Publicity
You and your cast will be working very hard to put together your show, so you need to make sure people actually come and see it! Good publicity is key to getting a large audience, and the larger the audience, the better the atmosphere for everyone involved.
Publicity may be something you want to outsource to your producer, but ultimately you should make things happen as quickly as possible, and push the people responsible to complete their tasks asap. Late production of posters and flyers will harm your audience numbers significantly. Let’s go through some of the main elements.
Posters/Flyers/Banner
You should begin working on this as soon as possible after your play has been chosen. Find someone to commit to designing the main image, and begin writing a synopsis of the play for the back. The flyer should also contain the Woodhouse address, performance and booking details. The banner should contain an image, when the play is on and ticket booking information. For all of these, you can generate a QR code.
The form for requesting a poster/flyer design should be submitted to the design person by the time of the first read-through. Be aware that the designer may be able to help you with creative ideas – an original, visually-striking image can really set your play apart from all the others competing for attention.
You may want to use members of your cast in the poster. If so, make sure the costumes you want them to appear in are sourced as soon as they are cast. Get a photographer to take some good-quality images of the cast members which can be used in the poster. 
Posters and flyers can be printed by Riverside Printers (www.riversideprinters.co.uk). All technical details are on their website. They charge £95 for 2500 A5 flyers and 100 A4 posters (essentially a single sided A4 flyer). The banner can be produced from www.your-print.co.uk, who give us a special price for an 8’ x 2’ banner of £30. Technical specs are available on their website.
Distribution
The sooner you have your posters, the better. If you can get them before the previous show has performed (and you really should aim to) you can lay the flyers on the seats of the audience members. You should make a tour of local businesses to put up posters and host flyers – the community liaison with the committee will be able to also suggest some more relevant places to distribute.
You should give a lot to your cast to distribute at their relevant places. There should be at least two flyering sessions organised, one at Leytonstone tube station and another by Wanstead and Snaresbrook tubes for Saturday mornings and afternoons in the 2-3 weeks before your show. A lot of audience members come from these sessions, and they should be included in your rehearsal schedule. The banner can be placed outside the hall on the fence by the bus stop after the previous show has ended. Secure it against the railings using cable ties.
Special Distribution
If your show has a particular theme that may be of interest to a certain section of society (for example, a play about the challenges of homosexuality may be of particular interest to the gay community), then you should also arrange appropriate places to distribute flyers or relevant community websites to promote the show. The more effort you put in to promoting the show, the bigger the audience.


Social Media
The group Publicity Officer will be in charge of creating a relevant facebook event for your show as soon as possible. You may need to prompt them to do so! You will be made an admin, and you should encourage your cast to all join and invite all their Facebook friends. Try keeping up interest in the page by posting rehearsal photos or other interesting teasers for the show.
The group Publicity Officer will also give you access to the WP Twitter account (@woodhouseplays). You can use this to tweet information about the show, or post pictures again.
If your production contains actors under the age of 18, please make sure they or their parents give consent if you wish to use them in rehearsal pictures.
Reviewer
You may wish to have your show reviewed on a website or two. Not every director wants this, but if you do, invite reviewers from Sardines, Remote Goat and any other website you find to a performance on the first weekend. You’ll have to give them a couple of free tickets, but in return they’ll write some review of your show.
Listing Websites
You should also put information about your show on all the listing websites available. Some examples of regular ones we use include;
· www.artsinwalthamforest.com – Make sure you select the ‘performance’ category. You will need to enter the 9 days of the show originally, and then delete each individual day the show is not on for it to display all the performances.
· www.guardian-series.co.uk/news/wfnews - You select the start date and end date, then tick the boxes for the days we're actually performing. If you want the matinees to show up separately in the calendar, enter the event twice, the second time with the matinee start time & just Saturdays ticked. 
· www.wansteadvillagedirectory.com
· www.remotegoat.com – where you can also request a reviewer.
· www.sardinesmagazine.co.uk
· www.amdram.net
Waltham Forest Guardian
[bookmark: _GoBack]The local paper should be contacted three to four weeks before your show with your press release. It is also worth asking them if they are interested in a fuller story, particularly when there is a special angle available, or we have been involved in fighting neighbourhood crime. The group publicity officer will put you in touch with the right people.
Programmes
Regardless of who is producing the programme, you will need to include certain standard information. Towards the centre should be a list of cast and crew, plus the acknowledgements to Woodhouse Patrons and our sponsors. An example programme is in the appendix.
As director, you should also write an introduction where you can introduce the play and thank anybody you like who contributed or inspired the show. You should encourage your cast and crew to write a three sentence biography about their previous acting experience. Get them to do this asap for inclusion.
Programmes are printed by www.londonclp.co.uk. Email them the programme as an A4 document (preferably as a pdf), and they will sort the rest. It’s cheaper to pay when you pick up, and if you get them the programme a week before you need it, it should work out fine. It costs £34 for 150 8-sided A5 programmes.
You should also consider printing a small number of programmes in larger print, which may be popular with older audience members who have issues with reading normal-sized print.
