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Children’s Castle Theater
Cast Handbook

Dear Parents and Cast Members: 

Congratulations on joining the cast of Disney’s Tarzan. Because of CCT’s wish to keep parents, guardians and cast 
members informed, we have combined the majority of our weekly memos into a single Cast Handbook. If you have not 
acted with CCT in the past, we ask that you read this handbook in its entirety as it contains important information about 
the rehearsal process and will answer many questions you may have. If you have acted with CCT before, please review 
this handbook as there may have been changes. (Changes are generally noted in bold and underlined text.)

Congratulations once again! We look forward to working with each one of you!

Attendance Policy: Unless noted as a conflict on your audition form you must be at every rehearsal you are scheduled to 
attend. If it looks like you will be missing more than two rehearsals for the same song/scene, please talk to Kayla as soon 
as possible - we may have made a mistake on your schedule or mis-read your conflict form. If this has occurred, we will 
do our best to find another role that will work with your schedule but sadly, we cannot make any guarantees. CCT 
understands last minute emergences occur causing actors to miss rehearsals or arrive late. If this happens, please call, 
email or text us ASAP, even if it’s just a few minutes prior to rehearsal. Actors who miss more than one rehearsal (that was 
not noted on their original form) risk being cut from the production without participation fee repayment. Acceptable 
reasons to miss rehearsal include; illness that prevents you from leaving your home, family emergencies and (with 
permission) auditions for other theater productions. Reasons that are NOT acceptable; a friends birthday party, 
opportunity to attend a concert/show, pool party, grandparents in town, etc. (Bring your grandparents or out of town family 
to rehearsal so they can see what you are working on!)

Dropping out of the Show: If you are no longer interested in participating in the production and would like to drop out of 
the show, PLEASE send us an email (childrenscastletheater@gmail.com) to let us know. If you plan to drop, please notify 
us no later than Saturday, June 1st. (If you drop after paying your fee you will NOT receive your fee back.)

Acting Fees: As noted on the audition form (as well as on the Lakeville Community Education registration pages), there is 
an $88 participation fee for each actor (age 17 and under) who was cast in the production, with a maximum family cap of 
$210. This fee helps cover costs associated with printing, costumes, sets, props, storage, space use etc. Fees are due 
Sunday, June 30th. All fees will be collected by Lakeville Area Community Education via an online payment process. 
CCT will send you an email with a link to pay once the webpage is available. (You may also pay Community Education via 
check - please contact them if you would like to use this option at 952-232-2150). DO NOT bring cash or checks to CCT 
rehearsals, we are NOT able to accept participation fee payments.

All fees paid after June 30th will be subject to a $25 late fee regardless of the reason for late payment - including 
technology errors. 

If your family is experiencing extreme financial need and you are unable to pay the entire fee, you may apply for a 
scholarship through Lakeville Area Community Education. Please note that these scholarships are ONLY for families who 
are in true financial need. In order to be considered, parents MUST fill out an information form - CCT does not see these 
forms. For information, please contact Community Education at 952-232-2150 or email amanda.cambronne@isd194.org 

Scripts/Music: You will receive one script and copy of sheet music for each song you are in (if applicable)! Please put 
your name on your script/music, so we can get it back to you if you forget it. Actors should feel free to write on, highlight, 
or mark their script/music as they see fit! CCT will have additional music copies at rehearsals should you forget yours, if 
you loose your script/music PLEASE ask a staff member if there are extra copies. 

Respecting the School/Venue: CCT is fortunate to have the ability to rehearse and perform in amazing venues like the 
Lakeville Schools and Lakeville Area Art Center. We expect that actors and parents will treat these spaces with the utmost 
respect. This means making sure to throw away any garbage, recycle any water-bottles, etc. once you are finished with 
them. This also means wiping down tables after snacks in the cafeteria and cleaning up after yourself in the restroom. If 
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you move a folding chair, be sure to put if back when you are done. The custodians and building attendants are here in 
case of problems, emergencies and actual cleaning (not tidying up after us)! Please be respectful of them and their time.

Rehearsal Expectations: During rehearsals the directors and choreographer will be focusing on the scene or song that is 
being rehearsed. Our main responsibility is to the actors on stage and therefore we may not notice those entering or 
leaving the rehearsal rooms without permission. Because we wish to keep actors safe, we recommend you attend 
rehearsals with your child if you are worried they may be inclined to run in and out of the rehearsal rooms/buildings. We 
STRONGLY recommend adult (or older sibling) supervision for actors age 8 and under.

It is expected that each person in the production will act with complete respect towards everyone else in the show (as well 
as any other groups sharing the buildings with CCT). Hitting, pushing, name calling, bullying and disrespectful or 
discriminatory remarks are NOT allowed. In instances that these things do occur it will result in a phone call to the parents 
of the misbehaving actor as well as the request that the parent of the actor be present at all rehearsals/dress rehearsals 
and performances their actor is involved in if necessary. The strength of the violation may result in the actor being asked 
to leave the production and will also strongly limit the actor’s chances of being cast in future productions. 

It is also important that actors, parents and guardians remember it is the job of the production staff to instruct the cast. We 
LOVE to see fellow actors and parents working together during down time on choreogprahy, lines, etc. and we LOVE 
when actors work to bring new ideas to their roles. We like to work in an environment where everyone should feel excited 
and welcome to contribute! That said please refrain from giving advice/direction to actors that may be inconsistent with the 
instructions the production staff has given, doing this can lead to confusion among the cast. It’s best to leave the actual 
direction to the production staff.

Receiving Information: CCT does its best to keep cast members and parents informed by sending email updates 
throughout the rehearsal process. Watch your junk/trash/promotions/etc. inboxes for emails and send us an email if you 
are unsure whether or not your are receiving the emails. Often times, there are also important announcements made 
verbally at the beginning/end of rehearsals. If you feel your actor is too young to transfer verbal communications to you, 
we ask you to attend rehearsals with your actor so you do not miss important information.

You can find other important information; rehearsal schedule, choreography videos (as they become available), online fee 
payment, etc. on the cast login. To locate the cast login, visit www.childrenscastletheater.org. Click the AUDITIONS tab 
and find CAST LOGIN on the drop-down memo. Once the site has been updated you will be able to access it with the 
password: VINE (capitalization does count). It may be a week or two before the website is updated. 

Another great way to receive information is by connecting with us on Facebook. CCT has two Facebook pages:

Public Facebook Page: https://www.facebook.com/childrenscastletheater/
This is a public page (used for marketing announcements) that you can LIKE. You’ll want to LIKE and 
FOLLOW this page if you are interested in seeing and sharing production updates, photos, videos, etc. with 
your Facebook friends! We don’t post any private information on this page (like rehearsal dates/times) we 
also don’t post anything on this page unless it directly relates to CCT. You can also use this page to leave a 
review of CCT.

Closed Facebook Group Page: https://www.facebook.com/groups/38198052245/
This is a group you can request to JOIN. You can’t see anything post in this group unless you are a member. 
This is a place where we post last minute reminders and announcements about current CCT shows. After 
the show, this group allows you to stay connected with CCT members so you can hear about upcoming CCT 
events before they become public. We also post announcements about CCT actors who may be 
participating in non-CCT productions and parents share pictures or videos they’ve taken during the show so 
everyone has access to them. It’s our online CCT community!

Rehearsal Start Times: If the calendar says your rehearsal is at 6:00 that means rehearsal BEGINS at 6:00. It DOES 
NOT mean you can arrive at 6:00. Plan to be 10mins early so we can begin on time. If you are not on time, do not expect 
rehearsals to end on time. If you are running late to rehearsal please call or text Kayla or Heidi to let us know!

Eating at Rehearsal: Actors may bring snacks or drinks to rehearsals and eat them in the cafeteria areas. Please clean 
up after yourselves and DO NOT eat while you are actually rehearsing. If actors fail to clean up, eating privileges will be 
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revoked. CCT is known for leaving areas looking clean (including bathrooms) - please help us keep this image! No one is 
allowed to bring food into the theaters. Actors can NEVER eat while in costume! Actors are also never allowed to chew 
gum at rehearsal. You are encouraged to bring a bottle of water to rehearsals and performances.

Memorization: Practice, practice, practice; your music, choreography and lines (as applicable)! The sooner you 
memorize your parts, the more fun rehearsal will become. This is because it is difficult to work on things like hand 
gestures, expressions and choreography when an actor has to hold a script/music in their hand. Another advantage to 
memorizing early is that it will give you more confidence come dress rehearsal week. Although each actor memorizes 
lines/songs differently, we generally recommend working on one scene/song at a time and having a parent or sibling 
practice with you. For musicals, singing along to your rehearsal CD or the digital tracks on the MTI App or Website is a 
great way to learn the songs! (More info on how to access these things will be available in the next few weeks.) If you 
need tips on memorization, please see a staff member for advice.

Tickets: Tickets will be available for purchase (within the next few weeks) from the CCT website as well as in-person prior 
to the start of performances. We strongly recommend purchasing tickets online as the at-the-door process can be a bit 
tedious and, if you do not arrive early enough, may result in you missing a portion of the show while you wait in a ticket 
line. Purchasing early also helps staff know what they can budget for and helps encourage others looking at the ticket site 
to purchase early!

CCT is excited to announce that we will be testing some new ticket pricing for this summer’s production. If all 
works well with the technology side of things, we intend to offer discount balcony seats as well as price breaks 
for young children. Standard ticket pricing will be $15 (adults and children), $10 (senior citizens).

Once tickets become available, we will also share a discount code with the cast that will allow you to purchase discount 
tickets. The code will only work for tickets purchased by a certain date, so be sure to watch for the email!

Ticket Ordering Tips:
• Buy tickets as soon as possible. Not only does this secure your seat but it helps get more audience members to the 

shows as it shows the general community how interested people are in the production! The larger the audience, the 
more fun the show is for the actors to perform!

• Tickets are seat-specific. The seat you buy is the seat you’ll sit in. Keep this in mind if you are planning to attend the 
show with others.

• The best seats depend on your preference.The seats in the Main section are on a slanted floor but are not stadium 
seats. The seats on the Sides and in the Balcony are stadium seats - but are further away. If you are unable to figure 
out how to buy tickets online, please send us an email. Ticket refunds are not accepted.

Basic Things to Know for Tech Week!

Dress rehearsals are the most fun, strenuous and tiring part of the show, all wrapped up into one four-day package! 
During dress rehearsals (or tech week) we will run the entire show from beginning to end, just as if it were the actual 
performance. We will work in lights, sound, costumes, make-up, props, and sets. 

Dress rehearsals run from 6:00 - 10:00. Part-time actors only need to come to the dress rehearsals indicated on the 
schedule. Arrival times for Dress Rehearsals will vary based on your role and the scenes you perform in. Actors may not 
change out of their costume or leave the dress rehearsal until Kayla gives the ok. On Monday and Tuesday evening, 
actors will be released as their scenes are completed. On Wednesday and Thursday, actors must stay for the entire 
rehearsal. Please do not arrive after 9:30 to pick up your actor!

Actors backstage must follow rules in a polite and quiet manner. We like to let actors have fun backstage, and encourage 
them to bring quiet games, coloring books, etc. to play with while they are not on stage. That said, there are often actors 
who decide not to follow rules by eating in costume, playing in the bathrooms or yelling and running excessively. If actors 
continuously fail to follow the rules, their roaming privileges will be revoked and they will be required to sit in a designated 
space with one of our parent volunteers watching over them – very similar to sitting in a desk at school. They will still be 
allowed to play games and talk quietly with friends, but will not be allowed to leave the space without permission.
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Pictures: Throughout rehearsals and performances there may be CCT cast members (or parents of actors) taking 
pictures of the cast in order to be used in CCT marketing materials including; the CCT scrapbook, in newspapers, on the 
website/facebook site etc. Anyone uncomfortable with their picture appearing in these materials should talk to Kayla. We 
will have a cast picture night that will be announced in late July. Please feel free to bring a camera and take pictures this 
evening. (We will not have professional cast pictures taken.) 

We ask that NO ONE submits actor’s pictures to local newspapers (print or on-line) without first discussing it with Kayla or 
Kelly Beck-O’Sullivan (CCT’s Marketing Chair).

Staff Contact Information: 
Kayla (Director): 612-388-7961
Heidi (Director): 651-263-4054
childrenscastlehteater@gmail.com

We understand sometimes it is easier to send a text message if you have a quick question or need to notify us you are 
running late. We do not mind receiving text messages, (in fact, Kayla prefers it) however, please be sure if you send a 
text, to let us know who you are! Do NOT send a text while driving.


