The Hitchhikers quide tonofitstate

This is basic information for new people and anaipan company development for
existing company members. Some areas (the schixiidgample) are subject to change,
and in some areas, (Transport Policy for examp&ejywelcome your feedback.

When we issue contracts you will receive a fulbmmhation pack. This will include:

Your contact

Terms and Conditions

All company policies

Schedules

Full company structure with job descriptions

Until the full tour management team are in placapé feed back your questions and
responses to Tom or Ali.

Company history.

In November Nofit State Circus celebrated it4 Birthday. We are Wales’ only
professional circus company and have developedtamitional reputation for the work
that we do. Over the last 20 years the compangimgn from the 5 original members to
a large scale touring company that employs aboyetple a year.

As well as the Immortal tour, the company also ram&xtremely busy programme of
weekly workshops and Master classes for both contsnparticipants and professional
circus performers in the AnneXe in Cardiff, andsuvorkshops and classes and small
performance projects throughout Wales.

During 2007 we will also begin creative developmienta range of new performance
projects. The company is growing extremely fast aver the next few years we want to
focus on the creative development of the compaeyeldping and growing the company
of performers with whom we work, and developing arganding the range or
productions and projects we create and stage.

On-going Tour Development.

Over the winter we are developind@aur Bible. This will include all policies and
systems for creating a effective and efficient tour

Turnaround. The turnaround has been looked atafdaus days. Many people were
invited to input into this on paper and Tom, Timamdo, Howi, Helen, Shaena, Chevie,
Sam and Barnz have discussed it at length. Saknlats of notes and we (led by Tim
and Marco) will now to produce a detailed plan.sThiocess of detailed planning should
provide a much more streamlined and efficient ojpanahat will be less energy
demanding and easier and better for everyone. Biitee time allocation and exit
strategy from the rehearsal site issues have l@gressed.



A similar process has been started with differemblsinations of people on other areas:
The kitchen

The front of house operation

Company welfare

The technical resources

Site life

Who's who
in the office

Tom Rack Tour Producer
Responsibilities: Tour Booking, budget managemgengeloping company
structures and overall responsibility for Immottar

Ali Williams Co producer

Responsibilities: Acting company manager for Imrabuntil Louise is fully in
place, collaborating with Firenza to support creatievelopment,
rehearsals and casting and cast development. étilisworking
part time withnofitstate and does have other important areas of
responsibility within the company. These includeative
development of new projects, managing the Anneening the

Agency
Alison Woods General Manager
Responsibilities: Contracts, financial managemeérgs, other legal matters. Other

areas of company responsibility: fundraising; basm
development; company and policy development

Sam Minas Administrator
Responsibilities: liaison between office and Thlanagement

This year we will have an experienced team manattiegour.

Tom - Producer and Tour manager
Tim - Operations manager
Louise - Company manager

Tim and Louise are not yet working full-time anétéfore at the moment your first point
of contact should Tom or Ali.

The relationship between Tom, Tim and Louise arddifision of responsibilities are
still being developed. The full company managensémnicture with Job Descriptions will
be included within the pack you get at the begigrofirehearsals.



The on tour company structure is still in developtn@ key aim for this year is to have
very clear allocations of responsibilities and auities in all areas. For example,

on tent days Tim, Barnz and Howie will work as adtinked walkie talkies, Tim and
Shaena will take responsibility for site layout awdval and departures. For some of the
performers one of these days will be a day off Whidl allow them to train on what will
be the tent crew’s day off.

For load in and load out the whole company wilifelved. Marco will be floor
manager. He will coordinate with both trailer crelnefs the rigging and LX teams to
make the operation painless and efficient.

Provisional Tour Schedule

Rehearsal site probably Barry. During rehearsalsvark a 6-day week

Tent up and maintenance week beginning April
Rehearsals week beginnindg“2&pril
Tech rehearsal 8th~"1 May

Running in the show 214" May

Dress 18 May

Preview 18 May

Public shows 1%19" May

Strike and move %23 May

Dublin

Dublin is a split site with the tent and villagermgeon separate locations.

The tent site is on water which is fantastic but priove to be a slow and tricky build. 3
days have been scheduled for the get in.
In Dublin we will do 6 shows, 3 Cabaret
and have one day off per week

24"~26" May Build

28" May Cabaret rehearsals
29~30 May Show rehearsals
31 May Opening night

24 June Last show

Strike and move 26~28th




Taunton
Taunton is still under discussion and is very psmnal. This is what we are planning
but it’s still in the hands of the gods.

29~30" June Build and load in

15 July ~8" July Training and Roundhouse preparation
6~8" July Performances

9~11" July Training and Roundhouse preparation
12~18" Performances

15" ~17 July Strike and move

The Roundhouse.
Again this is still a draft schedule and is subjecthange and again is a split site

17" July our get in starts around their seating striprobably our rigging team
only

18" July Rigging, Ix and set fit up

19" July Training and finish fit up

20~21 July Rehearsals

22" July Day off (performers) Lighting day

239 July Dress

24" July Opening Night

5" Aug Last night



Policy on Policies
Why have a policy and what does it mean

1.

An established policy is a set of rules, which mnialecisions and actions. A
policy will therefore include the aims, the rulése basis on which
compliance will be judged, the penalties of non-pbamce

All established policies will be clearly and exjilig communicated to the
entire company, all staff and Trustees, and pogsithlers where and when
necessary. We will never assume common knowledge.

An established policy cannot be ignored or seteabidanyone whatever the
circumstances.

If it becomes clear that a specific policy is atake, unworkable, having
unintended consequences, etc, it cannot be igroresh ad hoc basis. Rather
we must formally change the policy and then cleadmnmunicate to the
entire company why and how the policy has changedahat the new policy
includes.

How policies are created.

1.

The Board may create a policy or demand of the gemant that a policy is
created in a specific area. In such cases the Buwd to sign off the policy —
cf the Drink and Drugs Policy.

The management may decide to create a policy preeific area apart from
any board request.

The development of a policy may involve any comboraof Trustees,
management, company members, external experts.

A policy developed by the management will be agreadi signed off by the 3
senior managers before it is presented to any@ae Elthe 3 senior managers
cannot come to unanimous agreement then decisidinsewased on the
majority view. The dissenting individual must sigp to the policy, comply
with it and maintain it in front of others as pos#ly as the supporting
majority. If the dissenting individual feels soastgly that they are unable to
sign up they must refer up to and ask for Boandication.



Policy on Transport.

As part of our developing environmental policy wanivto minimise the environmental
impact of touring. This is an ongoing process aopefully we will become
progressively better year on year. We are lookmg solar power, bio-diesel, reducing
use of fuel etc.

As a first step we want to encourage everyone tastfeel efficient as possible and will
therefore change the way we cover travel costd. e some people spent twice as
much money on fuel as other people. This is botl egpensive for us and
environmentally damaging.

Based on last year we will calculate a generousageefuel cost for each journey.

Each company member will be given 50% of the fust ©f each journey. By travelling
in twos and towing each other you will therefor@eoyour costs and, if you have
efficient vehicles, should have a little bit of neyrleft over as a reward. If you have very
inefficient vehicles or if you chose to travel oouy own you will have to cover any
additional cost. If you want to be very efficiemidatravel in bigger groups you will be
rewarded by saving even more of your money.

Kitchen etiquette.

The kitchen provide one free meal a day and twanduehearsals and major turnaround
days. Tea and coffee are provided for a small weaidhtribution. The kitchen is the
social hub for the company. It is also a workingspfor the kitchen staff and may be
used for meetings. The kitchen and kitchen stafftrbe respected by everyone.

The kitchen staff are working in very difficult cditions and to very tight budgets. They
will always cater for an individual’s dietary needseligious, ethical, or medical — but
cannot be expected to cater for individual foodgmences.

» The entire company has a responsibility for keepliregkitchen clean and tidy
and returning immediately any cutlery etc thatasrbwed.

» Everyone has a responsibility to arrive on timerfarals and to wash up their
own plates and cutlery.

» All company meals are social occasions and all @mpnembers are expected
to eat in the kitchen tent.

» If you will not be present for a meal you must imfothe kitchen staff in advance.

» The kitchen bins are not general rubbish binsHerentire company.

» The kitchen sinks are not general washing facdliter the entire company.

* No-one is allowed to disconnect kitchen equipménfa any purpose unless
asked to do so by kitchen staff.

* On show days performers and people working ontibevsieed to eat first.

The kitchen is employed to provide for employeedynteers, and any dependents who
are permanently on tour. The kitchen is not reglioeprovide meals for any visitors. In



certain circumstances the kitchen may agree toigeaweals for visitors if they can do
so without damaging the quality of service theypte to the company. It is entirely up
to the discretion of the kitchen staff whether tleap provide this service and how much
they will charge for a meal. They cannot provideg@&xeals without at least 24 hours

notice.

Site etiquette.

The site is both a living and a working space. @her-riding principle of site etiquette is
to recognise that your individual actions and béhawwill have real impact on other
people and not to do things which will cause protsdor other people.

The following are specific rules and are undereevand development.

Site duties. Whilst we will attempt to reduce tlieliional work load on company
members, individuals will be scheduled for othetieliat various times. These
duties may include: helping in the kitchen; FOHadeip; child care; teaching
training sessions or workshops; general site cadenaaintence.

Everyone has specific responsibility for ensurimgtthey keep the area around
their own vehicle clean and tidy.

Everyone has collective responsibility for keepihg whole site clean and tidy.
No one may connect / unconnect cables, water gifwesnless they have
permission or specifically been asked to do so.

Everyone must separate rubbish out for recyclirdy@ace all rubbish in the
rubbish bins. Everyone should empty rubbish birgsg@ut rubbish in skips when
necessary

After the show has finished noise levels mustdat kow. In particular, it is
important to realise that other people may not liheesame work schedules as
you. You may have a late start or a day off andetioee chose to have a late
night. Other people may need to start early whendmnot need to, therefore
they might chose to have an early night. Everyhoelyds to respect other
people’s needs as regards late night noise lenelsetivity on site.

Everyone has collective responsibility for secudtysite. This includes keeping
gates shut and locked and reporting any probleroa.stiould report concerns
about people’s behaviour to Louise. You should repancerns about the
structural security of the site to Tim.

Guests

This includes taking personal responsibility foy@mne you invite onto the site
and the behaviour of your guests. If you inviteuag onto the site you must
introduce them to Louise as Company Manager as asdimey arrive. No guests
are allowed to live on site without prior permissioom Louise. Although we
want to accommodate friends and family, on sones ghiere may not be room for
extra trucks etc. We almost certainly can’t provioed and power etc for guests.
Louise will have a prepared briefing for all visédo make sure that everyone
understands the rules of living on site and thegslurrounding a performance.
Guests will be expected to comply with these rules.



* In most cities we are not running the box officeeTpromoter has paid very high
fees for the show and needs to take box officenrecto earn money. We cannot
therefore invite friends onto site and allow theroithe performance for free.
Please do not try it as it is very disrespectfuhi® promoter and will damage our
reputation. The only people allowed into the parfance for free are company
employees, volunteers, and company guests (jostagiromoters, and funders
etc).

» Complimentary tickets may be available at the maistute - you will need to
check with Louise.

Personal responsibilities

As a Company we are doing our best to be betterapee for the tour that ever before.
We expect company members to do the same. It ls@aopany members responsibility
to ensure thay arrive at rehersals ready and prdpar

Fitness and conditioning
Everyone needs to arrive to rehearsals with sheel lgness and with routines up and
running ready to be developed.

Transport and accommodation

Your accommodation is essentially your own probtersort out. We will help where
possible with the coordination of tows and for peopho have not toured before do
everything we can to make their first time painlasd simple. If there becomes a real
issue over accommodation or a shortage of towsiwerd we will consider the idea of a
company bunk wagon.

The rehearsal period is not the time for vehicléntemance and trying to get an MOT.
This is your responsibility to sort out before wars All vehicles must be tour ready and
legal at the start of rehearsals.The same appliearavans We expect all caravans to be
road worthy with spare tyres, working lights andey wheels before the rehearsals
starts.

In line with our emerging environmental policy wampto reduce the number of hours
we run a generator on site. Whilst we will provmtver, individuals personal a 12V
system. Unless there is a particular reason, igte power generators will be turned off
at midnight and go on at 8 am.

Personal Protective Equipment

This is individuals’ responsibility. We suggest ylating: strong gloves; steel toe cap
boots / shoes (or similar), waterproofs, high vigibjacket, harness if appropriate. We
will provide hard hats as necessary.

Company meetings and communication
It is everyone’s responsibility to attend compargetmgs and regularly check the notice
board for changes in the schedule etc. Louise agp@ny Manager is on tour to support



you and help solve any problems you may have. Raltswoblems and concerns must be
brought to her.

Drug and Alcohol Policy

The drugs and alcohol policy introduced last yest & significant impact on company
wellbeing and behaviour and is generally considésdthve been a success. In case you
have forgotten it is attached here.

Background

The abuse of alcohol and drugs on tour was broughépeatedly in the company
evaluation during the 2005 tour. The Board of Teastdecided that in response to the
evaluation that a policy need to be written regagdhis, and in consultation with the
company. It was noted that the nature of the tguork means the company have to
live and work on the road and it is therefore somes difficult to define work times and
relaxation hours especially as the performancedynalavays happen in the evening. In
putting together this draft policy advice was sdughm The Generating Company, and
Gerry Cottle.

Everyone is employed to perform specific duties mnt not allow drinking and
recreational drug use to interfere with their apito perform these duties.

This policy will be attached to contracts and weédthat any company member who
feels that they cannot adhere to this policy walt take up their offer of employment.

Louise as Company Manager has primary responsiblgpgholding the policy.

Drinking or recreational drug use

Due to the nature of the work, the fact that thégsmance takes place over the public
and rigging occurs during the performance therélwino drinking or drug use before a
performance throughout the day of performance. iftisides drinking so much on the
night before a show that the effects of alcoholegmgarent at showtime the next day.
This policy applies to technical staff and crewneedl as performers. At show time the
whole company has a job to do and is under scrutinlge public. It is important that we
all do our jobs in a safe and sober manner. A lr@athis rule may result in instant
dismissal.

Once the show has finished and all post show tagke been completed the company
can be considered to be on free time.

Please note if someone reports for work and irofhieion of the relevant supervisor is
unfit for work due the after affects from a heaegsion the previous night this will also
be considered as a disciplinary offence and cadd to dismissal.

If it is considered this is a borderline call tHeeader may be taken out of that day’s
performance, lose a day’s pay and the standargtiisry procedure be implemented.



If individual is “clinically clean” i.e. the drugsr alcohol are no longer in their system,
but are or appear to be in a physical or emotistsé as a result of alcohol and/or drug
abuse which will or could impact on the qualitytieé performance or the safety of
themselves, others, or members of the public thersame rules will apply.

The senior management team will enforce the dis@py procedure in relation to
anyone who is considered unfit to carry out theities during work hours where safety is
an issue. In extreme cases this may mean testiligdnals for alcohol and drugs.

Drinking or recreational drug use on build or strike days

The same rules apply to build or strike days, idiclg breaks, until such a time that the
designated supervisor declares that it safe to aalrenk.

A less rigid approach will be taken to reporting ferk with a “hangover” providing the
individual is sober and capable of working safely at full capacity

Class A and B Substances

Will not be tolerated on. Apart from the legal ingattions and the effect class A and
class B substances have on peoples moods, thishgeeompany has to cross borders
and we cannot afford to have members of the caktew being detained for
transporting illegal substances and bringing threaenaf NoFit State under disrepute.

Prescription drugs
If a company member takes prescription drugs thestie declared on the medical
form.

Days Off

The management does not have any say as whatdodlgido on there days off but if
they return to work in a state which as a resu#ilobhol or drug abuse prevents them
from fulfilling their duties they will be disciplied in line with the above policy. The
company must also be aware that disorderly behawiowsite that affects or disturbs
other company members or the public will not bertated.

Enforcement

This policy has/will be drawn up in consultatiorttvihe company. It is every company
member’s responsibility to ensure that it is endakdf any individual has concerns that
individuals are not adhering to the above polibgytshould feel able to report it to the
Company Manager. This policy has not been drawto @mcourage a secret drinking
culture but is about encouraging a happy, healtilysafe company in which respect for
each other and oneself is paramount.
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