Dear Art and Performance Faculty Member:

Welcome to UTD!  I hope this information will be of help as you teach your courses and if you sponsor events.  We have a very busy semester with many new faculty so please be patient with the staff. They are here to assist you and will endeavor to answer all your questions and help with your needs.  The Art and Performance Office (x2982) is located in the Visual Arts Building on the first floor.  
Contacts:
Kathryn Evans, Associate Dean, Arts & Humanities, x2765



Clay Reynolds, College Master, x2980

Judith Kimbriel, Administrative Assistant (AA), x6225



Sadie Prater, Events Management Assistant, x2972


Greg Metz, Gallery Administrator, x2774



Michelle Long, Publications Designer, x2768

Jeff Stover, Technical Director (TD), x2074


A&P Office & Tickets x2982

A&P fax number, x2762

I.  Buildings, facilities and keys

All buildings are opened by the Campus Police at approximately 8:00 am and locked at 10:00 pm Monday through Friday.  Saturday hours are 8:00 am to 6:00pm.  The buildings are locked on Sundays.  If you need access to a building after hours or if your classroom is locked, please call the Campus Police at x2331 for admittance.  

You will be issued keys for locked facilities that you must access on a regular basis to teach your class or run your event.  We can have keys issued through the key shop (or University Classrooms) or make additional keys (for our cabinets, etc.) if you need them. Please fill out and print a key request form found online http://www.utdallas.edu/ir/tcs/eforms/Key_Request_Form.doc and bring to AS 1.106 for signature.  

If you need personal supplies to teach your classes, please check with our office or the main Arts and Humanities office.  We both keep supplies of pens, pencils, etc.  If you need something out of the ordinary, we can order it from Central Stores for you.  Please notify the office two weeks in advance to allow for ordering.

The Art and Performance Office is open Monday through Friday, 9:00 am to 5:00 pm.  If you need access to the office after hours to get to mailboxes and the Xerox machine, please request a key to the office.  

Faculty are assigned offices by the main Arts and Humanities office.  Faculty housed in Jonsson have mailboxes on the 4th floor of the Jonsson building.  Faculty housed in the Visual Arts building have mailboxes in the Art and Performance Office.  

The Xerox machine is available for faculty use only.  Please do not have students use the machine unless you are with them.  Our Xerox bills are very high and the Dean has asked that you limit your usage.  Any large runs must go to the Copy Center and put on a budget number.  It is illegal to Xerox large portions of textbooks, magazines, etc. without advance permission from the publisher.  

Attached is a copy of the brief voice-mail instructions of the UTD system.  Because so many part-time faculty share offices, we recommend that you take messages at an off-campus number or through email. We have the access codes to shared offices if you wish to take messages there.  Please do not give the main office number to students for messages.  

II. Access to Additional Spaces
Use of additional Art and Performance spaces needs to be arranged through the Arts & Performance Office.  We can tell you when spaces are available.  We maintain schedules for the following spaces:  University Theatre, Jonsson Performance Hall, Jonsson Rehearsal Hall, and the Visual Arts Media Room.  All other classrooms and spaces are handled by the classroom coordinator (X4006) and must be reserved in advance.   If you wish to use space during non-curricular times (Saturday evenings and Sundays), in order to have heat/air conditioning, we must request it from the VP of Financial Affairs.  This takes several days.    We also notify the campus police of your schedule, as they do check our spaces on a regular basis.  Please inform us of any last minute changes in your schedule.  

If you need keys or codes to any of our spaces, please let us know.  Jonsson Performance Hall is not locked but you will need a key to use the Steinway Grand Piano.  Rehearsal Hall is generally kept locked to protect the floor and mirrors in that space.  The Media Room requires a code for admittance and a key to use any equipment in the cabinet, and another key to access the slide projector room.  The University Theatre is generally not available for use except for scheduled theatrical productions and concerts.  

III. Parking

You will need to purchase a UTD parking pass for the semester.  

Loading and unloading:  If you need to unload supplied for a short time, you can pick up a 20-minute pass for the loading zone behind the building from the office.  The pass must be checked out and returned, we only have one pass.  Vehicles remaining outside for longer than 20 minute will likely be ticketed.  

IV.  Technical Needs

Our Technical Director handles all technical needs for music, theatre and dance courses.  The Gallery Administrator handles all technical needs for Visual Arts courses.  All requests should be relayed directly to them.  Please give them as much advance notice as possible.  Because we work primarily with student staff, we cannot accommodate last-minute requests.  


Concerts/Plays: Please schedule a pre-production meeting with the Technical Director as soon as possible.  The TD oversees our student crews and handles all the technical needs in the theater and other performance venues.  Keep in mind that we have no student staff between May and mid-September.  See the attached for additional technical information.  

Art exhibitions:  Please schedule a pre-exhibition meeting with the Gallery Administrator to discuss schedules for delivery, storage, installation, and tear-down.  It is especially important to meet with the Gallery Administrator if you need equipment that is not gallery standard—computers or sound hook-ups, for example.  The Technical Director may be needed to assist with requests.  The gallery walls are re-painted before each show.  Please let the Gallery Administrator know in advance if there are any special preparations or hanging instructions.   Also, the Gallery Administrator must be notified at least a month in advance of the show as to the show name, artist names, font, size, etc. desired for the Gallery posting so that vinyl lettering can be ordered and hung in time for the exhibition.  Be advised that the Main Gallery of the Visual Arts Building at the University of Texas at Dallas does not carry insurance and we cannot be responsible for any lost, stolen, or damaged items.  Artists should be asked to sign an insurance waiver to this effect.

V.
Spending Money

If you have fee money on your course, you are budgeted for $40 times the number of students in your class as of census day (with the exception of AP 1301, which has a fee of $10).  Do not spend your entire budget at the beginning of the semester; if a student drops your course prior to census day, their fee money is returned. 

Any purchase over $500 must go on a Purchase Requisition; this takes weeks and

a lot of paperwork.

There are two choices to purchase $500 or over:

1.  Kathryn Evans and Jeff Stover have UTD credit cards.  Please ask the Administrative Assistant as to the procedure. 

2. Use an SOS for purchases over $50 but under $500; remember they are like cash.  SOS’s must be used and returned within seven (7) days of issue.  The Administrative Assistant (AA) issues new and receives used SOS.  

Petty cash reimbursement is intended for expenses under $100.  Petty cash is reimbursed to faculty and staff members only.  Please do not ask us to reimburse students; by the time it comes back from Accounting, the student could be long gone.  It is the responsibility of the faculty member to see that students get reimbursed.  It is preferable not to have students use their own money for any expenses.  All purchases for the University are tax-free.  Do not pay sales tax on purchases as Accounting will not reimburse you for it.  You may request a card from the AA stating that we are tax-exempt.  NOTE: There is no “Tax Exemption Number” even though sales clerks will often ask you for it.  

Please keep in mind the time constraints on purchases and reimbursements.  For purchases made by a faculty/staff member for under $50, we request that you receive your reimbursement fro the bursar’s office after obtaining the proper paperwork from our Administrative Assistant.
VI.
Hiring Individuals for Services
For services (as opposed to goods), we must pay individuals by contract.  We need the information requested at least 6 weeks prior to when you would like the individual to be paid.  If you give us the information only two or three weeks prior to the event, the individual will not be paid by the date of the event.  All paperwork must be signed and returned by the individual prior to services rendered.  Please do not ask us to contract individuals after service has been performed. Please do not promise payments to people on a schedule we cannot adhere to!  The person you are paying must not have any outstanding debts to the State of Texas (student loans or taxes) or their check will be held by accounting pending payment of their debt.  Faculty contact persons may get copies of the required paperwork from the office.

If you are planning to hire a consultant, the following procedures must be observed:

The Associate Dean (as requestor) will request permission from the Dean.  After approval from the Dean the request will go to several departments for approval.  The approval process may take up to 4 weeks.  Your approved request must be on file prior to the date of your event/production.

The Consultant agreement requires: name, complete address, social security number (of consultant), description of services and qualifications, compensation amount, phone number, secondary contact such as e-mail and period of service.

The Dean must approve any budget over-runs.

THE FOLLOWING INFORMATION IS FOR INDIVIDUALS SPONSORING EVENTS.

Official University Rehearsal Policy for Performance Events

· Rehearsals can only be held 6 days a week unless it is the week of the opening. 

· Rehearsals cannot be scheduled between 9 a.m. – 6 p.m. in theatre during the week unless permission from the Technical Director is given.

· Rehearsals during a week night can only be a total block of 4hrs maximum.

· Rehearsals during the weekend can only be a total block of 5 hrs per day.

· Performers & crew cannot be asked to miss a religious service to attend a rehearsal. 

· Performers & crew cannot be asked to miss a class for rehearsal unless approved by their professor. (This should only happen during dress rehearsals) 

· No Rehearsal can go past 11pm.

· Rehearsal breaks are to be given either as a 5-minute break every 50 minutes or as a 10-minute break every 80 minutes.
Technical Weekend: Technical Weekend is the weekend before the show is scheduled to open. 
· The Saturday of Tech weekend is dedicated to the cueing of lights, sound and crew of the show. It starts at 9 a.m. and is over by no later than 10 p.m. There has to be at least one dinner break of 1 and 1/2 hours and one lunch break of 1 hour.

· The Sunday of Tech weekend is dedicated to the cue-to-cue of the show with a possible run of the show after. The cue-to-cue is to start no later than 1pm and no earlier than 1 p.m. The performers and crew are required to take a 1 and 1/2 hour dinner break. Upon return the cue-to-cue will either resume or preparation for a run will be made. The run of the show should not start any later than 8:15 p.m. to facilitate performers' notes afterwards.

· The week of dress rehearsals shall have all crew arriving 1 and l/2 hours before curtain, unless otherwise told by the Technical Director. The performers shall arrive no later than 1 hour before curtain, unless otherwise told by the Director.

· The Monday, Tuesday, and Wednesday dress rehearsals should start at 7:30 p.m. SHARP. This is to give the Director a substantial amount of time to give notes. The final dress of a show will be treated as a regular production and the curtain will be at 8 p.m. (If a show is to open on Thursday then Wednesday will be final dress.)

Publicity & Publicity Deadlines
Please keep in mind that publicity generated by UTD or publicity for events held in UTD spaces must include some specific information required by the state of Texas.  Also, the Associate Dean must approve the images and text.  If an individual wants to design or create his or her own images, flyers, postcards, or any other piece of publicity, then they must contact the Publications Designer for exact measurements, required information, formats, etc….  The UTD print shop and copy shop facilities are still available for printing material designed by an individual other than our Publications Designer; however, submissions must be made according to our guidelines.

We automatically do the following publicity for all sponsored A&P events:

· A monthly brochure that goes to approximately 4000 both off campus and on campus addresses

· A flyer for your event that goes to over 500 on-campus mailboxes and is posted on over 50 bulletin boards

· Listing on the AH web page and archive digital photography

Deadlines are as follows.
Press release: DUE__________________________________________________________________

Approx. one month prior to the beginning of the season.  Our fax list includes over 50 contacts in the media (newspapers, radio, TV, and various newsletters).  Send PR information to the Events Management Assistant at x2982 in time to announce your event.  Exhibitors are welcome to submit their own media contacts and phone numbers so that we may include them in our announcements.  It is best to establish a contact person on the Arts and Performance faculty with whom to discuss PR and other issues related to the media.
Brochure Information: DUE_________________________________________________________ We need two-three sentences about your event and a graphic, approximately 2”x2”.  We can scan most images.  Images must be owned by the submitter or in public domain.  Please give materials to the Publications Designer two months in advance.  For example, an item for the April Brochure would have to be turned in by February 1.  Events are listed in the monthly brochure by chronological order.  Please note that, due to our increased number of events, etc., turning in this information does not guarantee that your text and image will appear in the brochure.
Flyer Information: DUE _____________________________________________________________

Please work with the Publications Designer on this.  Individuals are welcome to design the flyer themselves or give the appropriate images and text to the Publications Designer to create the flyer.  The materials must include all of the information wanted on the flyer.  Completed flyer materials must be submitted to the Publications Designer two months prior to posting.  We handle copying and on-campus distributing.  If you have a particular paper and color you wish to use, please let us know in advance.  Cost restrictions limit us to 8½ ”x11” standard weight paper.  If you want to use something more expensive, it will have to come from your budget.  We will give you approximately 100 flyers for your use.  Let us know if you need more.  Copy Center can produce flyers in 2-3 days.  If you use a more expensive paper or process, it will need to go to Print Shop, which can take 2-3 weeks.  Please make sure you give us enough time to process your requests.

Postcards: DUE______________________________________________________________________
Submit a slide or graphic for scanning and all information pertinent to your show to the Publications Designer at least two months prior to mailing.  Standard postcards are printed black and white by our print shop.  Colour is available at an increase in cost.  Provided that the UTD print shop bids first, individuals may chose whether to use the University Print Shop or another printing vendor, but all postcards must include specific information concerning UTD and the U.S. postal guidelines as required by law.  We encourage using the most economical route for printing.

These postcards are the main announcement of your show.  Please keep in mind that they will have to be designed, printed, addressed, and posted well in advance of your opening.  Postcards go out to a mailing of over 300 off-campus addresses, the entire on-campus list, and any additional destinations requested by the artist(s).  Our office is responsible for addressing and posting these announcements.

Programs: DUE______________________________________________________________________
The Publications Designer will require all program information at least two months prior to your event.  This includes all text, thank yous, artist names, etc.  Our office will copy and fold programs for you provided that you meet the required deadlines.  Again, please indicate the paper you wish to use.  The above restrictions and lead times apply.  Aside from festival, it is unusual to have a separate program for an art exhibition.  Special catalogues may be the exception and will come out of the event budget.  If help from the Publications Designer is needed, a meeting will need to be scheduled according to the Designer’s time restrictions.

Archive/Slide Information:

The University of Texas at Dallas reserves the right to record on slide, video, or by any other means the exhibitions and events sponsored by our departments.  In many cases copies of this material are available to the artist(s) at no cost.  Please establish the archive situation regarding your exhibition before opening day with your AP faculty contact or the Associate Dean.

Additional Promotion:
We encourage you to do the following additional publicity for your event (and to have students in your class help you with this):

· Call contacts you have that may not be on our mailing lists

· Give us additional names and addresses for mailing lists  (Note: Postage will be applied to your budget)

· Use any personal contacts you might have in the media; it is impossible for us to get articles on events in the papers on a regular basis, but a personal contact can make all the difference

· Give us copies of any photos or slides that you have of work/artists to send to the Dallas Morning News and UTD Mercury--we are able to accommodate certain formats by e-mail that can be forwarded to these and other publications

· Post flyers off-campus (we don’t have the man-power to do this otherwise)

At the request of either party, we will encourage a meeting between you and the UTD Mercury; please be available to speak with them on a timely basis. 

Serving Alcohol at Events
Serving alcohol on the University campus is a sensitive issue.  The alcohol request form must go to the Dean, the Provost, and the President for approval.  The major concern is that there is a Responsible University Official (usually the sponsoring faculty member) who guarantees that no minors are served (especially because a large number of undergraduate students are under-age); that no one leaves the premises in an inebriated condition; and that no alcohol is removed from the area where it is being served.  You must serve in an enclosed area (not outdoors).  You cannot charge for food or drink (that requires a license).  If you serve alcohol, you must also serve food.  Employees serving alcohol must be 21 or older.  Except in the case of wine, no glass bottles are permitted.

If you are planning to serve alcohol, the following procedures must be observed:

The Associate Dean (as requestor) will request permission from the Dean.  After approval from the Dean the request will go to several departments for approval.  The approval process may take up to 4 weeks.  Your approved request must be on file prior to the date of your event/production.  The request for permission to serve alcoholic beverages requires: the name of the requestor, the event for which alcohol is requested, date, time, location of event, and a Responsible University Official (faculty member) must be present at the event.
Student Events

A faculty member must oversee all events produced by students.  Students must submit a faculty-approved proposal of their show well in advance of the time they are requesting.  After being authorized to hold the event, students may proceed with the guidance of his or her faculty sponsor.   If you are a sponsoring faculty member, it is your responsibility to oversee all purchases and make sure that students are aware of the deadlines for publicity.  Students are expected to handle the following items themselves, as we do not have the staff to handle this:

· All purchases (with faculty approval)

· Give us a copy of a written statement for the press release

· Provide copy and graphic for the brochure; students’ events are listed as space allows and providing they meet the deadlines

· Create their own flyer and/or postcard

· Post the bulletin boards

· Sticker flyers for on-campus mailing; we provide the stickers

· Provide copy for programs

· If applicable, do all work for receptions, including set-up and clean-up; they are welcome to use supplies and serving items from our office.  For events/exhibitions that correspond with department-sponsored openings/exhibitions we suggest that students share the reception provided for the sponsored event.

· Students are also responsible for their own work and returning the used space to its previous condition.

In addition, students generally do not hire individuals for their events and are not allowed to serve alcohol.  All student events are free of charge.

It is best to establish a contact person on the Arts and Performance faculty with whom to discuss PR and other issues related to the media.

Censorship
Text and images used to advertise and publicize an event sponsored by and/or held at UTD must be approved by the Associate Dean.  The content and material of events and exhibitions themselves will be judged by the Dean and Associate Dean for appropriateness.  In the case that content is found suitable for only a select audience, the University of Texas at Dallas reserves the right to e-mail content warnings, post warnings on the doors and print warnings on publications to these events to encourage attendance by mature audiences only.

Sales
The University does not conduct any sales or transactions involving work at any exhibition or performance.  University regulations forbid us from being involved in activity of this type.  
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