THE PHILALETHEIS SOCIETY CONSTITUTION

(Revised Spring/Fall 2004)

Article I:  Organization of Philaletheis

Section I:  The Executive Board


A. The Executive Board shall be comprised of the following positions:



1. The Executive Director



2. The Executive Manager



3. The Production Director



4. The Production Manager

5. The Administrative Director

6. The Administrative Manager

7. The Financial Director

8. The Technical Director

9. The Freshman Representative

B. The Executive Board shall hold office from Spring Convocation to the following Spring Convocation.  

Section II:  The General Body

A.  The General Body will consist of the voting membership.  The voting membership:



1. Shall include any undergraduate student of Vassar College showing interest in a Philaletheis 

sponsored event.  Interest must be expressed by acting, directing, designing, or participating in 

either the technical or performance aspects of an event at least once every three academic 

semesters.

Section III:  The Chain of Command


A. In the event that one or more of the Executive Board are unable to perform their duties the following 

list shall dictate who must assume the responsibilities of the vacated positions until a special election 

can be held.

1. In the event that the Financial Director, Technical Director, or Freshman Representative are unable to perform their duties, the Executive Director shall assume their responsibilities.  The 

Executive Director may, at his/her discretion, delegate some of the responsibilities to other members of the board.

2. In the event that the Administrative, Production, or Executive Directors are unable to perform their duties, the respective Managers shall assume those responsibilities.  In addition, in the event that any Manager is unable to perform their duties, the respective Director will assume those responsibilities.

3. In the event that both the Director and Manager in either the Production or Administrative roles are unable to perform their duties, the Executive Director and Executive Manager shall assume those responsibilities.

4. In the event that both the Executive Director and the Executive Manager are unable to perform their duties, the Administrative Director shall assume the role of the Executive Director and the Production Director the role of Executive Manager.  In turn the Production and Administrative Managers will assume the role of the respective Directors.

B. In the event that any of the above scenarios occur, the acting Executive Director must call for emergency elections to fill any vacant positions.

Article II:  Definition of Duties

Section I:  The Executive Board


A. All members of the Executive Board.



1. Will vote on major decisions involving Directing Workshops, the full-length season, and 

all other Philaletheis sponsored events, with the exception of the Executive Director who 

will only vote in the event of a tie.

2. Shall be required to attend all Philaletheis sponsored performances and events.  Only two unexcused absences will be tolerated.  Above two unexcused absences shall be considered dereliction of duty and thereby grounds for impeachment.  Excused absences are permitted, but should be kept to a minimum.

3. Shall be required to attend all weekly Executive Board meetings.  Only two unexcused absences will be tolerated.  Above two unexcused absences shall be considered dereliction of duty and thereby grounds for impeachment.


B. The Executive Director:



1. Shall chair and preside over all meetings of the Executive Board and the General Body.

2. Shall serve as advisor to other members of the Board.

3. Shall serve as executive advisor to all accepted productions.

4. Shall attend at least three scheduled rehearsals of each production in consultation with the 

director.

5. Shall be ultimately responsible for all delegation of space, equipment, funds, and duties.

6. Shall represent Philaletheis to the V.S.A. and all other campus organizations and offices.


C. The Executive Manger:



1. Shall attend at least two scheduled rehearsals of each production in consultation with the 

director.

2. Shall serve as advisor to other members of the Board.

3. Shall be assigned to full-length productions in order to assist the director.  

Responsibilities include:


a. Access to Philaletheis equipment.

b. Ensuring the director has completed and turned in all necessary paperwork to Philaletheis, the Shiva, Office of Campus Activities, and any other office or organization as required by each specific performance.

c. Ensuring the director is aware of and attends required meetings with the Shiva staff.

d. Meeting with the director if additional time is required outside of the director’s weekly meeting with the Philaletheis Executive Board.

e. Attending production and design meetings in consultation with the director.

f. Ensuring that a mandatory Philaletheis Executive Board preview of the performance 

is planned and takes place approximately 10 days prior to the performance date.  The 

format and purpose of the preview will be decided by the director and advisor.

g. Ensuring that the production’s strike has been successfully completed.

h. Attending at least two rehearsals in consultation with the director.

i. Performing other duties as they are agreed upon by the director and advisor.

4. Shall be responsible for coordinating along with the Production Manager, all general Philaletheis Events such as receptions, award ceremonies, and coordinating events in the 

emergency situation that Philaletheis is required to fill an empty weekend in the Susan Stein Shiva Theater.  If another member of the Executive Board offers to take on one of these responsibilities, the Executive Manager can pass it off to the respective Board member.


D. The Production Director:



1. Shall serve as the producer and publicity manager for Philaletheis.



Responsibilities include:




a. Having articles/advertisements printed in the Miscellany News and/or other campus 

publications and/or announced on WVKR.

b. Assisting director with reservation of tables and bridges in the College Center.

2. Shall assign, in consultation with the Executive Board, the Production Director, Production 

Manager, Administrative Director, Administrative Manager, and Executive Manager as advisors 

to Shiva and Alternative Space productions in order to assist the director.  In addition he/she 

shall assign the Freshman Representative as an advisor to full-length productions during his/her 

second semester.

3. Shall attend at least one production meeting of every Philaletheis sponsored production.

4. Shall be assigned to full-length productions in order to assist the director.  

Responsibilities include:


a. Access to Philaletheis equipment.

b. Ensuring the director has completed and turned in all necessary paperwork to Philaletheis, the Shiva, Office of Campus Activities, and any other office or organization as required by each specific performance.

c. Ensuring the director is aware of and attends required meetings with the Shiva staff.

d. Meeting with the director if additional time is required outside of the director’s weekly meeting with the Philaletheis Executive Board.

e. Attending production and design meetings in consultation with the director.

f. Ensuring that a mandatory Philaletheis Executive Board preview of the performance 

is planned and takes place approximately 10 days prior to the performance date.  The 

format and purpose of the preview will be decided by the director and advisor.

g. Ensuring that the production’s strike has been successfully completed.

h. Attending at least two rehearsals in consultation with the director.

i. Performing other duties as they are agreed upon by the director and advisor.  

5. Shall oversee the proposal and execution of all Philaletheis Special Events.


E. The Production Manager:



1. Shall be assigned to Directing Workshops, along with the Freshman Representative in order 

to assist the directors.


Responsibilities include:


a. Access to Philaletheis equipment and space.


b. Ensuring all necessary paperwork has been completed and turned in to the 

Office of Campus Activities, the Shiva, and any other office or organization as required by each specific performance.

c. Attending at least one rehearsal of each project in consultation with the director.

d. Coordinating and monitoring the audition and casting process of the projects.

e. Ensuring that a post-show discussion occurs which members of the Executive 

Board are required to attend and members of the General Body are encouraged 

to attend.

f. Ensuring that the projects’ strike has been completed successfully.  



2. Shall be responsible for maintaining and keeping inventory of the Philaletheis storage facility.

3. Shall be responsible for coordinating, along with the Executive Manager, all general Philaletheis Events such as receptions, award ceremonies, and coordinating events in the emergency situation that Philaletheis is required to fill an empty weekend in the Susan Stein Shiva Theater.  If another member of the Executive Board offers to take on one of the responsibilities, the Production Manager can pass it off to the respective Board member.



4. Shall maintain the Philaletheis Board in the College Center and make sure that all necessary 

announcements regarding meetings, casting, productions, events, rehearsal schedules obtained from the Administrative Director, and any other required notices will be posted.

5. Shall be assigned to full-length productions in order to assist the director.  

Responsibilities include:


a. Access to Philaletheis equipment.


b. Ensuring the director has completed and turned in all necessary paperwork to 

Philaletheis, the Shiva, Office of Campus Activities, and any other office or organization 

as required by each specific performance. 

c. Ensuring the director is aware of and attends required meetings with the Shiva staff.

d. Meeting with the director if additional time is required outside of the director’s weekly meeting with the Philaletheis Executive Board.

e. Attending production and design meetings in consultation with the director.

f. Ensuring that a mandatory Philaletheis Executive Board preview of the performance 

is planned and takes place approximately 10 days prior to the performance date.  The 

format and purpose of the preview will be decided by the director and advisor.

g. Ensuring that the production’s strike has been successfully completed.

h. Attending at least two rehearsals in consultation with the director.

i. Performing other duties as they are agreed upon by the director and advisor.


F. The Administrative Director



1. Shall be the Philaletheis representative to the Shiva Theater Advisory Board (STAB), 

unless there is a scheduling conflict in which case the Administrative Manager shall assume this 

responsibility.  If this presents a scheduling conflict as well, the Executive Director shall appoint 

another member of the Board to STAB.

2. Shall maintain an up-to-date schedule of all Philaletheis related rehearsals and performances.



3. Shall be responsible for scheduling rehearsal and meeting rooms in the College Center, 


Main Building, and Rockefeller Hall for all Philaletheis sponsored events.

4. Shall be assigned to full-length productions in order to assist the director.  

Responsibilities include:


a. Access to Philaletheis equipment.


b. Ensuring the director has completed and turned in all necessary paperwork to 

Philaletheis, the Shiva, Office of Campus Activities, and any other office or organization 

as required by each specific performance.

c. Ensuring the director is aware of and attends required meetings with the Shiva staff.

d. Meeting with the director if additional time is required outside of the director’s weekly meeting with the Philaletheis Executive Board.

e. Attending production and design meetings in consultation with the director.

f. Ensuring that a mandatory Philaletheis Executive Board preview of the performance 

is planned and takes place approximately 10 days prior to the performance date.  The 

format and purpose of the preview will be decided by the director and advisor.

g. Ensuring that the production’s strike has been successfully completed.

h. Attending at least two rehearsals in consultation with the director.

i. Performing other duties as they are agreed upon by the director and advisor.


G. The Administrative Manager:



1. Should take minutes and attendance at all meetings of the Executive Board and the General 

Body.  He/she must hand over the minutes to the next Executive Board at the end of the academic year.



2. Shall, at the conclusion of every Executive Board meeting, be responsible for e-mailing to 

Board members minutes from the meeting, including responsibilities each member assumed 

over the course of the meeting, if requested.



3. Shall be responsible for filing any required organizational reports with the V.S.A. (primarily 

monthly organizational reports).

4. Shall be assigned to full-length productions in order to assist the director.  

Responsibilities include:


a. Access to Philaletheis equipment.


b. Ensuring the director has completed and turned in all necessary paperwork to 

Philaletheis, the Shiva, Office of Campus Activities, and any other office or organization 

as required by each specific performance.

c. Ensuring the director is aware of and attends required meetings with the Shiva staff.

d. Meeting with the director if additional time is required outside of the director’s weekly meeting with the Philaletheis Executive Board.

e. Attending production and design meetings in consultation with the director.

f. Ensuring that a mandatory Philaletheis Executive Board preview of the performance 

is planned and takes place approximately 10 days prior to the performance date.  The 

format and purpose of the preview will be decided by the director and advisor.

g. Ensuring that the production’s strike has been successfully completed.

h. Attending at least two rehearsals in consultation with the director.

i. Performing other duties as they are agreed upon by the director and advisor.



5. Shall be responsible for the upkeep of the Philaletheis office.


H. The Financial Director:



1. Shall serve as the financial advisor to all Philaletheis productions:



Responsibilities include:




a. Allocation of budgets to productions and events in consultation with the Executive 

Director.




b. Maintaining an up-to-date record of financial status of individual productions and 

Philaletheis budget as a whole.

c. Coordinating along with directors additional budget requests addressed to the Executive Board in scheduled meetings.

d. Attending production meetings to ensure that the production team is aware of Philaletheis financial policies.




e. Assisting the director with any other financial aspect of a production.



2. Shall serve as the financial liaison to the V.S.A.

3. Shall apply for the following year’s Philaletheis budget at the conclusion of the year to the V.S.A.



4. Shall supervise and encourage all fundraising events along with the Freshman



Representative.


I. The Technical Director:



1. Shall serve as the liaison between technicians and the Executive Board.



2. Shall serve as technical advisor to all Philaletheis productions.  

Responsibilities include:




a. Assistance with any technical aspect of a production with which the director requires 

assistance.




b. Coordinating sharing of technical resources among Philaletheis productions.




c. Assisting productions with set-up of risers in the Shiva Theater, if necessary.



3. Shall organize a technical crew within the General Body to assist in the execution of technical 

responsibilities.



4. Shall attend the last half-hour of every production’s strike to ensure that the strike has been 

completed successfully.



5. Shall attend at least two production meetings of each Philaletheis sponsored event.


J. The Freshman Representative:



1. Shall serve as the liaison between the Freshman Class and the Executive Board.



2. Shall maintain a list of freshmen interested in Philaletheis.



3. Shall supervise and encourage all fund raising events along with the Financial Director.



4. Shall serve on two crews, either production or technical, during his/her first semester.



5. Shall be assigned to Directing Workshops, along with the Production Manager, in order to 

assist the directors.  

Responsibilities include:


a. Access to Philaletheis equipment and space.


b. Ensuring all necessary paperwork has been completed and turned in to the Office of 

Campus Activities, and any other office or organization as required by each specific 

performance.

c. Attending at least one rehearsal of each project in consultation with the director.

d. Coordinating and monitoring the audition and casting process of the projects.

e. Ensuring that a post-show discussion occurs which members of the Executive Board 

are required to attend and members of the General Body are encouraged to attend.

f. Ensuring that the projects’ strike has been completed successfully.



6. Shall be responsible for publicizing all General Body meetings and Philaletheis events (not 

full-lengths) across campus.

7. Shall be assigned to full-length productions in order to assist the director.  

Responsibilities include:


a. Access to Philaletheis equipment.


b. Ensuring the director has completed and turned in all necessary paperwork to 

Philaletheis, the Shiva, Office of Campus Activities, and any other office or organization 

as required by each specific performance.

c. Ensuring the director is aware of and attends required meetings with the Shiva staff.

d. Meeting with the director if additional time is required outside of the director’s weekly meeting with the Philaletheis Executive Board.

e. Attending production and design meetings in consultation with the director.

f. Ensuring that a mandatory Philaletheis Executive Board preview of the performance 

is planned and takes place approximately 10 days prior to the performance date.  The 

format and purpose of the preview will be decided by the director and advisor.

g. Ensuring that the production’s strike has been successfully completed.

h. Attending at least two rehearsals in consultation with the director.

i. Performing other duties as they are agreed upon by the director and advisor.

Section II:  The General Body


A. Must attend at least one General Body meeting per semester.  Attendance will be kept by the 

Administrative Manager.


B. May attend rehearsals in consultation with the director of any given Philaletheis production.

Article III:  Policies of Philaletheis 

Section I:  The Executive Board

A. Shall ensure, to the best of its ability, that every Philaletheis production and event is offered full artistic, technical, and financial support.


B. Shall attempt to provide artistic and technical advice and assistance to all members involved in 

Philaletheis productions in a constant endeavor to maintain the integrity of Vassar student theater 

artists and their work.


C. Shall decide on all judicial matters that occur within Philaletheis in a weekly closed meeting.


D. Shall, in order to maintain the integrity of Philaletheis, not repeat any discussion that takes place 

among the Executive Board during a closed meeting to anyone else but current Board members.  Such 

repetition will be considered dereliction of duty and thereby grounds for impeachment.  In the case that 

a member of the General Body requests the reasons behind a given decision they may be asked to 

meet with the entire Executive Board.


E. May open the vote on any issue to the General Body, as it deems necessary, whether by the will of 

the Board of by the expressed desire of the General Body.


F. Must publicize and open all elections to the General Body.


G. Shall mandate publicized auditions and open casting.

H. Shall work closely with other organizations and departments involved with rehearsals and performances, whether it be through use of facilities, space, costumes, equipment or otherwise, in order 

to maintain the integrity of Philaletheis.


I. Shall meet with the General Body at least twice every semester.


J. Shall meet with all the directors of Philaletheis productions and events at weekly meetings (in case of 

directing projects, all directors will be present at one meeting) to address concerns and needs.

K. Shall hold a forum between the Executive Board members and all directors at the end of each semester in which directors can raise concerns and needs.


L. Shall hold a time slot, the length of which is to be determined by the current Board, at the beginning 

of every weekly meeting during which any member of the General Body can address his or her 

concerns to the Executive Board. (A sign up sheet for this purpose will be posted weekly in the College 

Center by the Production Manager.)


M. Shall, at the end of the academic year present a debriefing in writing regarding what has succeeded 

and what has failed to be handed over to the next Executive Board.  It is the duty of the Administrative 

Manager to type this up and hand it over along with the minutes of every meeting.


N. Every member of the Executive Board shall be prepared to go above and beyond his/her designated 

duties in order to facilitate Philaletheis policies.

Section II:  The General Body


A. Shall vote on any issues brought forth to them by the Executive Board, including Constitutional 

amendments, policy changes, etc.


B. Shall vote in any election within Philaletheis.


C. Shall be free at any time to express concerns and needs to the Executive Board.

Article IV: Philaletheis Productions

Section I:  General Guidelines for the Voting in of the Philaletheis Season.

A. The Executive Board will accept proposals for Full-length productions at the beginning of each semester.

B. There will be no distinction made between proposals for the Susan Stein Shiva Theatre and proposals for Alternative Spaces.

C. Once the Executive Board has voted in the season, and assigned dates and venues to every production, a final yes/no confidence vote will be taken on the entire Philaletheis season.  In the event 

that the season is rejected, proposals will be voted on again.  

D. Available dates for productions to occur in the Susan Stein Shiva Theatre will be determined by STAB the previous semester.

Section II: Proposals for all Full-length Productions


A. Acceptance of a production will be based upon a submitted proposal by the director of the production 

and an interview with the Executive Board.


B. The format for submitted proposals will be left up to the discretion of each incoming Executive Board.

C. The format for the interview will be discussed and determined by the board in respect to the individual proposal prior to the actual interview.


D. All directors proposing for a production must have completed a directing project.  Exceptions may be 

made for second semester seniors.


E. Should a member of the Executive Board propose to direct for Philaletheis, their proposal shall be 

submitted under the same procedures as any other Philaletheis members.  Board members shall not be 

present for the discussion of their own proposal, and will not vote on their own proposals.


F. The Executive Board must fully discuss all proposals prior to voting.  Voting cannot proceed without 

every present member of the Board being prepared to cast a vote on each proposal.  The Executive Director reserves the right to call for a vote if he or she determines that the discussion has reach standstill.


G. All directors proposing for an Alternative Space must have investigated possible spaces for their 

production.  The Administrative Director shall assist in procuring Alternative Spaces only once the 

season has been selected.

Section III: Voting Procedure for Full-length Productions


A. Once all Executive Board members are prepared to vote on all given proposals or the Executive 

Director has called for a vote, the following procedure will be followed:



1. Yes/No Vote:




a. Each member of the Board shall make a list of his/her Yes votes without regard for 

scheduling or budgets.  Each member must place their number one choice at the top of 

his/her list and continue his/her list in order of preference.  Voting should be done on 

merit alone.



2. Tally of Votes




a. Votes will be counted by the Executive Director and the Administrative Director.




b. The top production on each ballot is assigned a vote value of the same number of 

points as shows that are being proposed (if eight shows are proposed, the top production is assigned an eight), and so on down to zero.  More than one play may receive a zero.




c. A rank order of plays is created.

d. Plays receiving two points more than the number of shows being proposed are eligible to be included in the season (if eight shows are proposed, then shows receiving ten points or more have been approved).




e. The top plays are included in the season.



3. Assignment of Dates:

a. Dates will be assigned by the Executive Director and the Production Director in consultation with the Executive Board once the season has been decided.

b. Priority will be given to the show(s) with the highest point values.


c. In the event that any show cannot be assigned any of the possible dates listed on the 

proposal, the Executive Director will phone the director of that show to offer an 

alternative date.  If the director declines, the show with the next highest point value shall 

receive that date and the Executive Director shall phone its director if the same problem 

exists.



4. Confidence Vote:




a. The Executive Director will propose the season to the members of the Board.




b. A discussion about the proposed season shall take place.




c. A yes/no confidence vote will be taken by secret ballot.

d. If the confidence vote does not result in a unanimous “yes” vote, the season is rejected, and the process shall be repeated once more.




e. If the season is rejected a second time, the Board shall discuss an alternative 

method of selecting the full-length season.

Section IV:  Procedure following Acceptance of Entire Philaletheis Season


A. Assignment of Budgets:



1. The Financial Director and the Executive Director meet on their own time to assign 

budgets to accepted shows.


B. Informing Accepted Directors:



1. Production Manager posts the season.



2. Financial Director emails directors assigned budgets.



3. Production Director emails directors assigned advisors after informing the Executive 

Board.



4. All accepted directors attend an Executive Board meeting the following week in 

order to receive guidelines.  During this meeting, each director must also receive a copy 

of the Philaletheis constitution.

Section V:  Vacant Susan Stein Shiva Theatre Dates


A. In the case that a date assigned by STAB to Philaletheis in the Susan Stein Shiva Theatre has 

not been filled following the voting in of the Philaletheis season:



1. The Executive Board will, following discussion, take a yes/no vote as to whether they 

want to leave the theatre dark on the given weekend. (It should be noted that should the 

decision be yes, Philaletheis will be assigned one less date in the Theatre by STAB the 

following semester.)

2. If the decision prevails not to leave the theatre dark, the Production Manager will post a notice in the College Center indicating that the date has not been taken by a 

Philaletheis production and is still available.



3. The Executive Board will then accept new proposals for the Shiva.



4. The proposal and voting procedure stated above for regular proposals will be followed.



5. In the case that the date is not filled in this second attempt, the Executive Board will 

take another yes/no vote regarding leaving the theatre dark on the given weekend.



6. If the result is no once more, the following two possibilities shall be considered:




a. Assigning the responsibility of filling the vacant weekend to the Executive and 

Production Managers (unless another member of the Board offers to take over 

this responsibility) who shall organize an event with which to fill the weekend.

Section VI:  Directing Workshops


A. Any student of Vassar College may propose a Directing Workshop for Philaletheis.


B. The format of the Directing Workshop proposals will be determined by the Executive Board.


C. Guidelines for Directing Workshops are as follows:



1. They must be under twenty minutes in length.



2. They must require a relatively small acting pool.



3. They must be able to be produced with absolutely no budget.



4. Following the presentation of the projects, a post-show discussion must take place.


D. In order to maintain the integrity of the workshops as an opportunity for first-time directors, the 

Executive Board shall solely take a yes/no vote on each proposal.  It is recommended that negative votes be cast only under the most severe reservations and after lengthy discussion.


E. In order to maintain the artistic integrity of Philaletheis and provide equal opportunities, all 

workshops must have at least two weeks of rehearsal time.

Section VII:  Special Events


A. Any student of Vassar College may propose to direct a Special Event through Philaletheis.

B. The format of Special Event proposals will be determined by the Executive Board.

C. Proposals for Special Events will be posted on the Philaletheis Board no later than one week 

after the full-length season is decided.  

D. Participation in Special Events must be open to the entire Vassar community.  
Section VIII:  General Regulations for Directors of Philaletheis Productions and Events


A. Directors of Philaletheis productions, workshops, events, etc. must adhere to the Philaletheis 


constitution.  Any violation made by the director, cast or crew of a Philaletheis sponsored event 

will immediately result in complete withdrawal of any financial, technical or production assistance.  

Further reparations may incur pending the decision of the Executive Board.

B. The director of each Philaletheis sponsored production, aided by their respective advisor must:


1. Sign and submit the director’s agreement form prior to receiving any monetary or 

technical assistance.


2. Sign and submit any forms required by the Susan Stein Shiva Theatre Staff.


3. Make sure to attend all required Susan Stein Shiva Theatre meetings.


4. Inform the Executive Board of all casting and major production changes over the 

course of rehearsals.


5. Inform the Susan Stein Shiva Theatre staff on all intentions regarding use of the 

theatre.


6. Hold casting open to the entire Vassar community.  Pre-casting is strictly forbidden.


7. Permit members of the Executive Board to attend rehearsals.


8. Hold a Philaletheis Executive Board preview at the latest by 10 days prior to the 

performance date.


9. Attend a Directors’ forums at the end of the semester.


10. Meet with the Executive Board once a week during the rehearsal process of the 

production at an assigned time.  The Sunday before the performance weekend, directors 

should bring their entire production team to the meeting.


11. Keep track of production’s budget status in order to prevent going over budget.


12. Submit a rehearsal schedule to the Administrative Director within one week of 

casting.


13. Complete a successful strike in compliance with outlines set by the Shiva 

staff or people responsible for Alternative Space.

C. All the aforementioned duties may be delegated by the director of a production to other 

individuals but are ultimately the responsibility of the director.

D. The director of each Philaletheis production is responsible for publicizing his or her own 

auditions and productions across campus.  The Production Director shall be responsible solely for 

articles or advertisements printed in the Miscellany News or announced on WVKR and for reserving bridges for signs in the College Center.  The further assistance of the Production Director in terms of publicity may be requested, but should not be taken for granted by a director.

E. In the case that a director is about to go over his or her allocated budget, a request for further finances may be made to the Executive Board.  Two weeks following the end of a production, 

requests for monetary aid to cover expenses already incurred will not be honored.

Article V:  Use of the Susan Stein Shiva Theatre


A. The Philaletheis Society, as a primary user of the Shiva Theatre, will assist in the 

management of the theatre, through STAB.  Thereby Philaletheis will attempt to work closely with 

administrators and other campus groups so as to ensure the fair and proper use of the Theatre.


B. The Executive Board shall:



1. Keep the best interest of the Theatre in mind while establishing schedules and policies.



2. Cooperate with the needs of the College in regard to the Theatre.



3. Adhere to the regulations established by the Susan Stein Shiva Theatre Advisory 

Board.



4. Maintain Philaletheis’ rights in regard to access, use of, and other privileges involved 

with the Theatre.



5. Make sure that the Susan Stein Shiva Theatre staff is fully aware of all rehearsals 

occurring in the Theatre.


C. No more than one show per weekend will occur in the Theatre unless the directors of both 

shows have agreed and have been accepted to work together in a repertory fashion.  This 

includes but is not limited to sharing rehearsal space, time and use of equipment in the Theatre.

Article VI:  Executive Board Elections

Section I:  Eligibility to run for Office:


A. In order to run for any position on the Executive Board, with the exception of the Freshman 

Representative, a candidate must be a member of the General Body for a minimum of one year 

and attend Vassar for the duration of his/her term.


B. In order to run for the positions of Executive Director or Executive Manager, a candidate must 

have served on the Executive Board for a minimum of one year and must be a member of the 

junior or senior class in the upcoming academic year.

Section II:  Time during which Elections are to take place:


A. Elections for the Executive Board shall take place no later than the last week of April.  Old 

Board members shall serve as advisors to the new Board members for the remainder of the 

semester.


B. At the beginning of the new academic year, the new Executive Board shall oversee the 

election process of the Freshman representative and any other vacant positions.

Section III:  Filing Period


A. Approximately ten days prior to elections, any General Body member interested in running for 

any office on the Board must submit their name and desired position(s) in writing to the current 

Executive Director.


B. Candidates may run for more than one position and must indicate this on their submission 

form.

Section IV:  Voting Procedure


A. General Body members may cast one vote only for each position up for election.


B. Votes will always be cast by secret ballot.


C. Only freshmen will be permitted to vote for the Freshman representative.


D. Votes will be counted by the Executive Director and Administrative Director.  If either of these 

members of the Board is running for a position the remaining member will delegate another 

member of the Executive Board who is not running for office to count ballots with him or her.


E. A victory shall be defined as receipt of a majority of votes cast.  In the event of a tie, a revote 

will be held between the candidates receiving the same number of votes until one candidate 

receives a majority of votes cast.

F. The Executive Director must announce the results of the election within 24 hours of the 

election.

Section V:  Absentee Ballots


A. No absentee ballots will be permitted for preliminary elections.

B. General Body members may make arrangements for absentee ballots for runoffs only through 

the Executive Board.

Article VII:  Removal from Office

Section I:  Grounds for Impeachment:


A. Grounds for impeachment shall consist of one or more of the following.



1. Dereliction of duty.



2. Incompetence to perform duties.



3. Employment of funds or property of Philaletheis for private gain.



4. Violation of the Philaletheis Constitution.

Section II:  Call for Removal from Office


A. If the aforementioned grounds for impeachment are believed to exist, any member of the 

Philaletheis Society may call for the removal of any Executive Board member.


B. The motion for removal must first be brought before the Executive Board.


C. The Executive Board will proceed to investigate the charges.  The Executive Board must allow 

the individual facing the charges to speak with them.


D. The Executive Board shall vote, in a closed meeting, based on the findings of the investigation.


E. The Executive Director, or the Executive Manager, in the case that it is the Executive Director 

facing the charges, must report the findings of the investigation to the General Body in a special 

meeting no later than seven days after the initial charge.


F. The Executive Director or Executive Manager shall recommend the removal or maintenance of 

the Board member based on the vote of the Executive Board to the General Body in this special 

meeting.


G. If the Executive Board recommends removal, two-thirds of the General Body’s vote is required 

to remove the Board member in contention.


H. If the Executive Board finds that the indicted individual is not guilty of the charges raised, the 

General Body may vote to veto the Board’s decision.  Three-fourths of the General Body’s vote is 

required to veto the Board’s recommendation.

Article VII:  Amendments to the Constitution

Section I:  In order to make amendments to the constitution the following procedures must be followed:


A. Any member of the Executive Board or General Body may move to make an amendment to 

the Constitution.


B. The Executive Board shall vote, in a closed meeting, on the proposed amendment.


C. The Executive Director must report the decision of the Board no later than seven days after the 

Board votes to the General Body.


D. If the Board votes in favor of the amendment, the General Body may ratify the amendment 

with two-thirds of the vote in favor of the amendment.


E. If the Board vetoes the amendment three-fourths of the General Body’s vote is required to 

overturn the veto.  

Appendix I

Technical Position Descriptions

1. Technical Director/Production Manager/Producer

a. Responsible for coordinating all the technical aspects of the production.

b. Coordinates tech crews, all of them, schedules crew times.

c. Full knowledge of the space and its capabilities.

d. Coordinates all necessary materials and supplies, props, scene changes, etc.

e. The person besides the director on the Key Permission list, coordinates who needs the keys 

when.

f. Makes sure the set design is structurally sound-does NOT build the set.

g. Has knowledge of all technical aspects so that they could take over in any area of tech.

h. Organizes strike.

i. Runs production and design meetings

j. Fundraising

k. Allocation of funds

2. Light Designer

a. Responsible for designing/drafting the light plot and programming cues.

b. Finds a board op and crew.

c. Hangs and focuses lights.

d. Strikes all fixtures, cable, gels, etc. and makes sure they go back in an orderly fashion.

e. Researches and proposes a budget for all rentals and purchases (gels, etc.) if applies.

f. Works with TD to coordinate hanging and focusing schedule.


g. Requirements:


Full knowledge of the Light board (Shiva)



Genie Certification (Shiva)



Full knowledge of all instruments and the way they hang

3. Set Designer

a. Responsible for designing the set and drafting working and presentation drawings.

b. Develop a researched, itemized budget.

c. Find a crew and Master Carpenter (if necessary, see below).

d. Knowledgeable of space and all building codes.

e. Coordinates with the TD and MC to get the set built and painted.

4. Master Carpenter

a. The set designer is not necessarily responsible for building the set, although in many cases the 

set designer will also be the master carpenter.

b. Complete knowledge of every tool and material needed to build the set.

c. Complete knowledge of how to build a structurally sound set.

d. Knowledge of where to get all the necessary materials.

e. Coordinates with TD on the building schedule and making sure the set is completed on time.

f. Builds a set able to be struck in a timely manner.

5. Sound Designer

a. Full knowledge of the technical aspects of the system and how it can be used and adapted 

towards the benefit of the production.

b. Works with the director to produce/create the desired sound effects.

c. Develops a researched budget for all necessary rentals.

d. Finds a crew and sound board op.

e. Determines placement of all speakers and mics.

f. Does not just pick music.

6. Costume Designer

a. Works with director and production staff to create and find costumes.

b. Develops and proposes a researched budget.

c. Familiarity with stock costumes in the Phil Closet.

d. Responsible for the clean and undamaged return of any borrowed items.

Appendix II

Casting

1. There is no pre-casting in Philaletheis.

2. A director cannot cast him/herself.

3. Auditions must be advertised and open to the entire student body.

4. Auditions for full-length shows will be held during the same week.

5. All cast lists must be on the Philaletheis-Board for at least five days prior to auditions.

6. A director must have at least one other person present in the room with him/her at auditions (ie. a stage manager, assistant stage manager, etc.)

7. Following Auditions, all director and stage managers will attend a pre-callback meeting supervised by the Philaletheis Executive Board.  Directors will be notified if there could be a possibility of double casting, and are advised to keep in mind other options.

8. Following callbacks, all directors and stage managers will attend a pre-casting meeting supervised by the Philaletheis Executive Board.  If double casting might occur, directors are advised to reconsider.  If neither will reconsider, and the actor would have less than two weeks time between each project, the actor will be called by an unbiased Philaletheis Executive Board member, the actor will be allowed to choose which show he/she would like to be in.  The directors will accept this as the final decision.

9. If there are any changes in the cast list throughout the rehearsal process, the director must notify the Philaletheis Executive Board before officially making any changes.

Appendix III

Policies for Selecting a Season

1. The Philaletheis Executive Board will follow all guidelines outlined in the Philaletheis Constitution in the selection of a season.

2. Theatre is a subjective art, and while there are certain elements of an interview or a proposal that are critical in the decision making process, the Executive Board has been elected to make executive decision, some of which are subjective and artistic.  The Philaletheis Executive Board has outlined several elements that are considered in the decision making process.  But this list is not complete, and the Philaletheis Executive Board retains the right to make Executive decisions that are subjective and independent of this list of policies, dependant on each candidate.

3. The following policies are critical.  Failure to succeed in the below items could result in immediate disqualification.

a. A proposal must have a Stage Manager and a Production Manager.

b. The Technical Director of Philaletheis must verify that the SM and PM are able and competent to perform their duties.  

c. A script must be enclosed with the proposal.

d. A Your Space attachment must be enclosed with the proposal.

e. They must sign and agree to all terms in the Directors Outline.

f. They must sign up for and arrive promptly to their interview.

4. The following policies are things we as the Philaletheis Executive Board look for in both the interview and the Your Space portion of the proposal.

a. An understanding of the play that he/she can easily communicate to others.

b. A solid idea of a director’s principles and ideas behind rehearsals.

c. A basic understanding of the function of design meetings, production meetings, all technical 

responsibilities, and the function of tech. week.

d. An understanding of what Philaletheis provides, and good reason to want Philaletheis support.

e. If proposing for the Shiva, good reasons for the necessity of the Shiva space.

f. If proposing for an Alternative Space, good reasons for the necessity of the Alternative Space.

5. As theatre artists, we work in a community and are responsible no only to ourselves but everyone who works with us.  With this in mind, the Philaletheis Executive Board maintains the right to consider previous experience a director has had in both Philaletheis and in other organizations very seriously as either a positive addition to their proposal, or as a serious consideration for disqualification.

6. The Philaletheis Executive Board also strives to select not only individual plays but to attempt to create an entire theatrical season that benefits the entire Philaletheis General Body.  Therefore, the Philaletheis Executive Board maintains the right to disqualify a proposal based on its inability to provide certain necessities for the General Body in the creation of a specific season.

Appendix IV

Policies for Designation of Budget

1. As much as a specific semester budget will allow, each show is given their requested monetary support.

2. The Financial Director will consider the possibility of fundraising before settling on a final budget.

3. The Financial Director will consider leaving money aside for use in general Philaletheis events, as well as providing all directors with a cushion in case of miscalculation in their budgets.

4. Final budgets will be assigned by the Executive Director and the Financial Director.

5. Directors who go over their budget without notifying the Philaletheis Executive Board are given no guarantee of a full reimbursement.

6. Philaletheis strictly adheres to all VSA treasurer rules, and will make no exceptions.
