Provincial 

Office at least 7 days 

prior to your 

Regional Festival. 

Complete a Festival Director’s Information Sheet regarding recognition of student(s). This 

is an optional form and completed at your discretion.  However, if you complete one, 

submit a copy to the Provincial Office.  The completed form is to be taken with you to give 

to your Backstage Adjudicator and/or FOH Adjudicator.   You can also give it to your Host 

Coordinator at your Regional Festival who will give it to the adjudicators. 

Submit to Provincial 

Office at least 7 days 

prior to your 

Regional Festival. 

When you arrive at your Regional Festival, pickup your package of information, student 

wristbands, programs, etc.  Ensure that your students are wearing their wristbands.  These 

are removable for performance. 

At Festival 

Load in your set, locate your dressing room, and attend your Technical Rehearsal. At Festival 

Perform your play. At Festival 
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Attend your Production Workshop. (This is Mandatory.) Directors, Supervising Teachers 

and the majority of your cast and crew must attend your production workshop.  If no one 

attends you will not be eligible for any major awards. 

At Festival 

Attend your Social Event and/or Banquet (if applicable). At Festival 

Attend your Regional Festival Directors’ Meeting.  Your Regional Festival Performance 

Schedule will list when this meeting will take place. 

At Festival 

Complete your Adjudicator Feedback forms (one for the FOH Adjudicator and one for the 

Backstage Adjudicator) and give them to Host Coordinator PRIOR to the Awards Ceremony.  

These are not to be completed by Student Directors. 

At Festival 

Attend your Awards Ceremony. At Festival 

Complete your Regional Festival Evaluation form (Students too!) and give to your Host 

Coordinator. 

At Festival 

Performer Information (Best Overall Production) information is given to the Adult 

Director/Supervisor at the Awards Ceremony. 

At Festival 

Observer Information will be forwarded to you via regarding SDA’s Provincial Festival.  

Observer registration is on-line and must be completed within one week after the 

completion of your Regional Festival. 

Within one week 

from the completion 

of your Regional 

Festival 

 

 

2019 – 2020 Middle Years Festival Action Plan 

ACTION DEADLINE 

Register for the Festival Training/Information Session. This will be held this year on 

Saturday, September 28, 2019 at Sacred Heart High School in Yorkton.   It will be held in 

conjunction with SDA’s ‘A Day for Drama’ Conference 

No later than  

September 16 

Complete Adult Membership Application and submit to SDA Provincial Office. You need to 

complete an application for each adult whose name will appear on the program.   

October 31, 2018 

Complete an Intent To Enter Festival Form (on-line) and submit to SDA (an invoice will be 

sent to you within 4 days with an invoice for each play entered.) 

January 31, 2019 

Read the Middle Years Festivals Handbook carefully, checking for any updates or additions 

to the manual. The manual is also available electronically by request. 

ASAP 

Consider arranging for a date for drama workshop for you and your students.  Complete 

and submit a SDA New Initiative Grant.  These are awarded on a ‘first come, first service’ 

ASAP 
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bases.   

Choose a play to produce (if scripted). SDA’s Mary Ellen Burgess Library can be accessed 

online and up to 10 scripts at a time may be borrowed by SDA adult members for reading. 

SDA office staff is available to help you with choosing a scripted play.  

ASAP 

Choose the cast for the play.  Read through the play with cast and set up rehearsal 

schedule. 

Before any 

workshop you 

might arrange with 

SDA 

If you are having a drama workshop, make arrangements within the school for the 

workshop: 

- Space for workshop 
- Release of students from classes on the day of the workshop 
- Release time for teacher director so he/she can be in attendance for the entire 

workshop 

 

ASAP after 

selecting a date for 

your workshop 

 

Arrange for a visit to the University of Regina, Riddell Centre (Optional) ASAP 

Meet with students to identify the number of students interested in participating in drama 

production(s). 

February 1, 2020 

Identify number of actors and age of participants (this will help you when you are choosing 

a play). 

February 1, 2020 

Identify the type of play you are going to produce (collective or scripted). February 1, 2020 

Give each student a Student Participant Form to complete and return to you. These must 

be submitted no later than 7 business days prior to Middle Years Festival. 

February 1, 2020 

Ensure you have submitted your Intent to Enter Festival/Play Registration and Adult 

membership invoices to the appropriate office (SRC, School Board, etc.) for payment.  

Note:  SDA accepts Cash, Cheque, Visa, MasterCard, Direct Deposit and Purchase Orders. 

February 1, 2019 

Ensure the Provincial Office has the name of the Play you are producing. February 28, 2020 

Inform the Provincial Office the following:   

1. The day or days you will be attending Middle Years Festival. 
2. The day you prefer to perform (performance times are awarded on a ‘first 

come/first served’ basis). 
3. If you are able to attend the drama workshops provided each day of the festival. 

Workshops begin each day at 9:45 a.m. 
4. Your approximate arrival time at festival.  Note:  You will have a morning rehearsal 

time on the day of your performance.  Rehearsal times begin at 9:30 a.m. 
5. If it becomes necessary to hold evening performances, Drama workshops and 

Production workshops will be provided in the afternoon. 

April 1, 2020 

If you are producing an original work, a draft of it must be sent to the Provincial Office for April 1, 2020 
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distribute to the FOH and Backstage Clinicians 5 weeks prior to the Festival. 

Ensure you have completed and submitted a Play Registration form (on-line) for your play.   April 8, 2020 

Ensure a clean, unmarked, original script has been sent to the Provincial Office. The 

Provincial Office will let you know if this is required. These are then sent to your FOH and 

Backstage Clinicians. 

April 8, 2020 

Ensure all your technical requirements have been sent to the Provincial Office (if 

applicable).  The Provincial Office will forward that information to the Stage Coordinator. 

April 12, 2020 

Ensure every student participating in your drama production has a copy of SDA’s Student 

Participant Form.  These forms must be completed and submitted to the Provincial Office 

prior to performing at your Middle Years Festival.  These forms are available on SDA’s 

website—Click on ‘Forms’. 

 

April 12, 2020 

Ensure a clean, unmarked, original copy with a short synopsis of your original work is 

submitted to the office for distribution to the FOH and Backstage Clinicians. This is not 

required for published plays. 

April 15, 2020 

Ensure the Principal’s Permission Form has been completed and submitted to the 

Provincial Office (available on SDA’s website). 

April 18, 2020 

Deadline for payment of any outstanding membership and fees. April 18, 2020 

Ensure a copy of your Permission to Perform (Royalties) have been sent to the Provincial 

Office.  If your play is a royalty free play, you must inform the Provincial Office. 

April 18, 2020 

Ensure payment for all outstanding fees have been sent to the Provincial Office. April 18, 2020 

When you arrive at Festival, pick up your Festival packages that contain your programs, 

wristbands, name tags and workshop schedule.  As well drop off any Student Participant 

Forms and outstanding fees with the Festival Gate Personnel. 

May 4 – 6, 2020 

Observer Information for Provincial Festival. Middle Years Participants are entitled to 

attend One Provincial Festival Session free of charge.  However, they must be 

accompanied by an Adult who will be admitted to the same session for $6.50.  The 

Participant must bring their wristband from Middle Years Festival with them.  The 

Provincial Festival information (performance times, plays, etc.) is posted on SDA’s website.  

Offer is subject to availability of seats for each session and SDA cannot guarantee 

admittance.  Doors open 15 minutes prior to each session.  Tickets may be bought 

throughout each day of Provincial Festival.  SDA does not provide advance sales or 

reserved seating.   

May 7 – 9, 2020 
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What’s New?  

Notes on changes to the Festival Handbooks 

The most significant change is that the Festivals Handbook has been broken up into two separate 

documents.  This was initiated two seasons ago. These are the ‘Festivals Organization Handbook’ printed 

in 8 ½ x 11 format with a yellow cover, and the ‘Festivals Performance Handbook, printed in 8 ½ x 11 

format with a red cover. All participating schools should have new copies of these handbooks mailed out 

to them. If you want a digital copy the SDA can send you a .pdf version.  

 

The Festivals Organization Handbook contains all of the information required for participants and 

festival host coordinators, and includes the role of the Regional Stage coordinator. The Festivals 

Organization Handbook now contains a glossary as well as information regarding Technical Rehearsal, 

and Stage Manager’s Binder. Section 2 of the Festivals Organization Handbook has been reorganized and 

now includes: 1. Regional Festivals allocation of space and time (General Policies # 6, page 15 and 

Regional Host Facility, #3, page 26). 2. Stage Manager designation (General Policies #4, page 15). 3. Sub 

Costs, etc. (General Policies #8, page 15). 4. Attendance at Production Workshops (Non-Compliance - 

#3e, page 17). 5. Student eligibility and recruitment (Non-Compliance - #3f, page 17, and Regulations, 

#3–7, page 17-18).   As well, this year a statement regarding services of non-faculty personnel has been 

included (General Policies, #2, page 15). 

 

The Festivals Performance Handbook contains information on Provincial and Regional adjudicators 

including awards descriptions and parameters. You will also find information regarding marking 

templates, production workshops, and festival production workshop feedback forms – see Section 5. 

Finally, the Middle Years Handbook has been updated so that it mirrors, where appropriate, the 

Festivals Organization Handbook and Festivals Performance Handbook. Many of these sections of the 

Handbooks represent new or clarified policies for SDA, so please make certain that you are familiar with 

them. I would strongly encourage all of you to read through the handbooks when you receive them. 

Should you have any questions about the policies contained in the handbooks please do not hesitate to 

contact the SDA for clarification. 

 

WHAT TO EXPECT WHEN YOU ARRIVE AT REGIONAL FESTIVAL 

1. Pick up package from your host or SDA personnel – it contains programs for each 

student, a wristband for each student, name tags for directors and chaperones, list of 

names of your students, workshop schedule if applicable. Students must wear these 

wristbands throughout the duration of festival, they also allow them to get into the plays 

without paying the fee. Students should not lose these wristbands if at all possible.  

 

2. When you are performing, you will be assigned a dressing room and a place to put your 

set. You should have received a ‘load in’ and ‘load out’ time from the Stage Coordinator. 

This will vary from school to school; some will have prop storage available backstage 

while in others you may need to make do with a classroom, science lab, or even a section 

of the gymnasium.  
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3. Make sure you give the wristbands to your students; replacements are available from 

your host if lost or broken. There might be a $5.00 charge depending on the 

circumstances.  

 

4. If you have any last-minute script changes, make sure the adjudicators have the changes.  

 

5. Give any forms required by your Host (Regional) or SDA Staff (Middle Years) to them. 

As well, any changes to the printed program page, i.e. student names, special effects, etc.  

 

6. Technical Rehearsal – arrive on time! Organize students in one place.  You should: 

spike stage with sets; cue to cue – no time for a full run – practice should focus on areas 

where your performance may differ than what you are able to do on your home stage. 

Think about the differences in lighting instruments, sound equipment, physical size and 

layout of stage, et cetera.  Adult directors are involved in technical rehearsal but not 

during the timed set and strike at Regional, in Middle Years they are. It is a good idea to 

practice scene changes, etc. – See Festivals Organization Handbook – Section 6 or 

Middle Years Handbook, Section 3, page 23.  

 

7. Performance – no running, organization is the key, no talking backstage, students should 

not be on their phones backstage or distracted in any way. It is the job of your stage 

manager to keep your actors and crew in line and focused backstage.] 

 

8. You MUST attend your Production workshop (regionals) or you become ineligible for 

major awards. 

 

9. Have Fun! Participate in any social event planned by your Host, there are often dances, 

movie nights, or some type of entertainment planned by the host.  

 

FREQUENTLY ASKED FESTIVAL QUESTIONS 
 
1. How do I enter Regional Festival? 
  1. On the left side of the screen on the Home page click on the word ‘Festivals’. 

  2. On the left side of the screen click on the word ‘Regional’. 
  3. On the left side of the screen click ‘Intent To Enter’. 

  4. OR skip #1, #2 and #3 and click on ‘Forms’ and then on ‘Regional Intent To 
      Enter Festival’. 
  5. Fill out form and press Submit. 

  6. An invoice will be sent via E-mail to the address indicated on the ‘Intent to  
      Enter’ form. 

 
* NOTE: You are required to complete the Registration (playbill) form 

when you have chosen your play. As well, you must submit a completed 
SDA Student Participant form for each student attending your Regional 
Drama Festival. These Registration forms must be received in SDA's 

Provincial office 4 weeks prior to performing at your Regional Drama 
Festival. 
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2. How do I enter Middle Years Drama Festival? 

  1. On the left side of the screen on the Home page click on the word ‘Festivals’. 
  2. On the left side of the screen click on the word ‘Middle Years’. 

  3. On the left side of the screen click on ‘Intent To Enter’. 
  4. OR skip #1, #2, and #3 and click on ‘Forms’ and then on ‘Middle Years Intent  
      To Enter’. 

  5. Fill out form and press Submit. 
  6. An invoice will be sent via E-mail to the address indicated on the ‘Intent to  

      Enter’ form.* NOTE: You are required to complete the Registration 
(playbill) form when you have chosen your play. As well, you must submit 
a completed SDA Student Participant form for each student attending the 

Middle Years Drama Festival. The Registration Form must be received in 
SDA's Provincial office 4 weeks prior to performing at Middle Years Drama 

Festival. 
 
3. How do I register for Provincial Festival? 

A. Performing and observing group*: 
    1. Go to the website: http://www.saskdrama.com. 

    2. On the left side of the screen click on ‘Festivals’.  
    3. On the left side of the screen click on ‘Provincial’. 

    4. On the left side of the screen click on either ‘Performers Reg’ or ‘Observers  
        Reg’. 
    5. Fill in the form and press Submit. 

    6. An invoice will be sent via E-mail to the address indicated on the ‘Intent to  
        Enter’ form. 

B. If you would like to attend one or two performances, you are not required to 
    register at all. However, if you are a group of students attending one or two  
    performances, complete the Provincial Festival Registration form indicating which 

    performances you are attending.  
    As well, check with the Provincial Office regarding student drama workshops  

    available at Provincial Festival. 
    Rush seating is available at the door prior to each play session. 
 

* All performing and observing groups must complete a SDA Student 
Participant form for each student attending Provincial Festival. If you have 

already completed a form for your Regional Festival, you are not required 
to complete a new form. These forms are available on the website.  
 

4. How do I find the ‘Intent to Enter’ form? 
  1. On the left side of the screen on the Home page click on the word ‘Festivals’. 
  2. On the left side of the screen click on the word ‘Regional’ or ‘Middle Years’. 

  3. On the left side of the screen click on the word ‘Intent to Enter’. 
  4. OR skip #1, #2, and #3 and click on ‘Forms’ and then the appropriate form. 

  5. Fill out form and press Submit. 
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5. When I have submitted an ‘Intent to Enter’ form, what will I receive and 
when do my fees have to be paid? 

When the ‘Intent to Enter Festival’ form is received in the Office, one of the 

following will occur: 
 

A. Regional Festival -  
    1.  SDA will invoice you for the following fees: Your adult* membership   

         fee ($50.00 plus GST) and the Intent to Enter fee and Upfront  
         Registration Fee. 
    2.  An information package will be sent to your school/group that 

         includes copies of SDA’s Festivals Organization Handbook and   
         Festivals Performance Handbook. 

 
B. Middle Years Festival –  
    1.  SDA will invoice you for the following fees: Your *adult membership  

         fee ($50.00 plus GST) plus the Middle Years Registration fee. 
    2.  An information pack will be sent to your school/group that includes a  

         copy of the Middle Years Handbook. 
 
*You must submit an adult membership for each adult who will be 

directing or is a teacher supervisor for a student director.   
 

Note:  All Fees and memberships are due when they are billed. 

However, deadlines for receiving payment in SDA's Provincial Office are as follows: 
 
• All Intent to Enter Fees for Regional Festival are due by December 1st each year.  

• All Fees for Middle Years Festival are due by March 31st each year. 
• All Adult membership Fees are due October 31st each year. 

• All other fees and last minute memberships are due two weeks prior to 
performance in your Regional or Middle Years Festival. 

6. What happens if I do not get my fees in for Regional festival? 

See Non-Compliance Rules in the Festivals Organization Handbook Page 16. 
It states:  
• Your entry will fail to qualify for adjudication and major awards if your production 

has failed to pay registration fees prior to Regional Festival. 
• If you do not pay your membership fees or intent to enter fees you will not have a 

spot reserved for you in your chosen region. Many regions have waiting lists of 
potential participants. 
See Question 7 below for more details on Non-Compliance Rules.  

 
7. What are the Non-Compliance Rules? 

The Festivals Organization Handbook Page 16, Non- Compliance Rules states: 

 

Non-Compliance will result in your failure to qualify for either performance 

or major awards.  
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1.  Your entry will fail to qualify for adjudication and major awards if your 

     production has failed to pay registration fees prior to Regional and Provincial  

     Festival. 

2.  Your entry will fail to qualify for adjudication and major awards if your 

     production has failed to submit all your Student Participant Forms prior to 

     Regional Festival.  Note: You must contact the Festivals Committee if you  

     require special consideration regarding these forms. 

 3. You entry will fail to qualify for major awards if: 

  a.  proof of royalty and performance rights (or correspondence requesting  

              performance rights) are not forwarded to the Provincial Office prior to 

              Regional and Provincial Festival. 

b.  changes and/or cuts are made to the script and performed without written   

     authorization from the licensing agent or playwright. 

  c.  your performance uses a strobe light, loud noises (gunshots, explosions,  

              etc.) smoke machine, dry ice without previously informing the audience  

              by posting and/or inclusion in the printed program.  An announcement  

              must be made immediately prior to the performance if it is not included in  

              the printed program. 

  d.  your group uses an open flame or any sharp implement such as knives,  

              swords, broken glass, etc. in the theatre/school, before, during, or after  

              your performance, on stage or off stage (backstage), regardless of local  

              school/house rules or prior permission received from any source.   

     Note:  SDA’s ‘Open Flame’ includes but is not limited to: 

        the use of lighters, incense burners, oil lamps, lanterns, cigarettes  

                         (including electronic cigarettes and vaporizers, pipes, candles,  

        starter pistols, cap guns, and any kind of fuel. 

      Check with the Provincial Office if you are unsure if you are in compliance  

             with this rule. The performance will be stopped to ensure the safety of     

             students, audience, and SDA personnel. 

  e. your production does not attend your Production Workshop unless    

             permission has been granted by the Festivals Committee. 

         f.  your production has recruited students that contravenes SDA’s Regulations  

             in that regard. 

Note: These policies vary slightly for Middle Years Participants. See Section 2 of the 

Middle Years Drama Festival Handbook.  

8. What if I miss the deadline for Intent to Enter festival? 
Fill out all necessary forms (intent to enter and Adult membership) and submit to 

the Saskatchewan Drama Association. We will do our best to find a regional festival 
for you to attend although it might not be your preferred region. Certain regions fill 

up quickly. Those wishing to participate in the Middle Years Festival will be 
accommodated if space allows. Always check with your Host Coordinator if you 
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would like to enter more than one play in a Regional Festival.  
 

Deadline for submission of Regional Intent to Enter Form is October 15th and 
Middle Years Intent to Enter is January 31st each year. 

 
9. What are the deadlines for having my script submitted to the office? 

Scripts meeting all the requirements noted in the Festivals Organization Handbook, 

Page 21, must be received in SDA's Provincial Office four weeks prior to Regional or 
Middle Years Festival, with the exception of original works and collectives (See 

Section 2H #1 - Regional Festivals Organization Handbook and Section 2 - Middle 
Years' Festival Handbook). 
 

10. Is there a plan I can follow if I am hosting a Regional Festival? 

On Page 29, Section F in the Festivals Organization Handbook you will find a 

Regional Festival Timeline.  Also, on Page 28 you will find the Regional Host 

Coordinator – Terms of Reference.  You will also receive a Host Action Plan with 

your Regional Host Binder. All this information is reviewed during the Host 

Workshop provided to you by the Provincial Board of Directors each Fall. 

11. If I need help finding a play where do I go for help? 

  1. Go to the Saskatchewan Drama Association website main page. 

  2. On the left side of the screen click on the word ‘Library’. 

  3. If you are an Adult Member or your school has an Associate Membership  

      you can access the Mary Ellen Burgess Library. You are able to borrow any  

      scripts we have. 

  4. We also have publisher links which can be found under links on the main page 

      located on the left side of the screen. Here you are able to directly link up to  

      any the publishing companies and find appropriate plays.  

  5. Phone the Provincial Office and we will attempt to provide you with a  

      selection of plays to consider. 

12. Is there a place I can find funding to attend festival? 

  1. On the Home page click on the word "links" which is located on the left side  

      of the screen. 

  2. On the left side of the screen click on the word ‘misc. links’. 

  3. Here you will find places you can apply for funding.   

  4. Check with your local Community/Arts Group and/or School Division  

      Cultural/Arts Committee. 

13. How many plays can I enter? 

Once you have paid your Intent to Enter fees you are guaranteed one spot in a 
Regional Festival. Your Regional Host will determine whether you can enter more 
than one play. Additional fees will apply to each play that is entered. 

 
To find out who will be hosting the region of your choice, go to the Saskatchewan 

Drama Association web page: 
  1. On the left side of the screen on the Home page click on the word ‘Festivals’. 
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  2. On the left side of the screen click on the word ‘Regional’. 
  3. On the left side of the screen click on the word ‘Dates & Locations’. 

 
If you wish to enter more than one play in the Middle Years Drama Festival, check 

with the Provincial Office for availability. 
 
14. What kind of plays can I enter? 

The plays must fit the time frame allotted. For instance you can choose to do a full 
length but only present one act in order to fit into the time allotted. 

 
See the Festivals Organization Handbook, Page 16, Section 2 B – Guidelines OR the 
Middle Years Festival Handbook, Section 2 for the types of dramatic work that may 

be presented at festival. These include: one-act plays, adaptations of a longer play, 
musicals, collectives, devised theatre, student or adult written play (original works 

not published), radio plays, monologues forming a complete work. 
 
15. What is the deadline for submitting my registration (playbill) 

information? 

Regional and Middle Years Festival Play Registration (Playbill), one for each play, 

must be submitted at least four weeks Prior to Regional or Middle Years Festival. 

16. What are Royalties for the play?  

Royalties are the performance rights purchased from the publishing house and/or 

playwright.  All performance rights must be obtained by the participating group. 
Scripts must be performed as authorized in the license, a copy of which must be 

forwarded to the Provincial Office. You either contact the publisher or the author to 
pay the royalties in order to obtain permission to perform. This includes 
unpublished works as well. You must inform the provincial office if your play is 

royalty free.   
See page 19 of the Festivals Organization Handbook for more detailed information 

on how to obtain performance rights. 
 

17. What are the rules regarding making changes to a script? 
Before you make changes to a script you must obtain approval from the 
author/licensing agent unless your script already indicates that changes can be 

made. However, all changes, minimal or extensive must be sent to the Provincial 
Office to ensure that the adjudicators/clinicians are aware of the changes. See Page 

20 of the Festivals Organization Handbook or Section 2 of the Middle Years 
Handbook. 
 

18. What are the On-Site Policies for Festival? 
All participants in SDA sponsored programs should be aware of, and willing to 

comply with the following (See Page 22 in the Festivals Organization Handbook and 
Section 2 in the Middle Years Festival Handbook): 
 

1.  Students be adequately supervised at all times. 
2.  Under no circumstances will SDA tolerate anything but courtesy and 

     professionalism from all participants at all times - backstage, on stage, in the      
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     audience, or during production workshops. 
3.  Students are responsible to their teacher/adult director/teacher supervisor/   

     chaperone for their actions and behaviour. 
4.  Adult leadership is valuable.  Exhibiting respect for and cooperation with all  

     Festival participants, adjudicators, directors, and support staff, as well as the  
     property of others, will encourage similar student responses. 
5.  Common sense prevails at all times. 

6.  The ‘cause’ of the arts comes before the ‘whim’ of the individual. 
7.  Generally accepted theatre etiquette should be promoted and encouraged. 

8.  The possession and/or consumption of alcohol, banned substances, and    
     smoking is strictly prohibited on the Festival site. 9.  Abusive language and/or   
     physical violence will not be tolerated on the Festival site. 

10. Participants must comply with the rules of the facility. 
11. Damage to or destruction of property will not be tolerated on the Festival site. 

12. Spike tape will remain in place until the completion of your play.  Removal 
      of the spike tape will not be included as part of the strike time.  The Stage 
      Coordinator is responsible for the removal of the spike tape at the end of each   

      session. 
13. Adhere to SDA’s Participant Code of Conduct. 
  

19. What kind of equipment is available to me at Regional Festival? 

Always check with the Host Coordinator to see if they have the equipment you 
require. SDA only guarantees a general wash for lighting. The Host Coordinator is 

not responsible for buying extra equipment for regional or provincial festivals. You 
may rent or bring your own equipment for your play if you choose. However, any 
cost incurred is your responsibility and must not come out of your Regional Festival 

budget. It is generally accepted practice that any equipment brought to Regional 
Festival also must be made available to all other performing groups in your region. 

You will be invited to tour the facilities provided at your Region. You are encouraged 
to attend a Participant workshop provided by the Provincial Office each Fall. 
Information regarding the stage, lighting, sound, accommodations, meal plans, etc. 

are made available to you by clicking on ‘Festivals’ -  ‘Regional Festival’ – 
‘Participant Info’ on SDA’s website. 

 
20. Can I have a workshop to help me? 

Yes!  
Complete all the necessary forms for ‘New Initiative Grant’ available on SDA’s 
website.  Check with the Provincial Office (306-525-0151) for availability. 

 
21. Is there a minimum and/or maximum playing time for the play I enter  

       in Festival? 
Regional - The minimum playing time is 20 minutes. The maximum playing time is 
60 minutes --- this includes the curtain call. The 60 minutes does not include Set 

and Strike. 
Middle Years - The maximum playing time is 30 minutes. There is no minimum 

playing time for Middle Years. 
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For other General Regulations and Guidelines see Section 2 in the Festivals 
Organization Handbook or Middle Years Handbook. 

 
22. Can I take pictures or video of the performances? 

Under no circumstances may you at any time during the performance take pictures 
or video for the following reasons: 
  1. Unauthorized recording of any kind of copyrighted work is strictly  

      prohibited by law.  
  2. Taking pictures/videos is distracting to the performers and adjudicators/ 

      clinicians as well as to the audience. 
 

23. Is there a refund policy if I decide not to go to Regional festival? 
If you withdraw more than 30 days prior to your Regional Festival, you will receive 

the upfront registration fee and student and student director memberships (if paid). 
However, you will not be refunded the Intent to Enter fee or adult membership 

fees.  
If you withdraw after the 30 days, you are responsible to the region to pay the 
entire registration fee. As well, you are responsible to pay your adult 

membership(s). You will not receive a refund of any fees. 
 

NOTE: You must complete the Withdrawal Form obtained from the Provincial Office 
to be officially withdrawn from Festival and receive any refund. 
 

24. Do I have to be a member to participate in Festival? 
Yes, you need to purchase an Adult membership.  

Membership forms are available on the website by clicking on ‘Forms’ – 
‘Membership’. 
 

25. Do my students need to be members in order to participate  
      in Regional Festival? 
Yes, your students must buy a student membership, which is $8.00 per 
person. If your student is in more than one play they only pay one 

membership. Student directors must have a teacher/adult supervisor 

registered for their play.  
 
26. What is offered to me at Regional Festival? 
You have the opportunity to perform your play before an audience and 
adjudicators. There is a Front of House Adjudicator and a Backstage Adjudicator, 

which will determine the awards. The adjudicators will also conduct a production 
workshop for each play, which is usually open to all registered participants to 

observe. Some regions provide other drama workshops for participants. As well, 
many regions provide a social evening for participants and a closing awards 
banquet. If your play is the recipient of the Best Overall Production, you will 

continue on to compete in Provincial Festival representing your Region. 
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27. Are there content guidelines for plays? 
The Festivals Organization Handbook states on Page 14, Section 2D: Language and 

content guidelines for participating groups are set annually by each region in order 
to reflect acceptable community standards. Directors must chose plays in respect of 

those Regional Motions and which do not compromise the status of the 
Saskatchewan Drama Association. 
 

28. What are the rules for performing in more than one play? 

The Festivals Organization Handbook states in Section 2, Page 18,#14: Groups 

presenting more than one play at Regional Festival must ensure the leads in each 
play are different students. 

 
 

29. What are the rules for performing in more than one region? 
The Festivals Organization Handbook states in Section 2, Page 18, #16: Groups 

may present in more than one Region, but can only be considered for major awards 

in one (1) Region.  Adult Directors/Teacher Supervisors must choose and inform 

the Provincial Office which festival they will compete in for major awards prior to 

performing at festival.  (Major awards are listed in the Festivals Performance 

Handbook.) 

 

30.  Does my production require a Stage Manager? 
Yes.   

The Festivals Organization Handbook states in Section 2, Page 15, #3:  Each 
Regional Production should designate one student as the Stage Manager for their 
play.  In some productions, the designated Stage Manager may have other duties. 

 
31. What do I have access to when I become an Adult Member? 

$50.00 (plus GST) per annum Adult Membership provides: 
1. Access to all SDA programs. Note: You must have an adult membership in order  
    to participate in SDA Festivals. 

2. Unlimited borrowing from the Mary Ellen Burgess Library (plays and resources). 
3. Annual publications. 

4. Voting privileges at SDA's Annual General Meeting. 
 
32.  What do I have access to when my school/organization is an Associate 

       Member? 
An Associate membership is for Schools or Groups (Not School Divisions). 

$100.00 per annum Associate Membership provides 
1.  Up to 5 teachers at a school or in a group can be designated as Associate 
     Members. 

2.  Access to Mary Ellen Burgess Library. 
3.  Access to SDA Workshop Grants. 

4.  Associate members do not have voting privileges. 

  
33. As a participant in Regional Festival, is there a timeline I can follow? 

Yes. 
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In the Festivals Organization Handbook, Page 7 you will find a monthly timeline. As 
well, you will be forwarded a ‘Festivals Action Plan’ to follow. 

 
34. Where can I get a Festivals Organization Handbook, Festival 

Performance Handbook and/or a SDA Middle Years' Festival Handbook? 
To obtain a copy of either Handbook please contact the provincial office in Regina  
by email, phone or fax. Email: sda@sasktel.net, Phone: (306) 525-0151,  

Fax: (306) 525-6277. If you are entering a Festival, the appropriate Handbook(s) 
will be sent to you free of charge. Otherwise, you will be billed $15.00 per 

Handbook. 
 
35.  Where can I find information regarding Regional and Provincial   

       Awards descriptions and criteria for adjudication? 
The Festivals Performance Handbook provides descriptions of Provincial awards and 

certificates presented at Provincial Festival in Section 2.  The criteria for all awards 
and certificates (parameters) presented at Regional and Provincial Festival is 
available in Section 3. 

 
 

36.  Is there a marking system used by the Front of House and Backstage 
       Adjudicators? 

Yes. 
The Festivals Performance Handbook has example of Adjudicator Marking Forms 
used by SDA Front of House and Backstage Adjudicators.  See Section 4. 

 
 

37.  Where would I find information regarding the duties of the Front of  
        House and Backstage Adjudicators? 
The Regional Front of House and Backstage Adjudicators duties can be found in the 

Festivals Performance Handbook, Section 1.  Provincial Festival Personnel (including 
the Stage Coordinator) duties can be found in the Festivals Performance Handbook 

in Section 2. 
 
38.  Where can I find information regarding Production Workshops? 

All Regional and Provincial Festivals follow the format below: 

  1.  All workshops will be one hour in length unless otherwise arranged by the  

              Region. 

 2.  The workshops are open to all participants, but not to the public.  Some 

     regions have had to limit the number of people attending due to the lack  
     of space. 

 3.  Each workshop shall be divided up into 4 components: 

  a.  Introduction and Overview – (approximately 5 minutes in length); 
  b.  The ‘Body’ of the workshop: Working with the cast (approximately  

                       30 minutes in length); 
  c.  Backstage Adjudicator comments (approximately 10 minutes in  
                       length); 

  d.  Summary of workshop (approximately 5 minutes); 
  e.  Private meeting with the directors (approximately 10 minutes). 
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Note:  An appropriate time for the Back Stage Adjudicator to speak with the 

students during the Production Workshop is determined by the Front of House 
Adjudicator and Backstage Adjudicator prior to the beginning of the workshops. 

 
More detailed information is in Section 5 of the Festivals Performance Handbook. 
 

39.  Where can I find examples of Rubrics used at Regional and Provincial  
       Festivals?  

 
Examples of Rubrics that are used for festival can be found in Section 6 of the 
Festivals Performance Handbook. 

 
1.  The purpose of the rubric is to provide directors with information they can 

use for growth.  
2.  Rubric descriptors are not equated to scores, but categories correspond to 

the elements adjudicators consider in competition. Keep in mind that the 

various elements are weighted differently.   
3.  Adjudication Rubrics are contained in the Festivals Performance Handbook, 

Section6.  Copies are also available when groups arrive at their Regional 
Festival. 

 
40.   What is a HIP Grant?  Are there other grants available from SDA? 
The HIP Grant (Host Incentive Program) is intended to help a community that is 

hosting a Regional Festival to gain access and/or upgrade current facilities and 
equipment.  Thus it is providing capital funds that will be used towards the 

purchase of fixed assets such as lighting equipment, sound equipment, computer 
software, curtains, drama blocks, headphones, and so on.  Note:  Other 
partnerships and/or funds may be needed to complete a project. 

 
Other grants are available through SDA.  Go to SDA’s website www.saskdrama.com 

and click on grants. 
 
41.   Do you have a membership category for Post-Secondary and Graduate  

        Students? 
Yes.   

 
$20.00 Post-Secondary/Graduate Membership per annum provides: 
 

1.  Access to SDA Programs. 
2.  Access to the Mary Ellen Burgess Library. 

3.  Post-Secondary/Graduate members do not have voting Privileges. 
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FESTIVAL DUE DATES 

Region 

Regional 
Festival 
Dates 

 
 
 

Original 
Work Draft 

– 
5 weeks 
prior to 
Festival 

Scripted 
Play Copy 

and 
Student 

Participant 
Forms  

-  4 weeks 
prior to 
Festival 

Play 
Registra

tion -  
4 weeks 
prior to 
Festival 

 
 

Royalty 
Quote and 
Principal’s 
Permission 

Form – 3 
weeks 
prior to 
Festival 

 
 
 

All 
Outstanding 

Fees – No 
later than 2 
weeks prior 
to Festival 

Original Work 
Final Copy with 

Abstract - 15 
working days 

prior to Festival 

1 April 4 - 6 February 28 March 7 March 7 March 14 March 21 March 14 

2 March 14 - 16 
February 7 

February 14 
February 
14 

February 21 February 28 
February 21 

3 April 5 - 6 March 1 March 8 March 8 March 14 March 21  March 15 

4 April 4 - 6  February 28 March 7 March 7 March 15 March 22 March 14 

5 April 12 - 13 
March 8 

March 15 
March 
15 

March 22 March 29 
March 22 

6 TBA TBA TBA TBA TBA TBA TBA 

7 April 12 - 13 
March 8 

March 15 
March 
15 

March 22 March 29 
March 22 

8 April 4 - 6 February 28 March 7 March 7 March 14 March 21 March 14 

9 March 14 - 16 
February 7 

February 14 
February 
14 

February 21 February 28 
February 21 

10 April 11 - 13 
March 7 

March 14 
March 
14 

March 21 March 28 
March 21 

11 April 11 - 13 
March 7 

March 14 
March 
14 

March 21 March 28 
March 21 

12 April 12 - 13 
March 8 

March 22* 
March 
15 

March 22 March 28 
March 22 
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A Checklist of Tasks for Stage Managers 

_____ Script.  Your first responsibility upon receiving a stage-managing assignment is to obtain 

a copy of the script.  This is usually provided by your Director or Teacher Supervisor. 

 

_____ Stage Manager’s Box – a fishing tackle box makes a great Stage Manager’s box.  There 

are lots of little spaces for pins, sewing supplies, first aid supplies, and room for basic tools.  

Always have a roll of duct tape in your box.  Duct tape can fix anything in a pinch! 

 

_____ Calendar.  You will also want a copy of the production calendar.  You can obtain that 

from your Director, Technical Director, or Teacher Advisor. 

 

_____ Keys.  Make sure you have keys to any pertinent storage spaces, rehearsal spaces, etc. as 

needed. 

 

_____ Master Script/Prompt Book – This is your daily guide to the production.  All paperwork 

concerning the production should be kept here.  It usually holds all the blocking notes, cueing, 

etc. for your production.  Many versions of this book exist and you should use what seems most 

comfortable for you.  Separate pages for blocking that can be removed when technical rehearsals 

begin are suggested to reduce confusion.  Another option is to have a separate script to use for 

cues. 

 

_____ Familiarize yourself with SDA’s Festivals Organization Handbook (especially Section 2), 

and SDA’s Festivals Performance Handbook. 

 

_____ Familiarize yourself with all SDA Festival Forms required for Regional Festival.  Your 

Director or Teacher Supervisor will be able to assist you with these forms as necessary. 

 

Assist the director in getting ready for auditions: 

_____ Copy audition forms. 

_____ Read scripts. 

_____ Ask the director how they would like to run auditions.  

_____ Post any audition notices for the director. 

 

Create preliminary lists (tables or databases): 

_____ Preliminary prop list (from the text, not the list given in scripts). 

 _____ Preliminary light cue list. 

 _____ Preliminary costume, prop lists. 

 _____ Preliminary sound list. 

 _____ Preliminary rehearsal list. 

 _____ Distribute your lists to the appropriate people. 

 

Begin the Contact Sheet: 

 _____ Create a contact list using names, duties, characters, emails,  

                   and phone numbers.  You can fill in more information as the 

    production progresses. 
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Prepare the call board for information that will be posted throughout the production process 

including: 

 

 _____  Rehearsal calls. 

 _____  Costume fittings. 

 _____  Rehearsal Reports. 

 _____  Performance Reports. 

 _____  Any and all correspondence to the cast and crew. 

 

Before the first rehearsal: 

_____ Using the audition forms of the performers cast, type up a list of conflicts for yourself and 

the director. Give all audition forms to the director or teacher supervisor. 

_____ Check to see that the stage has been set up for the run through. 

_____ Publicity – Get bio sheets, headshots, paperwork, etc.  

_____ Make sure all the cast has a copy of the script. 

_____ Check on the scenic, lighting, and costume designers to see if they will be present at the 

run through. 

_____ Tape out the ground plan before the first blocking rehearsal. 

_____ Check your props list with the director/teacher supervisor to make sure you have what is 

necessary for rehearsals.  

_____ Schedule once-a-week meetings with the stage manager advisor. 

 

The Rehearsal Process: 

 

Preparation before Rehearsal – Opening Procedures: 

_____ Arrive ½ hour before rehearsal begins. 

_____ Unlock the theatre (note:  your director/teacher supervisor may  

need to do this step.) 

_____ Get out rehearsal properties. 

_____ Make sure all furniture is in place. 

_____ Check to see if all actors have arrived and call any late comers. 

_____ Time all rehearsals. 

 

During the Rehearsal: 

_____ Call lights, begin scene, etc. 

_____ Take copious blocking notes. 

_____ Take notes on any technical requests or needs from the director. 

_____ Fill out rehearsal report. 

_____ Be ready for the next scene so time is not wasted. 

_____ Prompt for lines.  Be sure to wait until the actors call ‘Line!’   

_____ Keep an eye on rehearsal running time and inform director as necessary to keep rehearsals 

on schedule. 

_____ Spike all set pieces. 
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After the rehearsal – Closing Procedures: 

_____ Make sure to show all notes on rehearsal report to director directly after rehearsal. 

_____ Lock all properties in appropriate storage area. 

_____ Turn off all theatre work lights and house lights. 

_____ Post rehearsal report on call board. 

_____ Be sure all costume shop, dressing rooms, etc. are locked. 

 

List Revisions: 

Lists will change.  It is very important that you keep organized and on top of the current needs of 

the production.  Whenever something new is added or cut during rehearsal, include this in your 

rehearsal report.  It is important to keep your lists current and reprint them for the set designers, 

costume designers, props designers, etc. When you print a new list, include a ‘date revised’ on it.  

Star new items and note on the bottom what was cut or added since the last list. Be very detailed 

in your prop list – note which items will be consumed (eaten, torn up, etc.), and any important 

characteristics. 

 

Production Meetings: 

The stage manager should run all production meetings and keep those in attendance on task and 

productive.  Start with the director and their questions and work through in the following order:  

Director, Scenic Director, Costume Director, Lighting Designer, Technical Director, and 

Publicity.  Note: one person may be in charge of several duties, but it is important to look at all 

aspects of the production at these meeting.  Take notes of the meeting and make sure everyone 

has a copy of the notes.  Be very precise in your note taking so that mistakes and/or 

misunderstandings do not occur. 

 

Run Crew Meeting: 

_____ Obtain a final crew list from the Director, Teacher Supervisor, or Technical Director. 

_____ Contact all crew members to remind them of the meeting.  This meeting is usually held 

two weeks before Tech Week. 

_____ Discuss with the Director, Teacher Supervisor, or Technical Director any special issues 

that the crew needs to be aware of. 

_____ Run the crew meeting.  Hand out information needed to clarify what the crew will need to 

know for your production. 

 

Final/Revised Technical List: 

_____ Compile final properties list and distribute as necessary. (You should have ‘prop deadline’ 

on your calendar.) 

_____ Create final sound effects list and distribute as necessary.  

_____ Note: always have more than one copy of any sound or sound effects CD, etc. you will be 

using in your production.  Store extras in the Stage Manager’s box. 

_____ Attend ‘prop preview’, ‘lighting preview’, and ‘sound preview’ with director, teacher 

supervisor or technical director.  Take notes but do not book your cues at this time. 

 

Before technical rehearsals begin: 

_____ Go over prop lists with designer. 
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_____ Set up your props table SL and SR. Cover your tables with paper.  Layout all props with 

name and character designation. Outline your props with marker so that at the start of every 

show you will know immediately if anything is missing.  The paper can be easily rolled or folded 

up and taken with you to Festival. 

_____ Be sure you understand how all scene changes work. 

_____ Ready your crew assignments sheets and know where every crew person will be and what 

they will be doing.  (If you have a large number of duties for your crew, color code your list for 

each person or group and post backstage.)  Some of this will need to be worked out with the 

Director, Teacher Supervisor, or Technical Director.  You can hold a ‘paper tech’ before tech 

rehearsal week. 

_____ Post a tech rehearsal week schedule on your call board and hand out copies to the 

performers. 

_____ Be sure you understand all emergency procedures, etc. that is in your home facility as well 

as the Host facility for your festival. 

_____ Create a sign-in sheet and post it on the green room door. 

_____ Figure out where and how many headsets, etc. will be needed. 

_____ Figure out where the quick-change area will be if needed. 

_____ Place cues in your Master Script/Prompt Book (booking cues). 

You should receive a Cue Synopsis from the lighting designer, sound designer, and any special 

effects designers involved in the production before your paper tech. 

 

Paper Tech: 

Paper tech happens prior to tech week.  All production staff and backstage crew heads should 

attend.  You ‘walk’ through the entire show synchronizing all cues and their placement.   

 

Dry Tech: 

A dry tech may be scheduled before tech week.  No performers are called.  All crew members 

and designers should attend.  Typically, the director, teacher supervisor, or technical director 

runs this rehearsal.  Running assignments are made and crews are trained for their specific 

assignments.  Scene changes can be run here; rehearsing complicated changes as needed.   

 

Tech Week Rehearsals: 

These rehearsals can be long and exhausting.  Make sure crew and performers don’t get 

overwhelmed.  Take breaks when needed. 

_____ Make sure everyone involved in the production gathers in the house before the rehearsal 

begins.  This is the time for any announcements and introductions.  Once this is completed, call 

‘5 minutes please’ and get underway. 

_____ Check to make sure the light board operator has control of the lights.  (You should have 

received technical information from your Host school with regards to available technical 

equipment for your production at your Regional Festival.) 

_____ Call your first cue.  Take the rehearsal one cue at a time.  Stop when necessary.  (Call 

‘Stop Please’ when necessary).  Let everyone know where you will be restarting from. 

_____ Note:  The stage manager is the only one that should halt the performance during tech 

rehearsals.   
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_____ Never leave the stage in black.  Someone could get hurt.  Always start again from a cue 

with light.  If you must go to black out inform those on stage and off – ‘stage going to black’ - 

before you turn out the lights. 

_____ When everyone is ready to go, on headsets call ‘begin please’. 

 

This process will continue for the entire rehearsal.  At the end of the rehearsal, the Director, 

Teacher Supervisor, or Technical Director may wish to meet briefly with the performers, etc.  

You don’t necessarily need to attend these meetings as your first responsibility is to the crew.  

Check with crew members regarding any problems, concerns, etc.  Relay these to your Director, 

Teacher Supervisor, or Technical Director. 

 

_____ Make sure you double and triple check the stage, the house, backstage, and the dressing 

rooms after every rehearsal.   

_____ Check on any repairs or touch ups needed. 

 

Remember to adapt these steps to fit your production.  Enjoy! 

 
 

 

 

 

Suggested Protocol for the use of Prop Guns in your Production 
 

1. Transport your prop guns with the orange tabs on them to the Festival site. 

 

2. Then have your stage manager presents the guns to the Backstage Adjudicator at 

your Technical Rehearsal for inspection and asks for his/her preference (tabs 

on/tabs off).  

 

3. The usual consistent answer has been that they can come off for performance.   

 

4. The Backstage adjudicators will usually commend your group for taking that step.  

 

5. This protocol is not a rule but is a courtesy to the Backstage Adjudicator.   

 

6. Very Important! You will need to put a warning in the program that prop guns will 

be used, regardless of whether sound effects for noise are used. 
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Festival Script Required Form 

(Please check appropriate box) 

 □ Regional Festival  □ Middle Years Festival 

 

To:  

 

School: 

 

Date:  
 

Thank you for informing us of your choice of play for Festival, however we do not have this play 

in our library. 

    [name of play], [playwright] 

Please send SDA through the mail or by email, a clean, unmarked, original script (not a 

photocopy) or forward us your electronic script or PDF from your Publisher (do not fax). 

 

You are also responsible for providing the Provincial Office, in consideration of Festival 

deadlines: 

   Proof of royalty payment and rights to perform 

   Any changes made to the script and permission to make the changes 

   A completed Play Registration form  

   A completed Principal’s Permission form 

 

Note: 

Small changes may be listed in a Microsoft word document and emailed or faxed to the Provincial office.  Extensive 
changes must be marked on a photocopied script so that it can be sent to the adjudicator with the original script. 
 
 

PLEASE SEND THIS TO SDA ASAP SO THAT WE CAN SEND IT TO 
THE ADJUDICATORS OR CLINICIAN IN A TIMELY MANNER. 

 
⋆  Saskatchewan Drama Association    ⋆  #101 – 2222 Albert Street, Regina, SK       ⋆ S4P 2V2 

⋆  Phone:  306.525.0151 ⋆ Fax:  306.525.6277       ⋆ Email:  sda@sasktel.net      ⋆ Website:  www.saskdrama.com  
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Dear Director(s): 

 

Please complete the following information which is required by SDA Festival Rules and email 

this form to the Provincial Office ASAP.  We also want to remind you to pay strict attention to 

the deadlines set for original works in the Festivals Handbook. 

 

BRIEF description of the play (two - three lines). Please PRINT.   

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

_____________________________________________________________________________ 

 

2. Play Title: ___________________________________________________________________ 

3. Playwright (s): _______________________________________________________________ 

4. Number of roles:  Males (   )  Females (   )    Male or Female (  )    Extras (   ) 

 Doubling Possible (  )  Expandable (  )  Other (  ) 

5. Genre (i.e., drama, comedy, musical) ___________________________________________  

6. Approximate Running Time: ____________ 

 

Thank you for your cooperation. We look forward to receiving this information so that we can 

forward it to the Adjudicators or Clinicians. 

Saskatchewan Drama Association 

#101 – 2222 Albert Street 

Regina, Saskatchewan 

S4P 2V2 

Phone: 306-525-0151 

Fax: 306-525-6277 

Email: sda@sasktel.net 

www.saskdrama
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Student Participation Form

 

Participant Code of Conduct 
All participants shall abide by the following 
guidelines: 
1. Represent your   school/community with 
dignity and personal integrity, be courteous 
and use common sense at all times. 
2. Show respect for: 
- participants from your own 
school/community 
- participants from other 
schools/communities 
- rules and regulations set out by the 
Saskatchewan Drama Association 
- rules and regulations set out by your host 
school and facility. 
3. Arrive at all performances on time. 
4. Turn off all electronic equipment. 
5. Do not take photographs, videos, cell 
phone images or use any other recording 
devices during any performance. 
6. Do not participate in illegal activity or in 
the consumption of alcohol or illegal 
substances, and avoid all unsafe and 
unacceptable circumstances. 
 
Failure to comply with SDA’s On-Site 
Program Policies and Participant Code of 
Conduct will result in one or all of the 
following actions for the participant: 
1. Removal from the theatre, social event 
and/or workshop or other SDA programs for 
one or more sessions. 
2. At a festival, immediate expulsion from 
the Festival site by authorized Festival 
personnel, regardless of whether or not this 
action results in the cancellation of a 
person’s home school performance. 
3. Removal and return of offenders to their 
home school/community at their own 
expense and/or suspension from all future 
SDA programs. 
 
PHOTOGRAPH RELEASE 
Completion of this form authorizes the use 
of any photos or videos taken by SDA 
during the program or event to be used for 
non-profit purposes such as promotion, 
including print and electronic media.  
Please contact the Saskatchewan Drama 
Association if you do not wish to have your 
photograph used in this manner. 

Program/Event (Check All that applies): 

□ SDA Regional and/or Provincial Drama Festival 

□ SDA Middle Years Drama Festival 

□ Other SDA Program or Event: ___________________________________ 

          (Name of Program or Event) 
_____________________________________________________________ 
Full Name of Your School or Group 

_____________________________________________________________ 
First Name                          Last Name                                                     M/F 

______________________________________________________________ 
Mailing Address              Community, Province                      Postal Code 

______________________________________________________________ 
Phone (Home)                     Phone (School)                         Fax 

______________________________________________________________ 
Birth Date (MM/DD/YYYY) 
 
WAIVER AND RELEASE 
The participant and/or his/her parent/guardian (if under 18) agrees that the 
Saskatchewan Drama Association, Employees, Partners and/or Host 
Organizations/Community will not be held responsible for any accident, illness, loss or 
damage that occurs while traveling to, participating at, and returning from SDA 
programs. 
VOLUNTEER CHAPERONES 
The participant and/or parent/guardian (if under 18) understand that this 
program/event may involve the use of volunteer chaperones.  It is the participant’s or 
parent/guardian’s (if under 18) responsibility to ensure they accept the chaperone 
selected by their community and consent to their roles and responsibilities with 
regards to travel and transportation, supervision, discipline, and overall safety of the 
participant. 
ACKNOWLEDGEMENT 
I hereby acknowledge that I have read and understand the information under the 
following headings contained in this document:  Participant Code of Conduct, 
Photograph Release, Waiver and Release and Volunteer Chaperones.  I agree to 
abide by all program/event rules and regulations as outlined by SDA and/or the Host 
Organization/Community.  I verify that all personal information provided is correct. 

 
______________________________________________________________ 
Participant’s Signature                                                       Date 
 
______________________________________________________________  
Parent or Guardian’s Signature                                          Date 

⋆  Saskatchewan Drama Association      ⋆  #101 – 2222 Albert Street, Regina, SK       ⋆ S4P 2V2 

⋆  Phone:  306.525.0151       ⋆ Fax:  306.525.6277       ⋆ Email:  sda@sasktel.net       ⋆ Website:  www.saskdrama.com 
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Regional Festival Script Verification Form 

To:          Date: 

Please complete the following: 

I/We understand SDA’s Library holds a copy of  

“  ” by  

which I/we will be directing at Regional Festival and that SDA will provide this script to 

the adjudicators, eliminating the need for me to forward a clean, original script. 

 

The script I have is by: 

*** ___________________________________________________________________ 

NAME OF PLAYWRIGHT(S) (***Please complete) 

*** ___________________________________________________________________ 

COPYRIGHT DATE (***Please complete) 

***____________________________________________________________________ 

PUBLISHER (***Please complete) 

 

If the script that SDA’s Library holds is the same as mine, I/we understand I am/we are 

still responsible for providing the Provincial Office, in consideration of our Regional 

Festival deadlines the following: 

 Proof of royalty payments and rights to perform 

 Any changes made to the script and permission to make changes 

 A completed Principal’s Permission form 

 A completed Play Registration form 

Note:  Small changes may be listed in a Microsoft word document and emailed or faxed 

to the Provincial office.  Extensive changes must be marked on a photocopied script 

and mailed to the Provincial office so that it can be sent to the adjudicators with the 

original script. 

SCHOOL:  

DIRECTOR(S):  

SIGNATURE(S): ________________________________________________________ 

⋆  Saskatchewan Drama Association    ⋆  #101 – 2222 Albert Street, Regina, SK       ⋆ S4P 2V2 

⋆  Phone:  306.525.0151 ⋆ Fax:  306.525.6277       ⋆ Email:  sda@sasktel.net      ⋆ Website:  www.saskdrama.com  
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Principal’s Permission Form 

SDA’s Festival Regulations, D. #11 (page 18 of the Festivals Organization Handbook) 

states: 

Language and content guidelines for participating groups are set annually by each 

Region in order to reflect acceptable community standards.  Directors must choose 

plays in respect of those Regional Guidelines and which do not compromise the status 

of the Saskatchewan Drama Association. 

To comply with the regulation, please fill out the following and email or fax it back to 

SDA immediately. 

Name of School: ________________________________________________________ 

 

Name of Play:  _________________________________________________________ 

 

Name of Playwright(s) and Publisher:  _______________________________________ 

 

Name of Director(s) or Student Director(s) and Supervising Adult(s): 

______________________________________________________________________ 

 

______________________________________________________________________ 

The above play reflects the acceptable community standards for our school and 

does not compromise the status of the Saskatchewan Drama Association. 

 

Principal’s Signature: ____________________________________________________ 

 

***If the play you are producing has mature content and you are not sure if it will 

be acceptable by the Host School, send a copy to the Host School’s Principal for 

approval.*** 

⋆  Saskatchewan Drama Association ⋆  #101 – 2222 Albert Street, Regina, SK    ⋆ S4P 2V2 

⋆  Phone:  306.525.0151 ⋆ Fax:  306.525.6277  ⋆ Email:  sda@sasktel.net ⋆ Website:  www.saskdrama.com  
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Unsung Hero/Cheer/Shining Star/Spirit of Festival Awards 

 

Please check the box for your region’s award.  The region’s award is given at the discretion of 

each Director to ONE student without whom the drama club would not be the same. 

 

 

□ Region 1 
   Unsung Hero 
 

 

□ Region 4 
 Spirit of Festival 

 

□ Region 7 
 Cheer Award 

 

□ Region 10 
 Unsung Hero 

 

□ Region 2 
  Cheer Award 
 

 

□ Region 5 
  Unsung Hero 

 

□ Region 8 
 Cheer Award 

 

□ Region 11 
 Spirit of Festival 

 

□ Region 3 
  Spirit of Festival 
 

 

□ Region 6 
  Shining Star 

 

□ Region 9 
 Spirit of Festival 

□ Region 12 
 Spirit of Festival 

 

NAME OF STUDENT:  ___________________________________________________ 

 

PLAY: ________________________________________________________________ 

 

SCHOOL: _____________________________________________________________ 

 

DIRECTOR(S) _________________________________________________________ 

     _________________________________________________________ 

 

Please print off this completed form and take it with you to Regional Festival.  Give it to your 

Festival Host. 

 

Please submit a copy of this form to the SDA Provincial Office for our records. 

 

Medallions will be handed out by the Master of Ceremonies/Host at the Award Ceremony 

following your Regional Festival. 
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NOT A MANDATORY FORM 

 
Festival Director’s Information Sheet 

Please print legibly.  This information may be used as the basis for awards. 

Name of Director(s) __________________________________________________________________ 

Name of Student Director(s) and their Supervising Teacher(s) [if applicable]: 

____________________________________________________________________________________ 

Title of Play: 

____________________________________________________________________________ 

To ensure the Adjudicators’ knowledge of any special contribution made to any aspect of your production, please 

fill in the form below with the student’s name and the special contribution (technical, directing, acting, and 

playwriting).  At your technical rehearsal, give two copies to the Backstage Adjudicator who will give a copy to the 

FOH Adjudicator.   Please email a copy of this form to the Provincial Office for our records. If you require more 

room, please use another form. Remember to inform your adjudicators of any changes to the printed program 

pages. 

NOTE: STUDENT MUST BE A REGISTERED PARTICIPANT  

Student’s Name and Special Contribution:  

____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________ 

Student’s Name and Special Contribution:  

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________ 

Student’s Name and Special Contribution:  

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________ 

Student’s Name and Special Contribution:  

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________ 
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Middle Years Festival Script Verification Form 

To:          Date: 

Please complete the following: 

I/We understand SDA’s Library holds a copy of  

“  ” by  

which I/we will be directing at Middle Years Festival and that SDA will provide this script 

to the clinicians, eliminating the need for me to forward a clean, original script. 

 

The script I have is by: 

***____________________________________________________________________ 

NAME OF PLAYWRIGHT(S) (***Please complete) 

***____________________________________________________________________ 

COPYRIGHT DATE (***Please complete) 

***____________________________________________________________________ 

PUBLISHER (***Please complete) 

 

If the script that SDA’s Library holds is the same as mine, I/we understand I am/we are 

still responsible for providing the Provincial Office, in consideration of Middle Years 

Festival deadlines the following: 

 Proof of royalty payments and rights to perform 

 Any changes made to the script and permission to make changes 

 A completed Principal’s Permission form 

 A completed Play Registration form 

Note:  Small changes may be listed in a Microsoft word document and emailed or faxed 

to the Provincial office.  Extensive changes must be marked on a photocopied script 

and mailed to the Provincial office so that it can be sent to the Clinicians with the 

original script. 

SCHOOL:      

DIRECTOR(S): 

SIGNATURE(S): ________________________________________________________ 
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Middle Years Principal’s Permission Form 

 
 
The Saskatchewan Drama Association’s Middle Years Regulations state:  All plays 
involved in Middle Years’ Festival must reflect acceptable community standards in 
regards to language and content and must not in any way compromise the status of the 
Saskatchewan Drama Association. See the SDA’s Middle Years Festival Handbook, 
Regulations B #11. 
  
To ensure this we ask that you please fill out the following and e-mail or fax it back to 
SDA immediately. 
  
  
  
Name of School: _____________________________________________________ 
  
  
Name of Play: _______________________________________________________ 
  
  
Name of Director: ____________________________________________________ 
  

The above play reflects the acceptable community standards for our 
school and does not compromise the status of the Saskatchewan 
Drama Association. 
  
  
Principal’s Signature: __________________________________________________ 
  

If you feel that the play you are producing may have mature content 
and you are not sure, send a copy to the Provincial Office for 
approval. 
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NOT A MANDATORY FORM 

 
Middle Years Festival Director’s Information Sheet 

Name of Director(s) ___________________________________________________________________ 

Name of Student Director(s) and their Supervising Teacher(s) [if applicable]: _______________________ 

____________________________________________________________________________________ 

Title of Play: _________________________________________________________________________ 

To ensure the Clinicians’ knowledge of any special contribution made to any aspect of your production, please fill 

in the form below with the student’s name and the special contribution (technical, directing, acting, and 

playwriting).  At your technical rehearsal, give two copies to the Backstage Clinician who will give a copy to the 

FOH Clinician.   Please email a copy of this form to the Provincial Office for our records. If you require more room, 

please use another form. Remember to inform your clinicians of any changes to the printed program pages. 

NOTE:  STUDENT MUST BE A REGISTERED PARTICIPANT  

Student’s Name and Special Contribution:  

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

Student’s Name and Special Contribution:  

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

Student’s Name and Special Contribution:  

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

Student’s Name and Special Contribution:  

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 
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Resources 
 

The SDA has the following resources available and recommends them to all directors regardless 

of experience level as they contain excellent information that will be helpful to those seeking to 

put on a production or to further develop their students’ talents. These are just some suggestions 

to get you started.  You can find a complete inventory of resources available by clicking on 

SDA’s online Library Database and clicking on ‘SDA References’ on the drop down ‘Go To’ 

menu or by contacting the SDA Provincial Office for assistance 306-525-0151. 

 
"Kids Take the Stage: Helping Young People Discover the Creative Outlet of Theatre" by Lenka  

Peterson and Dan O’Connor. Back Stage Books (Watson-Guptil Publications), 2nd Edition. Copyright 

2006. 

 

"The Theatre Machine 1: A Resource Manual for Teaching Acting" by Albert T. Viola and Mona  

Lynn Goone.  Pioneer Drama Service, Inc., Copyright 1987. (SDA has “The Theatre Machine 2 and 3” as 

well.) 

 

"3-Minute Motivators: More than 200 Simple Ways to Reach, Teach, and Achieve More Than  

You Ever Imagined" by Kathey Paterson.  Pembroke Publishers Limited (Revised and Expanded Edition), 

Copyright 2014 

 

“Middle Mania!” by Maurenn Brady Johnson. A Smith and Kraus Book, Copyright 2001. 

 

“My First Scene Book – My First Acting Series for Grade K-4: Volume 4” by Kristen Dabrowski. A 

Smith and Kraus Book, Copyright 2008. (SDA has several references in this series.) 

 

“The Jumbo Book of Drama” by Deborah Dunleavy. Kids Can Press, Copyright 2004. 

 

“Stagecraft 1” by William H. Lord.  Meriwether Publishing, Inc., Copyright 2000.  

 

“Backstage Forms” by Paul Carter.  Broadway Press, Copyright 1990. 

 

“Building Plays” by Wendy Michaels.  Pembroke Publishers, Copyright 1995. 

 

“Playdate: A Parent’s and Teacher’s Guide to Putting on a Play” by Cindy Marcus.  Meriwether 

Publishing Ltd., Copyright 2009. 

 

“The Drama Teacher’s Survival Guide: A Complete Handbook for Play Production” by Margaret F. 

Johnson.  Meriwether Publishing Ltd., Copyright 2007. 

 

“The Drama Teacher’s Survival Guide #2: Activities, Exercises and Techniques for the Theatre 

Classroom” by Margaret F. Johnson.  Meriwether Publishing 2011. 

 

“Play Director’s Survival Kit: A Complete Step-by-Step Guide to Producing Theatre in Any School or 

Community Setting” by James W. Rodgers and Wanda C. Rodgers.  Jossey-Bass Publisers., Copyright 

1995. 


