
Our PAC 
It is hard to believe that we are approaching the end of our first full year of PAC programming.  It has been both a joy 
and a challenge and we have certainly learned a lot!  Thanks for working with us as we have tried to make the space 
more accessible to you as we keep it beautiful and functional for generations to come. 

This past year we have had concerts, plays, movies, class experiments, speakers, awards ceremonies, election activities, 
orientations, presentations and workshops in this space.  

We want to encourage staff to use the PAC auditorium.  But, we ask that you remember this is NOT a classroom.  Like all 
spaces in the district, policies have put in place for the PAC.  The following information reflects those policies and will 
make scheduling and space usage simpler, safer, and more accessible for all. 

 

General Procedural Rules  
PAC lobby area 

1. No running or horseplay. 
2. No hanging over stairway railings. 
3. Food and liquids must remain in the lobby area. 
4. Patrons should not block entrances to the theatre. 
5. Exterior doors are not to be propped open. 
6. Elevator may only be used with PAC staff accompanying rider. 
7. Any art displays should be left untouched. 

 

PAC auditorium 
1. No food or liquids allowed.  
2. No feet on the seats or ledges.  
3. No crawling over seats in the theatre ---- use aisles. 
4. Audience members should not access the stage or backstage areas. 
5. Only trained staff/students are allowed to enter the tech booth and run the sound and light board. 
6. Students should NOT be on the catwalks. 
7. Only trained staff are allowed to run the rigging (fly) system. 
8. Only trained staff/students are allowed to run the spotlight. 
9. Students should NEVER be in the theatre without a staff member present. 

 

PAC backstage area 
1. Contact Paula Prill (ext. 2668) if you want to borrow anything from the backstage storage areas (including  

costumes, props, scenery, equipment, and miscellaneous items). 
2. Any items removed will need to be signed out when taken and signed in when returned. 
3. Due to safety issues, use of the scene shop must be supervised by a PAC staff member. 

 

PAC general user info 
1. Automated light switches 
2. Microphones (hand-held wireless with or without stands and headsets) 
3. Podium and computer (to be synced with screen for presentations) 
4. Screen 
5. Shells 



PAC Usage Request Protocol 
All events MUST be scheduled and confirmed before usage.  This includes practice and performance times. 

1. Contact Peg Peterson in the community ed office (extension 2711) to begin the scheduling process.  Please 
schedule as soon as possible, but no later than 3 weeks before the event. 

2. Provide Peg with your preferred date and some alternate choices. 
3. Receive a confirmation from Peg that your requested date has been confirmed and reserved. 
4. Paula Prill will contact you and go over information regarding time, audience, and technical needs.  The 

appropriate paperwork will be completed together, and a copy sent to you via email for your approval. 
5. Necessary technical staff will be appointed for your event; custodial staff will also be alerted to the event. 
6. Paula will contact you 3-5 days before your event to review paperwork and finalize any changes.  

 

 
 

Safety Protocol for PAC 
All PAC doors (including exterior, lobby and backstage) will remain locked at all times.   

1. Under no circumstances should doors be propped open.   
2. Students are not allowed in the theatre without an instructor who has scheduled PAC usage. 
3. Instructors are required to keep students clear of rigging system, sound and light booth and equipment, all stage 

curtains and backdrops, sound shells, automated light switches, and backstage rooms. 
4. Instructors are required to remain with students at all times.   
5. If instructors choose to use the stage, all rules and procedural restrictions must be followed, including, but not 

limited to, the following: 
a. Safety lights at the edge of the stage MUST be on. 
b. Access must be gained by using the stairs.  NO jumping on or off the front of the stage. 
c. Students should not alter anything on the stage as productions may be in rehearsal with stage sets. 
d. Students should avoid sound shells when in place for concerts. 
e. Students should avoid sound and light panels on stage. 
f. Students should avoid handling any curtains on the stage area. 

 

Another usher training will be held in the fall for anyone interested in working shows in the auditorium. 

 
 

PAC Etiquette 
A concerted effort has been made this year to provide rules of theatre etiquette to our audiences.  For many in our 
community, attendance in a formal theatre setting is something new to them.  The following page is the information we 
have provided in programs and classrooms.  It is printed on a separate page here in hope that you will copy it and share 
it with your students as you begin next year.  Students learn what they see so staff needs to be diligent in practicing 
these rules!  The etiquette page is available electronically from Paula Prill if you prefer. 
 
 



Theatre Etiquette 
 

Welcome to the New London – Spicer Performing Arts Center.  Thanks to the residents of our district, we are privileged to 
have this beautiful facility in our community. 

 

Here are some helpful tips on appropriate and respectful behavior in your PAC: 
 

Arrive early.  To avoid being late, plan to arrive early.  Lights will flicker in the lobby and a tone will be heard indicating 
  that the show will begin in 5 minutes.  If you arrive late, you will be asked to wait patiently until there is  a break  
 in the performance. Do not argue with the ushers about having to wait, they are just doing their job. There are 
 monitors in the lobby showing the performance while you wait. 
 
Turn off cell phones, watch alarms, and other electronic devices. If you forgot to turn off your cell phone and it  rings 
 during the performance, immediately turn it off, do not answer the call. You can always check for messages 
 during the intermission. 
 
Do not talk, whisper, sing, or hum during the performance.  Do not engage with any participants during the show, 
 including technical staff, orchestra members, and actors. 
 
Food and liquids are NOT allowed in the auditorium. This includes water bottles and hard candy (noisy wrappers).  
 Ushers will require you to either throw away your food/beverage or leave it in the box office area. 
 
Keep feet on the floor, not on the seat or wall in front of you.  We want this gorgeous space to stay beautiful for many 
 generations to come. 
 
Applaud!  Performers appreciate enthusiastic applause, shouts of "Bravo" and standing ovations. Applaud after a well 
 performed song or dance during a scene, after each scene or act, and at curtain call. 
 
Stay seated during curtain call.  An audience that rushes the exits during cast bows is being disrespectful and rude to 
  the cast, crew, and orchestra of the show. 

Prepare children.  If you bring your child to the theater, prepare them beforehand by telling them about theater 
 manners. Explain that they should be quiet, sit still, and not disturb others around them. If it is a serious play, tell 
 them to listen carefully and not laugh at the sad parts or other inappropriate times. They need to keep any 
 negative comments to themselves, until they get in the car or home. Actors have worked hard to prepare the 
 play, and inappropriate responses will hurt their feelings. Have them use the restroom before the performance 
  begins. If your child disturbs the audience, take them to the lobby and watch the show on the television screen. 
 Please use discretion when deciding if your child is mature enough to be a member of the audience. 
 
Obey copyright regulations.  By law, video recording is prohibited during any theatrical performance in compliance with 
 copyright infringement laws.  Photography is allowed providing a flash is not used.  Flashes can disorient and 
 distract actors on stage, presenting a safety issue.  

Enjoy the show!  Remember, you are here to have fun and witness great talent.  Make it an experience to remember! 

 


