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Mission Statement

of

Hillbarn Theatre

Foster City, CA
Mission
Since 1941, the historic Hillbarn Theatre has served the San Francisco Bay Area by embracing this founding ideal:

“To create theatre with the community, for the community

striving always for excellence in 

production and education.”

We fulfill our mission by striving to do the following:


To bring artists and audience together as part of our intimate Hillbarn family to experience engaging and inspiring theatrical productions.


Select program themes that entertain, explore the joys and sorrows of our common human experience and celebrate our diversity.


Enhance and enliven the arts and entertainment culture of our         community.


Offer amateur performers and technicians a venue and direction by trained professionals to achieve personal and artistic growth.


Through the Conservatory at Hillbarn Theatre, provide enriching and lasting educational opportunities for young and aspiring artists.

Vision
To preserve our heritage as a “gathering place” for artists and audience in our community to experience stories unfolding on stage.

Values
We practice the following core values:

Artistic Integrity: Deliver performances that promote creativity, honest artistic expression, and excellent production value.

Community Focus: Develop collaborative relationships in our         community through cooperation and informed responsiveness.

Education: Provide developmental opportunities to local talent and build a solid foundation for arts appreciation in the next generation.

Service Orientation: “From ticket inquiry to the after-show            reception,” provide a pleasant and fulfilling customer experience.

Fiscal Responsibility: Manage our tangible resources in a manner that respects our patrons and donors and preserves our independence.

Dear Hillbarn Families, Faculty and Students:

Welcome to Hillbarn Theatre Conservatory!  We know you have choices about where to spend your time during the summer season and the school year and we appreciate that you have chosen to spend it with us!

The Conservatory at Hillbarn Theatre provides theatre training in a safe, supportive and creative atmosphere while having fun.  It is important to us that you bring any concerns to our attention immediately so that we may resolve them quickly and to the best advantage of our participants.

This year we are thrilled to announce a few new additions to our faculty and staff!  The instruction, presentations and productions are sure to be the best of the best.

We will invite you to share your thoughts and opinions regarding our program at the end of each session.  We hope you seize this opportunity to provide your valuable input as we strive to make the Conservatory a place you will want to return to for many years to come.

We know you will have a blast!  Please remember to log on to our Web site for updates and important documents that we need to collect from you on day one of your program.  We may also be sending paperwork home on a weekly basis with the students regarding costuming, make-up and other reminders. We also are in constant need of Parent Volunteers, see a staff member if you are interested.

PHONE NUMBERS

Please see below for direction on each phone line:

1. Attendance and general issues:        
      (650) 349-6411 x306
2. Emergency: 


                           (650) 349-6411 x306   

3. Box Office: 


            

(650) 349-6411 x2

4. Conservatory: 
                               
                 (650) 349-6411 x306
5. Fax: 



          


(650) 349-6412

1. Attendance Line: It is important that each participant is present for each and every day of session during class weeks and also for all the performances or presentations.  In the event of unforeseen difficulty or illness, please call the attendance and general summer conservatory number and leave a message.

2. Emergency: Please note the emergency number is checked on an hourly basis.  Please call if you absolutely need to reach your child for an emergency situation. 
 3. Box Office: For tickets to any Performance call: Hillbarn Theatre Box Office.  Box Office Hours are: Tuesday-Friday from 11 am to 2 pm and one hour before show time.  A ticket order form will be sent home with students but you may also order tickets online at   www.hillbarntheatre.org

4. Administration: For general theatre administrative assistance call the Hillbarn Theatre Administrative Line: (650) 349-6411 or e-mail backstage@hillbarntheatre.org
Please note that the Hillbarn Theatre Box Office and Administrative lines are not always manned during session hours.  Therefore, if you need to report a student absent or get in touch with a theatre session representative, please call the attendance and general numbers listed above. We will have a staff member check the phones hourly.

GRIEVANCE PROCEDURES

Working on a production is a team effort.  From time to time, a conflict may arise among members of the class.  One should first try to resolve the problem by communicating respectfully and calmly with the involved parties.  If this does not work to resolve the conflict, or you would like assistance with this approach, please bring it to the attention of the Production Director or a faculty assistant. (If after that time, you are unsatisfied with the result, please contact Executive Director Lee Foster or Veronika Olah, Conservatory Director.
WHAT TO BRING EVERY DAY:

· Lunch and a snack. Please not too much sugar. Bring a labeled water bottle to class every day.  

· Wear sturdy footwear.  Please do not wear sandals or open-toed shoes- NO FLIP-FLOPS.

· Wear clothes that are comfortable to move in, dresses and skirts are discouraged- but skorts work well.  NO spaghetti straps or other revealing clothing.

· A folder with pockets for materials. Pencils with erasers, A HIGHLIGHTER and Post-its are great too.  Bring any borrowed scripts and music books everyday as well even if you are “off-book” (memorized).  These materials for the production shows are rented from New York publishing houses are very costly and must be returned in the same condition as how we received them. If these material are lost, stolen or not returnable from you to us for any reason, we will charge $50.00 to replace the copy.
· Any medicines that your child is permitted to take and administer on their own (Hillbarn Session staff cannot be responsible for storing or administering medications).

· Sun-block:  Lunch breaks and playtime may occur in the outdoor courtyard.

· A great smile and friendly attitude.

Illness guidelines and 
general Considerations
Children should NOT attend any session if they:

-Show signs of a communicable illness.

-Are sneezing or coughing excessively.

-Are too sick or uncomfortable to participate in regular activities.

-Have symptoms of "stomach flu" (vomiting, diarrhea), or have a fever over 100 degrees Fahrenheit or 38 degrees (Centigrade). A child who has had a fever should be fever free for 24 hours before attending session.  

-Require frequent doses (more than 2 times a day) of prescription 

medication to treat an unstable condition, e.g. asthma. However, please see additional notes below.

 Colds

 Children with minor colds may attend sessions, provided they are able to participate in regular activities. Please keep in mind that colds are most contagious when they are just starting. Frequent hand washing for all participants is the best way to prevent passing colds to others.

 Rashes

 A child with a “weeping” rash (e.g. impetigo), chicken pox, or rashes due to scarlet fever or hand, foot and mouth disease should not attend session.

Strep Throat, Tonsillitis 

Ear Infections, Pink Eye

 A child should be on antibiotics and fever free for at least 24 hours before returning to session. Additionally, for "pink eye", eye/eyes should be clear for 24 hours.  

Asthma

Children on chronic medications for asthma must bring their fast acting inhalers to session (e.g. Albuterol, Proventil). Hillbarn Session staff cannot be responsible for storing or administering any medications. Please note:  The stage and backstage areas of the theater are often very dusty as we build each set fro each show, yearly.
Head Lice
A child with visible hair nits (lice eggs) or active infestation should not attend session or performances until the condition is cured. Please provide a note from the child's physician indicating the condition has been effectively treated.  

 Diabetes

A child with insulin dependent diabetes must be able to test his/her own glucose level, adjust insulin dosage and/or operate his/ her insulin pump without adult supervision to attend sessions.

 Other
The parents of children with special health needs should discuss these conditions directly, in confidence, with the staff. The staff may, at their discretion, require a note from that child’s physician stating whether it is safe for that child to continue to attend session. 

Conservatory Rules and Information

Students MUST abide by all rules set forth herein, including all local, state and federal laws.  If a student does not abide by these rules, the parent or guardian will be contacted. If the violation is serious, he or she may be immediately expelled from the program with NO refund (at staff’s discretion.)  There are no warnings on these rules. Your reading and acceptance of this handbook serves as the warning and you will be asked on the enrollment form/brochure to read this entire book upon enrolling. 
Also, please see cancellation policy online at:  

http://www.hillbarntheatre.org/redesign/CancellationPolicy.html
NO smoking or use of other tobacco products is allowed.  The use of alcohol or illegal drugs is not permitted.  Students may not use prescription drugs NOT prescribed for them by a physician. 

NO Chewing Gum.

If a student has a medical condition that requires medicine of any kind, including injection, please let us know on day one of your session when you turn in the medical information paperwork.  Please understand that we are NOT permitted to give students ANY kind of medicine, nor be responsible for injecting a student with their medicine.  The parent or guardian is responsible for this medicine and you must tell us if the student is taking the medicine by his or herself.  We are also NOT permitted to store these medicines for students, they must keep their medicines on their own person.
The student will use good judgment and use the best of all possible behavior at all times. 
The student will show respect to fellow students and to faculty at all times.  
Faculty has the ability to call a time out if behavior, respect, or good judgments are in-question. 
The faculty and production directors have the final say in class, in the casting of the productions, in rehearsals and on the premises with the permission of the Conservatory Director(s). 
* Foremost, the director’s vision is important and what the directors see may not be what others view and witness during the auditions or callback process.  We strive to give every student a role, but not every show will have an equal number of roles to the number of students enrolled.  We strive to feature every student in a moment in each show, with a small solo, a line or two of spoken text or a dance featured group; however, this too is not always possible.  Ensemble/chorus roles are HIGHLY important when producing a show.  The ensemble is always full of some of the most talented actors, singers and dancers(  all: please trust in the directors and allow them to have the final say in casting.
NO BULLYING or harassment of any kind.  No rough-housing, wrestling or horseplay. No pranks. No bad or off-color language or body language/gestures.  

A parent, guardian or other authorized adult must sign their student in and out each day of class unless a parent has given permission for the Hillbarn student to sign for themselves (see permission form online with other documents.)  Otherwise, for drop off and pick up, allow enough time to arrive at Hillbarn, park in the back of the building, walk in or out of the courtyard and sign your child in/out.  Children who do not have permission to sign themselves out will not be allowed to run to a waiting vehicle.  If your child will be picked up by someone not indicated on the form or will be arriving late or have to leave early, then please have your child bring a signed note from you indicating who will pick them up in advance of the event.  Advise them we may ask to see identification.

Please, no waiting or parking on the side of the building next to the driveway as cars are not able to easily pull into the driveway or out of parking places.  We have been instructed by the local police not to block that egress.  We are not allowed to park directly in front of medical buildings on either side of the theatre.

SIGN IN and OUT TIMES

SummerStage:  Sign-in begins at 8:30 a.m. for all programs, Monday thru Friday and classes begin promptly at 9 a.m.  If a child is dropped off before 8:30 a.m., the child will be unsupervised and therefore, Hillbarn Theatre Conservatory will NOT be responsible for the child. Sign-out is at 1 p.m. for the one week programs, 2 pm. for the 2 week programs and 4pm for the 4 week programs. (Unless you have signed up and paid for extended care.)

Sign-out usually takes about 10 minutes.
For the Fall/Winter and SpringStage Programs or any other Classes or events:  Sign-in will be 5 minutes before class start time; Sign-out is immediately at class end-time.  It is important to pick-up participants on time.  
IMPORTANT: There is a fee of $1.00 per minute per student should you be late in picking the student up for ALL programs (policy begins 10 minutes after end of class as sign-out should have concluded by then- Summer session only, see above for Fall, Winter and Spring session info), including extended care.  This is strongly enforced and is payable immediately to the faculty member who is waiting with the student(s).Sorry, NO EXCEPTIONS. We are enforcing this rule because in the past some faculty have  waited upwards of an hour for a guardian who was running late in picking up the  student. Faculties have other jobs and places to be, please help us with this and be on time.
To allow the cast and staff to focus and maintain full concentration on their activities, classes and rehearsals are closed to the public (non-cast members), no exceptions.  

Students must attend all classes and rehearsals unless discussed between parent/guardian and faculty. Students will be dismissed only after the facility is clean and orderly.  Remember, this is an older non-profit building that we are trying to keep in good shape.  Help us by leaving the space clean, or cleaner, than how you found it.  You will be asked daily to assist with clean up duties after breaks and at the end of the day. Trash and recycling receptacles are located in the courtyard for your convenience.

Students are not permitted to touch fire alarms/fire extinguishers. When anyone touches or plays with an alarm, it will sound and the fire department will be called.  There is a fee/fine for this service that the theatre must pay to deactivate the alarm and do a “walk thru” of the entire facility with the Fire Marshall.  Students who are caught touching the arms will be sent home and will be asked not to return to the program, with NO REFUND. 

Breaks:  There is a 30 minute to one hour lunch break for all sessions that last longer than 3 hours.  We typically do not need all of this time for lunch and may continue back into rehearsal or classroom for activities and fun time after a half-hour break, BUT will use the entire hour, if needed, to clean-up the rooms of left over food, debris, etc.  This time is also used to gather belongings, review and regroup or use restroom.  Students need time to digest their food and Faculty needs time to take care of other “show-business” related to the sessions and programs. In between classes, when students rotate to next class, there will be a 5-10 minute break.  Again, this is time to gather belongings, take a breather and use restroom.

**NOTE on LUNCH, FACILITIES and CLASSES:  Our elective classes for The 4 weeks camps and guest artist visiting classes take place at THE PENINSULA JEWISH COMMUNITY CENTER, a private facility less than a mile from the main entrance to Hillbarn Theatre.  There are 3 to 4 classrooms at THE PJCC that we rent to use for rehearsals and classes so the main theatre building is not overcrowded.  This year, we may also be using these rooms for lunch breaks for the older groups of kids in the 4 week programs.  This will make all of the spaces and restroom breaks more efficient.  As we are guests there, this facility and rooms MUST remain peaceful and clean at all times.  ALL rules apply at THE PJCC as well as at the Theatre.  All classes and breaks are supervised by faculty or teacher’s assistants.  All students are escorted, safely and in an orderly fashion, to and from THE PJCC on Elective Days. Pick up and drop off at beginning of day and end of day may vary.  All families will receive a of where the students will be on what day to assist in drop off and pick up.  
ACTIVITIES and GAMES: Theatre games are used in class and are very useful in building confidence and having FUN! We will also try to use “down time” in rehearsal to play games and have “camp-like” time as part of the daily schedule, especially for students who are not in the scene or song that may be rehearsing at certain times.   While many students love these games and want to play them more often, the games are not always appropriate depending on the time frame and the Directors’ and faculties daily plan and schedule of events.  Students and parents must understand that part of the Conservatory learning experience is having every student observe others perform and learn from one another in class and rehearsal.  Every student has the opportunity to participate and perform in class for other students under faculty tutelage.  Observing, Call and Response and Repetition are also forms of games and part of the daily class routine.
Homework:  Yes, there will be homework( For example:   Helping find costumes that fit from home for use in the show, practicing songs and dances, reviewing, memorizing lines, taking home all personal belongings and informative paperwork that needs to be shown to a guardian, etc.
Working together in Theatre is a matter of one thing

R-E-S-P-E-C-T

 Please show respect for the SPACE, YOURSELVES and OTHERS.
THERE IS NO HORSEPLAY ALLOWED AT ANY TIME, NO RUNNING, AND ADMITTANCE IN AREAS ONLY AT THE DISCRETION OF FACULTY.  ANY DISRESPECT TO FACULTY, STAFF OR OTHER STUDENTS IS GROUNDS FOR IMMEDIATE DISMISSAL FROM THE PROGRAM.

Please do not bring gum to the theatre; No eating anything inside the building and specifically inside the theatre (except in the lobby).

When you use the theatre seats keep your feet toward the floor.  Sit gently; do not jump on the seats or allow a free fall. Do not climb on seats or over them to get to a new aisle or exit.

No one is ever allowed on stage in the theatre unless directed to do so by a session staff member.

Kids: please touch equipment only when instructed by staff.  This includes PIANOS, props, set pieces, costumes, mirrors, etc.

No graffiti/vandalism.  Please help us to keep facility clean and tidy:  use trashcans and labeled recycle bins located in lobby, classrooms and courtyard.
Remember to move safely.  Please do not run and remember to watch where you are going. 

Allow yourselves to try new things without worrying you’ll fail.

Safety is one of the most important guiding principles in a working theatre.  

Give your best attention to session faculty at all times; they are here to make you a better performer.

Please do not go into the technical shop or costume/prop shop unless directed to do so by session staff.  

Kids please report any unsafe/unsanitary situation to staff, Director, Conservatory or Executive Directors.

Allow others to try new things without poking fun or making comments.

Hillbarn Theatre is a working theatre.  It is important to keep noise volumes to a reasonable level, even while on breaks.
Kids, please don’t comment on your fellow students or give them ‘tips’.  Leave feedback to the Session Staff.  There is NO “side-directing” allowed at any time.  Students will be properly directed by staff, not other students. (follow this rule even if you think you are being helpful…)
Please do not touch others belongings. Keep your hands to yourselves. Listen when others are talking. Always be supportive to fellow cast mates. Make sure that your conversation topics are appropriate for all ears.
SUMMER STAGE

PERFORMANCES

Ticket Information

Box Office: (650) 349-6411

Aladdin, Jr. performances are : July 29 & 30 at 7:30pm and July 10 & 11 at 2:00pm.
All Shook Up performances are: July 8 & 9 at 7:30pm and July 10 & 11 at 2:00pm.
Star Tots and Star Shiners performances will happen during the last hour of the last day of their camp.

Please order tickets ASAP as the shows could sell out.

FRIENDLY REMINDERS

□ Have I read all rules and policies? 

□ Have I printed and filled in all paperwork that needs to be returned on day one, with signatures?

□ Have I made a check list of things to bring to Hillbarn each day of class?

□ Have I signed up to volunteer to help with set construction, ushering, 

backstage help, etc.?

□ Am I excited?  Answer:  Yes, we are going to have a great time!!!!!

SEE YOU SOON!!!!
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