NEWTOWN MUSICAL THEATRE COMPANY

CONSTITUTION

May 2004
Amended November 2006
 1.  The Company shall be called “Newtown Musical Theatre Company” (“the Company”).

AIMS

2. The aims of the Company shall be as follows:-

(i) To provide means whereby members can participate in many aspects of live theatre, especially by the production of live works of an operatic, musical, dramatic or choral nature.

(ii) To stage performances, the profits of which can be distributed to a charitable cause or causes.

(iii) To raise and maintain funds which shall be applied to the above aims or to other purposes approved by the Commissioners of Inland Revenue.

ELIGIBILITY OF MEMBERSHIP

3. Membership  

(i) Membership of the Company shall be open to any person aged 11 years or over. Under-11 year olds may be invited to attend rehearsals and take part in shows on a show-by-show basis by the General Management Committee (GMC). Persons under the age of 11 years must come with a Parental Guardian.

(ii) Prospective new members shall complete an “Application For Membership” Form, which shall be considered for ratification by the GMC. The Committee reserves the right to deny a person membership for whatever reason.

(iii) The GMC shall appoint a Membership Secretary who need not be a member of the GMC.

 4.  Conditions of Membership

(i) Each member shall pay the annual subscription.   

(ii) New members shall, on acceptance into the Company, pay their subscription before taking an active part in any production.

(iii) No one may join a production as a performer after 31 December in the case of the Spring Show or after 31 July for the Autumn Show (except in exceptional circumstances at the discretion of the General Management Committee).

(iv) Each member shall abide by the Constitution of the Company.

(v) The GMC may, at any time, terminate membership at their absolute discretion.

 5.  Subscriptions
(i) The membership subscription rates shall be agreed annually by the Company at the Annual General Meeting (AGM).

(ii) The membership year shall run from 1 September to 31 August and Members’ annual subscriptions shall become payable to the Treasurer by 31 December each year.

(iii) Any person joining the Company in the period 1 April to 31 August each year shall pay half the annual subscription for that year.

 6.  Privileges

Members of the Company are entitled to the following privileges:-


(i) Full voting rights at General Meetings of the Company.

(ii) Eligibility for election as officers or members of the various committees of the Company.


PATRONS

7.  The Company can invite any member of the public who wishes to give general support to the Company and its productions to become a Patron. Patrons are asked to contribute an annual subscription. They have no Company voting rights but Patrons will be kept informed of Company productions and events, and will be entitled to such privileges and benefits as may be determined by the General Management Committee. The privileges and subscription level of Patrons will be subject to annual review by the GMC.

FINANCIAL YEAR

8.   The Company’s financial year shall commence on 1 September.

OFFICERS AND COMMITTEES

9. The Company shall be governed by a General Management Committee which shall be elected at the Annual General Meeting.

10.  General Management Committee 

(i) The General Management Committee shall consist of the following officers:-

Chairman, Vice-chairman, Secretary, Treasurer, Business Manager, Publicity Manager and three other members of the Company.                                                                                                                                                                                                                                 

(ii) The Quorum shall be five members of the Committee, including at least the Chairman or Vice-chairman

(iii) The GMC shall be responsible for:

(a) The general management of Company affairs.

(b) Financial management.

(c) The appointment of Musical Director (MD), Director, Accompanist and Production Manager as required.

11.  Director, Musical Director and Production Manager

Persons appointed to these positions by the General Management Committee may be invited to attend specific meetings of the GMC to discuss matters relevant to the production for which they have been appointed. When attending such meetings, they shall have no voting rights (unless already an elected member of the GMC).

12.  Accompanist

The General Management Committee shall be responsible for the appointment of all accompanists required by the Company on the recommendation of the Musical Director.

13.  Co-opted  Members


The General Management Committee shall have the power to co-opt other members who shall have no voting rights.

14.  Term of Office

(i) No person shall hold the position of Chairman for more than a period of 4 consecutive years.

(ii) No person shall hold any other named office (e.g. Secretary, Treasurer) for more than a period of 4 consecutive years. However, in the event that no one is found to fill a particular position, the Annual General Meeting may invite the existing Officer to stand on a year-by-year basis.

15.  Officers’ Responsibilities

These are set out in separate Guidance Notes which do not form part of the Constitution. These Guidance Notes can be changed or amended by an ordinary meeting of the General Management Committee. Any changes to the Guidance Notes will be reported at the following Annual General Meeting.

16. Committee Procedure

Any decisions needed to be made on the business of any committee will be reached by general consensus of those present at the meeting but, if the chairman of the committee feels it necessary to have a formal vote recorded, then the procedures set out in Clauses 46 to 52 (Procedure at Annual General and Extraordinary General Meetings) shall be followed.

17.  Production Committee

(i) A Production Committee will be formed, which shall be under the chairmanship of the Company’s appointed Production Manager, and shall consist of the Production Manager, Director, Business Manager, Publicity Manager, Musical Director and the Treasurer of the Company.

(ii) The committee shall have a Quorum when at least 50% of the above members attend the meeting and the Production Manager is present.

(iii) The Production Manager shall ensure that minutes of the Production Committee meetings are taken and are submitted to the next General Management Committee meeting.

(iv) The Production Committee has the power to invite other persons to attend its meetings to advise on technical and other production matters.

 18.   Other Committees

(i) The General Management Committee shall have the power to form other committees as it deems necessary.

(ii) The chairman of any committee so formed shall be chosen from existing members of the GMC.

(iii) For any committee so formed, the GMC shall determine:-

(a) The terms of reference;

(b) The membership, which may include persons who are not members of the Company.

(iv) The chairman of any committee so formed shall ensure that minutes are taken and submitted to the next GMC meeting.

(v) The committee shall have a Quorum when at least 50% of the above members attend the meting and the Chairman is present.

(vi) Any decisions taken by any committee so formed shall be referred to the GMC for ratification.

MANAGEMENT

19.
    

(i) The management of the Company, including all matters of finance, shall be under the                    exclusive control of the General Management Committee. In the event of the dissolution of the Company, any funds remaining to its credit shall be devoted to the aims as stated in Clause 2 above.

(iii) If, in the opinion of the GMC, any person is found unsatisfactory or unable to undertake   their office or position in a production, the GMC shall have the power to dismiss such person and appoint another person.     

(iv) The GMC shall have the power to fill vacant positions on the GMC until the next Annual General Meeting and may appoint members to vacant positions on any other committee. Any person so appointed shall have full voting rights on the committee.

(v) Members of all committees are expected to attend all meetings except in exceptional circumstances. In this event, either the Secretary or the appropriate chairman should be informed of the reason for absence or lateness.

(vi) Certain matters concerning the running of the Company are in the form of Guidance Notes and these are attached to but do not form part of the Constitution. The GMC shall have the authority to amend these Guidance Notes at ordinary meetings of the GMC.

(vii) If any officer of the GMC is unable to undertake his/her responsibilities as set out in the Guidance Notes for whatever reason, the GMC shall have the power to ask another member of the GMC to undertake those responsibilities as set out in the Guidance Notes.

CORPORATE RESPONSIBILITY

20.  

(i) The General Management Committee will only accept corporate responsibility for a course of action if that course of action has been discussed and approved at a GMC meeting.

(ii) In cases where an urgent decision is required and there is no time to call a meeting of the GMC, the Chairman or, in his/her absence, the Vice-chairman shall have the authority to make a decision after consulting at least two other officers of the Company. Any such decisions shall be reported to the next meeting of the GMC.

ACCOUNTANT

21. An independent qualified accountant shall be appointed annually at the Annual General Meeting to check the Company’s financial accounts to the supporting prime records thereon, without carrying out an audit.

WORKS FOR PERFORMANCE 

22. Selection of Works for Performance
(i) The General Management Committee shall, by the Formation of a Show Selection Committee, ensure that a rolling programme of works for performance is produced and maintained. The GMC may offer a specific brief to this committee and shall consider its recommendations before putting a choice to the Company.

(ii) The committee shall take into account views expressed by the members of the Company and other interested parties.

(iii) A choice shall be presented to the members of significant productions upon which they will vote using the single transferable vote.

23.  Staging of Works for Performance
Where a Director is appointed, (s)he will, in consultation with the Musical Director, have the final say on the Artistic elements of staging the works for performance. For any other works for performance, the Musical Director shall have the final say.

CASTING AND AUDITIONS
24.  Casting Committee

(i) The cast of all significant works for performance shall be chosen by a Casting Committee, which shall normally consist of the Director, Musical Director and a ”Company representative” nominated by the General Management Committee and who is not taking part in the auditions. Where there is a “conflict of interest”, as when a family member of the Director or MD is auditioning, a substitute auditioner shall be appointed for that audition, during which the Director/MD concerned shall leave the room. The Director/MD shall return for the auditions of all other people for the part in question and the substitute shall also remain for all auditions for that part.

(ii) The Quorum shall be all three relevant members of the committee, who all have equal voting rights.

(iii) During the casting process, where there is a conflict of interest, the Director/MD shall leave the room while their family member is being discussed, their casting role being taken over by their substitute. Thus the “active” Casting Committee shall always consist of three people: Director or substitute, MD or substitute, Company representative. If the family member is not cast for the part under consideration, then the Director/MD shall return and resume his/her casting role and the substitute shall stand down. If there are at least two other auditionees for the part in question, then the Director/MD shall discuss the casting as normal.

25. Auditions shall be open to fully paid-up members of the Company only, subject to the following conditions:-

(i) Members of the Company may state that they wish to audition for a specific part or parts. Unless they indicate to the contrary, it will be assumed that they are also auditioning for the production generally.

(ii) The Casting Committee will offer parts to those taking part in the auditions as it sees fit. It has the right to hold recall auditions if deemed necessary. When this occurs, the committee shall inform non-recalled auditionees also as a matter of courtesy.

26.  The format and content of the auditions will be determined by the Casting Committee.

27. If, in the opinion of the Casting Committee, there is no one from amongst those who have auditioned suitable for any particular role, the Company reserves the right to offer the role to someone within the Company who has not attended the auditions or, as a last resort, to seek someone outside the Company to take the role.

28. If, in the opinion of the General Management Committee, any member is found unsatisfactory or is unable to proceed with the part through any cause, the GMC, having consulted whomever they deem necessary, shall have the power to recast the part.

REHEARSALS

29.  

(i) Rehearsals shall take place at intervals as decided by the General Management Committee, and shall be under the supervision of the Director or, in his/her absence,  the Musical Director or other person approved by the GMC. 

(ii) The Director, if one is appointed and, if not, the MD, will draw up a rehearsal schedule for all works of performance.   

(iii) The GMC shall have the discretion to exclude a member from taking part in any of the works for performance if, in the opinion of the MD and, where appointed, the Director, (s)he is not sufficiently prepared for performances.

BOUQUETS AND PRESENTATIONS

30. Bouquets and presents, which are not part of the production, must not be handed over during or immediately after performances on stage except with the express approval of the General Management Committee.

ALTERATION OF THE CONSTITUTION

31. Any member wishing to propose an alteration to, an addition to or revision of the Constitution of the Company must send the full text thereof in writing to the Secretary.

32. Such proposals shall be brought before a meeting of the General Management Committee and, afterwards, submitted to the Annual General Meeting or Extraordinary General Meeting (EGM).

33. Such proposals shall require for their adoption a two-thirds majority of those present, excluding the Chairman, at the AGM or EGM.

34. Such proposals, if accepted, shall have immediate effect.

APPENDIX 1

ANNUAL GENERAL MEETING
35. Date
To be fixed by the General Management Committee, and the date of the Annual General Meeting shall be not more than fifteen months from the date of the last AGM.

36. Notice
The Secretary shall give fourteen days’ notice in writing of such a meeting to all members and the business to be transacted thereat. The fourteen days’ notice will be deemed to run from two days after the date of posting by first-class post.

37. Agenda
The Agenda shall include:-

the minutes of the previous AGM and any EGMs;

any proposed changes to the Constitution of the Company;

the Chairman’s report;

the Treasurer’s report (to include the presentation of the accounts);

the appointment of two tellers;

the election of officers and members of the GMC;

the appointment of an independent qualified accountant;

subscriptions;

any other business.

38. Quorum
One third membership plus the Chairman of the Company or the Vice-chairman if the Chairman is not available.

39. Chairman
The whole of the AGM shall be chaired by the outgoing Chairman of the Company or the Vice-chairman if the Chairman is not available.

EXTRAORDINARY GENERAL MEETING

40. Date
To be fixed by the General Management Committee on the written request of twelve or more members, and the meeting must be held within one calendar month of the date of receipt by the Secretary of the request by members.

41. Notice
The Secretary shall give seven days’ notice in writing of such a meeting to all members and the business to be transacted thereat. The seven days’ notice will be deemed to run from two days after the date of posting by first-class post.

42. Agenda
Only the specific business stated in the notice convening the meeting.

43. Quorum
One third membership plus the Chairman of the Company or the Vice-chairman if the Chairman is not available.

44.  Chairman

An EGM shall be chaired by the Chairman of the Company or the Vice-chairman if the Chairman is not available.
















MINUTES

45.  The Secretary of the Company shall ensure that adequate minutes are kept at AGMs, EGMs and GMC meetings.

The chairmen of other committees shall ensure that:-

(i) proper minutes are kept;

(ii) the minutes are appropriately signed;

(iii) the minutes are submitted to the Secretary of the Company for reporting to the next meeting of the GMC.

PROCEDURES AT ANNUAL GENERAL AND EXTRAORDINARY GENERAL MEETINGS

46. When the Chairman considers that adequate discussion has taken place on a certain topic (s)he shall call for a motion to be tabled and a proposer and seconder to such motion.

47. The Chairman shall allow for further discussion as necessary. Prior to a vote being taken, the proposer of any motion will be allowed to sum up, and (s)he must be the last speaker about such a motion.

48. The Chairman shall then call for amendments to the motion. Such amendments must have a proposer and a seconder.

49. If an amendment is acceptable to the proposer and seconder of the original motion, then such amendment shall become the substantive motion, and the proposer and seconder of the original motion shall become the proposer and seconder of the newly-amended motion.

50. If an amendment is unacceptable to either the proposer or seconder of the original motion, the Chairman shall put the matter to a vote. The amendment shall be put first, followed by the original tabled motion.

51. If an amendment is acceptable to the proposer of an original motion but not the seconder, then such seconder shall then become the proposer of the original maotion and a new seconder shall be called for. The procedure as laid down in Clause 49 will then take place.

52. Simple majorities are necessary for all motions except those concerning changes to the Constitution of the Company, when Clause 33 shall apply.

53. Procedural Motions
Procedural motions shall require a proposer only and shall be put to immediate discussion and voting.

54. Points of Order
The Chairman shall accept all points of order immediately. No person shall raise more than two points of order at any meeting, except at the discretion of the Chairman.

55. Points of Information
The Chairman shall accept points of information only when (s)he feels able to allow the business to be interrupted. Points of information will be taken in strict order of raising.

ELECTION OF GENERAL MANAGEMENT COMMITTEE

56. Nominations
Nominations for positions on the GMC may be given in writing to the Secretary or may be given from the floor of the AGM. Each nominee must be proposed and seconded by members of the Company.

57. Procedure
(i) All nominees must express their willingness to stand for a certain post.

(ii) If one nominee only is proposed and seconded and (s)he is willing to accept nomination, such nomination shall be put to a vote by a show of hands.

(iii) If two or more nominees for a certain post are proposed and seconded, then voting will be by single transferable vote.

(iv) The officers of the Committee shall be elected in the order as stated in Clause 10.

(v) The three members of the Committee shall be elected as laid down in the voting procedure [Clause 59].

(vi) During the election for Chairman of the Company, the chair of the meeting shall be taken by a person not proposed for that position.

VOTING PROCEDURE

58. Motions
Voting shall be by a show of hands for normal business motions unless the Chairman considers a secret ballot is necessary, in which case (s)he may call for a proposal of such measures.

59. General Management Committee Elections
(i) Officers
(a) All elections shall be by secret ballot, except in the circumstances arising under Clause 57(ii).

(b) Ballot papers shall be distributed and collected by two tellers, who shall be appointed by the meeting.

(c) The tellers shall convey the result of elections to the Chairman, who will then inform the meeting of the result of votes cast.

(ii) Three Other Members
(a) The list of nominees shall be given to the meeting.

(b) Every ballot paper, when completed, shall contain votes for a maximum of three candidates, otherwise it will be treated as a spoiled paper.

CHAIRMAN’S CASTING VOTE

60.  

(i) The Chairman of the Company shall have a vote on any committee or at any meeting (s)he is chairing, and, if the number of votes cast is equal, (s)he may also exercise a casting vote, except on committees where (s)he is an ex-officio member.

(ii) The chairman of any committee shall have a vote on such committee and, if the number of votes cast is equal, (s)he may exercise a casting vote.

GUIDANCE NOTES

RESPONSIBILITIES OF GENERAL MANAGEMENT COMMITTEE MEMBERS

1. The Chairman of the Company
The Chairman of the Company shall:

(i) Be the official representative of the members at any functions attended on behalf of the members.

(ii) Act as Chairman at Annual General Meetings (AGMs).

(iii) Be an ex-officio member of all other committees of the Company.

(iv) Be the sole spokesperson when dealing with outside Agencies with regard to matters of policy as laid down by the various committees.

(v) Present an annual report to the AGM.

2. The Vice-chairman of the Company
The Vice-chairman of the Company shall carry out the duties of the Chairman of the Company in his/her absence, except for the duty laid down in Guidance Note 1(iii).

3. The Secretary of the Company
The Secretary of the Company shall:

(i) Receive all correspondence and communications on behalf of the Company.

(ii) Report these communications at the AGM or General Management Committee (GMC) meetings as appropriate.

(iii) Ensure the proper keeping of minutes and signing of these at AGMs, Extraordinary General Meetings (EGMs) and GMC meetings.

(iv) Correspond on appropriate matters on behalf of the GMC.

(v) Arrange for notices to be sent to all members of all AGMs and EGMs as laid down in Appendix 1.

(vi) Compile agendas for the meetings stated in Guidance Note 3(v) above and also for GMC meetings in consultation with the Chairman of the Company.

4. The Treasurer of the Company
The Treasurer of the Company shall:

(i) Receive and pay into the Company’s accounts, at a bank approved by the GMC, all monies due to those accounts and shall pay all debts on the Company’s behalf from the appropriate account.

(ii) Ensure that all payments made by cheque are signed in accordance with the current bank mandate, and, in any event, to have at least two signatures of GMC officers.

(iii) Receive members’ and patrons’ subscriptions and issue receipts for these.

(iv) Receive all other monies due from members and keep proper records accordingly.

(v) Compile a budget for all works for performance in consultation with the Production Manager, Director and Musical Director (MD) as appropriate for discussion and approval by the GMC.

(vi) Provide up-to-date information on the statement of accounts at the request of the committee concerned.

(vii) Present an annual report to the AGM, which shall include accounts properly checked by an independent qualified accountant.

(viii) Correspond on appropriate matters on behalf of the GMC.

(ix) Be a member of the Production Committee.

5. The Business Manager
The Business Manager shall:

(i) Be a member of the Production Committee.

(ii) Be responsible to the Production Manager for matters relating to the production for which that Production Manager has been appointed and responsible to the GMC for other matters not part of any production.

(iii) Be the secretary of the Production Committee and shall be responsible for taking minutes at the Production Committee meetings.

(iv) Correspond on appropriate matters on behalf of the GMC.

(v) Be responsible for Box Office arrangements prior to a production, ticket sales and distribution, priority booking and complimentary ticket issues, subject to approval by the GMC.

(vi) Be responsible for the booking of theatres, halls, rehearsal rooms, etc.; front-of-house arrangements; liaison with patrons; any other duty so determined by the GMC.

6. The Publicity Manager
The Publicity Manager shall:

(i) Be a member of the Production Committee.

(ii) Be responsible to the Production Manager for matters relating to the production for which that Production Manager has been appointed and responsible to the GMC for other matters not part of any production.

(iii) Be responsible for arranging for photographs of the Company to be taken and used in displays, including a display at all appropriate venues.

(iv) Be responsible for the compilation, layout and printing of brochures, programmes, posters, etc., including arranging for any necessary design and artwork to be undertaken.

(v) Correspond on appropriate matters on behalf of the GMC.

7. The Production Manager
The Production Manager shall:

(i) Be responsible to the GMC.

(ii) Be chairman of the Production Committee.

(iii) Be responsible for giving due notice of Production Committee meetings and ensuring adequate minutes are kept about the committee’s proceedings.

(iv) Be responsible for ensuring that members of the Production Committee keep within budgets laid down by the GMC.

(v) Co-ordinate the various aspects of stage presentation as laid out in the terms of reference given by the GMC for any production.

(vi) When requested, to give reports on the progress made by the Production Committee to the GMC.

(vii) The Production Manager shall be responsible for ensuring that the first meeting of the production committee discusses the need, duties and availability of suitable persons for all other technical roles in the production – including stage manager, assistant stage manager, wardrobe, property, make-up, prompter, set designer, choreographer and any others required. The Production Manager must then feed back recommendations to the GMC regarding which roles are needed, and, if possible, suggestions for suitable persons to be approached to fill the roles.

8. The Director
The Director shall:

(i) Be responsible to the GMC for the artistic direction and staging of the production for which they are appointed.

(ii) Be a member of the Casting Committee for the production for which they are appointed.

(iii) Be responsible for supervising rehearsals for the production for which they are appointed.

(iv) Ensure that the musical effects, as determined by the MD, are taken into account when staging the production for which they are appointed.

9. The Musical Director
The MD shall:

(i) Be responsible to the GMC for all the musical aspects of works for performance and other Company events.

(ii) Be a member of the Casting Committee for the production for which they are appointed.

(iii) Be responsible for obtaining the services of an orchestra where required, within the budget laid down by the GMC.

(iv) Ensure that the musical orchestral scores are obtained and returned as and when required.

(v) Ensure that the facilities required for musicians both during rehearsals and works for production are arranged with the assistance of the Production Manager and/or Business Manager.

(vi) Be responsible for ensuring the services of an accompanist at all rehearsals and works for performance as required.

(vii) Ensure that the artistic effects, as determined by the Director where appointed, are taken into account in staging any works for performance.

