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RULES

for Hosting the Travelling Play

Don’t forget that we are partners in producing this play!

We need your cooperation in meeting the following requirements.

If you can check off the following eight boxes, we’re off to a great start!

View the play and schedule a meeting. This is the best way to start the process. Contact the Museum’s coordinator to schedule a time to see the play and discuss the logistics for hosting. Once you see the play, you will know if it is appropriate for your audience.
Fill out the Application.  You can email, fax or mail the application back to the Museum Contact.

Give notice.  We need one month to schedule and plan your event. We require at least one month notice in advance of your date.

Add to or create a School Readiness event.  The play should be only one aspect of a School Readiness event. For example, contact your local library to come and sign children up for library cards or contact local health clinics to come and conduct vision screenings.

Market the event to families.  The audience for the play must be children and their caregivers not a class or school group.  The majority of children should be 3-5 years old.

Recruit a minimum of 50 people.  50 children and adults is a minimum number of people required to attend the play.

Find an indoor space.  Provide a space at least 20’ wide, 10’ deep and 10’ high to be the area where the performance takes place. There should be easy access between the performance area and the audience so that kids and adults can easily get up to interact with the performers. The play and readiness activities must be the only activity in the space within at least a half hour on either end of the event.

Find a private room for actors. The actors need a room for changing before the show. This room cannot be a public restroom where audience members have access.

No cancellation.  It is extremely difficult to cancel and reschedule these productions. We appreciate your cooperation in giving us at least 72 hours in advance of the event in the extreme case where you have to cancel.
Assign a staff person.  We will need information after the play related to the audience and attendance. We also need someone from your organization to participate in a follow-up interview. 

We will provide:  

· Two trained adult actors and a Coordinator will set-up and take down the set and perform the show.  The actors will arrive 30 minutes prior to showtime and remain 30 minutes after to break the set down.
· Promotional materials will include a sample flyer for announcing the event, a playbill with follow up activities and a brochure called “I’m Ready” with helpful tips for helping children get ready for Kindergarten.
We plan on performing D.W. Counts Down to Kindergarten! The Travelling Play in 25 venues over the year.  We will select hosts based on their ability to meet our requirements. You will hear from us within 2 weeks of our receiving your application to let you know if you have been approved to host the play.  At that time you will begin working with our Coordinator to produce a successful event!
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APPLICATION

TO HOST D.W. COUNTS DOWN TO KINDERGARTEN! THE TRAVELLING PLAY

Organization Details

Name of program:____________________________________________________________________________

Type of program (please circle): Preschool        Head Start        Family Childcare        Community Agency

Faith Based Organization        Health Care Facility        Other____________________________________

Address:_____________________________________________________________________________________

Contact Name(s):_____________________________________________________________________________

Contact Phone Number:_______________________________________________________________________

Contact Email Address:________________________________________________________________________

Number of children served:_____________________________________________________________________

Number of children who are: Haitian_____  Cape Verdean_____  Caucasian_____  African American_____ 
 Native American_____  Asian (specify if possible)___________  Hispanic (specify if possible)___________ 

Number of children with special needs: _______  (specify if possible) _______________________________

Languages spoken by families you serve: _______________________________________________________

Logistics

Event location: _______________________________________________________________________________ 

Parking options (one legal parking space is required) _____________________________________________

____________________________________________________________________________________________

Maximum # of people allowed in venue: ________________________________________________________

Additional activities to the play: ________________________________________________________________

Why would you like to host this play? __________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

Will you be partnering with any other organization(s) to host the play?  If so, who are they?  How will 
they contribute to the event? __________________________________________________________________

Scheduling:

Choose three dates that would work for your organization:

1. ______________________ Choose a time _____:____ am/pm

2. ______________________ Choose a time _____:____ am/pm

3. ______________________ Choose a time _____:____ am/pm
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Please return to:

Yolanda Kee

Countdown to Kindergarten Massachusetts Promise Fellow

Boston Children’s Museum

308 Congress Street, Boston, MA 02210

Kee@bostonchildrensmuseum.org

Phone: 617-426-6500 x310  •  Fax: 617-426-1944
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