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[image: ]Getting Started Discussion Guide
What is this document?
This document provides a template for a conversation that should be had by a theatre company before using the Tracker. Anyone within the company who is involved in casting should be part of this conversation (who this is will vary company to company but could, for instance, include the Artistic Director, Executive Director, casting team, Producers). We estimate that an hour would be sufficient. 
We have created this discussion guide to work alongside the Tracker, encouraging you and your colleagues to make space during the year to agree what it is you want to achieve and how you plan to do so. This guide will ask you to identify some targets for your company and then undertake action-planning to give yourselves the best chance of success. 
Remember that beyond the Tracker and this discussion guide there are many tools and resources on the Theatre Casting Toolkit that can support you to make progress towards your targets.
How do we fill in this document?
We recommend that one person takes responsibility for noting key decisions made during the discussion. We have left space for you to do this. In some places we have given example answers (in green type). You can overwrite these with your own answers. 
We have formatted this as a Word document so you can alter or add to it - feel free to make it your own. 
What happens next?
Once you’ve had the conversation that this guide prompts you’re ready to begin filling in the Tracker spreadsheet. 
One of the first things the guide will ask you to identify is a time period you’d like to focus on (the length will vary company to company but could, for instance, be a season, a 12 month period or a multi-year period). Once this time period is underway you’ll need to arrange to check in as a group on the progress you’re making. You can use the next discussion guide in this series, the Checking In Discussion Guide, for this.
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Date of this meeting:
People present at the meeting:
Notes taken by:[image: ]
Period of Time
You will need to identify a period of time that you want to use the Tracker for. What this period is, and how long it is, is up to you.
[image: ]Discuss - The Tracker requires us to identify a period of time we’d like to focus on. It should:
Begin in the near to mid future (perhaps beginning in the next two to six months)
Involve enough productions to give us a meaningful sample to work from
Have all or the majority of the productions included in the period yet to be cast 
Bearing this in mind, what period of time would we like to focus on?
Our answer is that the time period will
Begin on: 1st November 2019
End on: 31st October 2020

The productions taking place within this period are:
	Production
	Director
	Cast size
	Location

	Hamlet
	Alex Smith
	12
	Main House

	Educating Rita
	Sam Jones
	2
	Studio

	Cinderella
	Alex Smith
	10
	Main House

	Christmas Studio show (TBC)
	TBC
	2 – 4 (TBC)
	Studio
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Target Groups
On the Tracker spreadsheet you can establish targets for a minimum of one and a maximum of four different actor groups. You will be asked to select a target percentage for representation of each of these groups within your chosen time period. 
[image: ]Discuss – What are the targets we’d like to establish for ourselves during the period of time?
How many groups does it feel realistic for us to set targets for in this time period (the Tracker will let us set up to four) 
Which groups should we focus on? Why?
What will our target percentage(s) be based on? (e.g. reflective of national/local population; a proportional increase from our current numbers)
Our answer is that over the time period our target is that:
30% of actors we employ will be from under-represented ethnicities
[Copy, paste and amend the above if you are setting further targets for yourselves]
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Threats and Challenges
Now that you’ve established your target(s) we recommend you use the rest of your time together to consider potential challenges and what you will put into place to mitigate or reduce these.
[image: ]Discuss – Looking at our target(s) against the productions that we’ll be producing in that time period, what could create a threat or challenge to us achieving what we want to? What do we need to consider or put in place in order to counteract these?
	Possible risk/threat
	Action 
	Who
	By when

	Visiting directors don’t know about our targets or understand they need to support us to achieve them
	Artistic Director to reference this in first conversations with visiting directors after they are confirmed for a production. Backed up by Producer following up with directors’ agents
	Artistic Director, Producer
	Immediate start
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[image: ]Date for checking in
You will need to check-in once your time period is underway to monitor progress as a group. You can use the Checking In Discussion Guide to support you during that meeting.
Date of checking in meeting: Jan 20
Who should attend? Everyone who was here today plus Comms. Team
Who is responsible for co-ordinating this meeting: KB
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