
 



This checklist has been created to serve as 

a  fra m e w ork fo r d iscu ssion  b e t w e e n  

Tou rin g  Co m p a n ie s  a n d  Ve n u e s, w h e re b y 

it  is  m u t u a lly a g re e d  w h ich  a n t i-ra c is t  

a c t io n s a re  t o  b e  u n d e rt a ke n  b y t h e  

p a rt ie s . Bo t h  b a se lin e  a n d  g o od  p ra c t ice  

a c t io n s lis t e d  in  t h e  rid e r a re  g ive n  b e low , w it h  so m e  

fu rt h e r sp a c e  fo r a d d it ion a l a c t ion s. It  is  n o t  p re su m e d  

t o  b e  fit  fo r p u rp ose  fo r e ve ry o rg a n isa t ion  in  it s  

im m e d ia t e  p re se n t a t io n , b u t  ra t h e r t o  b e  a d a p t e d  t o  

b e st  fit  a lon g sid e  cu rre n t  m o n it o rin g  a n d  d a t a  t ra ckin g . 
 

In t he Lead Up to Entering the Venue  

Touring Company  Venue  

Provide Opportunities 
for all employees (on 
permanent contract) to 
receive regular Anti -
Racism training  
 
Which provider:  
 
When/How often:  

 Provide Opportunities 
for all employees (on 
permanent contract) 
to receive regular Anti -
Racism training  
 
Which provider:  

 
When/How often:  

 

Provide needs of the 
production and 
production members 

 Maintain a Safe Space 
Charter that is read at 
Meet and Greets/Get -

 



as early as as possible, 
in c .: 
 
Acce ss  Re q u ire m e n t s  
fo r Com p a n y Me m b e rs  
 
Te ch n ica l a n d  De sig n  
Re q u ire m e n t s  

in s  a n d  a lw a ys 
a va ila b le  t o  in -h ou se  
t e a m s a s  p a rt  o f t h e  
Ve n u e ’s  An t i-Ra c ism  
p o licy (o r s im ila r 
in it ia t ive s). 
 
Loc a t e d  w h e re  on  
in t e rn a l syst e m ?  

 
P u b lic ly a va ila b le  o n  
w e b sit e ?  

P rovid e  a  Com p a n y 
In fo  P a ck m in im u m  
t w o  w e e ks p rio r t o  
a rriva l, w h ich  c ove rs  
in fo rm a t ion  a b ou t  t h e  
com p a n y, t h e  
p ro d u c t io n  a n d  t h e  
Com p a n y Me m b e rs , 
in c lu d in g  h e a d sh o t s  
a n d  n a m e  
p ro n u n c ia t ion s  
 
Tim e lin e  o f p ro d u c t ion : 

 Re sp on d  p osit ive ly a n d  
p ro a c t ive ly t o  t h e  
t e ch n ic a l re q u ire m e n t s  
o f t h e  p ro d u c t ion  a n d  
p ro d u c t io n  
re q u ire m e n t s  
in c lu d in g  sp e c ia lism s 
on  h a ir, m a ke -u p  a n d  
lig h t in g  
 
 
Tim e lin e  o f p ro d u c t ion : 

 

Com m it  t o  in c re a sin g  
t h e  e t h n ic  d ive rs it y o f 
s t a ff t o  re fle c t  t h e  
d e m og ra p h ics  fro m  a  

 Com m it  t o  in c re a sin g  
t h e  e t h n ic  d ive rs it y o f 
s t a ff t o  re fle c t  t h e  
d e m og ra p h ics  fro m  a  

 



wider range of 
com m u n it ie s  if it  
cu rre n t ly d oe s n o t .   

Se lf-e va lu a t ion :  

w id e r ra n g e  o f 
com m u n it ie s  if it  
cu rre n t ly d oe s n o t .   

Se lf-e va lu a t ion :  

P rovid e  re g u la r a n t i-
ra c ism  t ra in in g  o ffe rs  
fo r t h e  c om p a n y’s  p o o l 
o f fre e la n c e rs  
 
W h ich  p rovid e r:  
 
W h e n /How  o ft e n : 

 P rovid e  re g u la r a n t i-
ra c ism  t ra in in g  o ffe rs  
fo r t h e  ve n u e ’s  p o o l o f 
fre e la n ce rs  
 
W h ich  p rovid e r:  
 
W h e n /How  o ft e n : 

 

En su re  o rg a n isa t io n a l 
a w a re n e ss  o f c u lt u ra l 
a n d  re lig iou s c a le n d a rs  
t h rou g h ou t  t h e  ye a r  

No t a b le  e ve n t s /d a t e s  
d u rin g  p rod u c t ion  
e n g a g e m e n t : 

 

 En su re  o rg a n isa t io n a l 
a w a re n e ss  o f c u lt u ra l 
a n d  re lig iou s c a le n d a rs  
t h rou g h ou t  t h e  ye a r  

No t a b le  e ve n t s /d a t e s  
d u rin g  p rod u c t ion  
e n g a g e m e n t : 

 

Ca rry ou t  a n  in d u c t ion  
p ro ce ss  fo r re h e a rsa ls , 
in c lu d in g  a n  o u t -lou d  
re a d in g  o f t h e  rid e r  

 

   



Timeline of production:  

    

    

Welcome to the Venue  

Touring Company  Venue  

Provide Company Info 
Pack as close to 
contracting as possible 
and minimum two 
weeks prior to arrival, 
including:  

- Headshots  
- Pronunciations of 

names  

 Provide a welcome 
pack as close to 
contracting as possible 
and minimum two 
weeks prior to arrival, 
including:  
 

- Demographics of 
the area  

- Recommended 
places to eat and 
things to see and 
do  

- Transport and 
map  

- Licensed/approve
d taxi companies  

- Full staff list.  

 

Distribute the Venue’s 
Welcome Pack to the 
Company at least a 
week before arriving at 

 Indicate to the Touring 
Company in advance 
who will be meeting 
them upon arrival at 

 



the Venue.  
 
Tim e lin e  o f p ro d u c t ion : 

re c e p t ion /le a d in g  a  
t ou r o f t h e  b u ild in g . 
Tim e lin e  o f p ro d u c t ion : 
 

Re cc e  t h e  ve n u e  p rio r 
t o  a rriva l (a n d  
p re fe ra b ly p rio r t o  
p ro g ra m m in g ) a n d  
m e e t  w it h  t h e  s t a ff 
t e a m .  
 
Tim e lin e  o f p ro d u c t ion : 

 Ma ke  t h e  Tou rin g  
Com p a n y’s  Co m p a n y 
In fo  P a ck a va ila b le  t o  
s t a ff t h rou g h o u t  t h e  
b u ild in g .  
 
Tim e lin e  o f p ro d u c t ion : 

 

P rovid e  c le a r 
com m u n ica t io n  a n d  a  
d e d ic a t e d  c on t a c t  
p e rson   
 
Con t a c t  p e rso n : 

 Host  a  w e lco m e  fo r 
e ve ry p rod u c t ion , 
re g a rd le ss  o f le n g t h  o f 
ru n , w h ich  sh o u ld  b e  
p la n n e d  t o  a llo w  fo r 
m a xim u m  a t t e n d a n ce . 

 

P rovid e  c le a r a rriva l 
t im e s fo r w h e n  t h e  
com p a n y w ill a rrive  
t og e t h e r 
 
Tim e  (if kn ow n ): 

 W h e n : 
 
Fo rm a t : 
 
Exp e c t e d  n u m b e rs: 

 

  Give  e ve ry e m p loye e  
(in c lu d in g  ca su a l 
w orke rs) t h e  

 



opportunity to attend 
t h e  w e lco m e  e ve n t s  

  P rovid e  a  fu lly 
a cce ssib le  p re -
re c o rd e d  t ou r o f t h e  
ve n u e  w it h  ca p t ion s  
 
On e -o ff re co rd in g , 
a n n u a l u p d a t e s:  

 

    

    

Wellbeing & Pastoral Care  

Touring Company  Venue  

Provide clear 
information to all 
freelancers from 
casting onwards 
concerning where a 
tour is going and what 
it will consist of  
 
Comms methods:  
Accessible Versions:  

 Designate a member 
of staff as a wellbeing 
support person who 
will share pastoral 
responsi bility with the 
Touring company 
whilst they are at the 
venue. Staff members 
in this role will receive 
support and relevant 
training.  
 
Contact person:  

 



Provide a contact 
p e rson  w it h in  t h e  
com p a n y fo r su p p o rt , 
a n d  s ig n p ost in g  t o  
e xt e rn a l p ro fe ssion a ls  
w h e re  n e e d e d ; a n d  
m a ke  a va ila b le  t h e  
d e t a ils  o f t h is  su p p o rt  
t o  a ll p a rt ic ip a t in g  
ve n u e s a s  p a rt  o f a n y 
d e a l 
m e m o/co n t ra c t in g  
p ro ce ss .    
 
Con t a c t  p e rso n : 

 P rovid e  c le a r 
in fo rm a t ion  re g a rd in g  
g re e n  ro om s, t o ile t s , 
s t a ff on ly sp a c e s  e t c  
 
Com m s m e t h o d s: 
Acce ssib le  Ve rsion s:  
 

 

P rovid e  t e ch n ica l a n d  
g e t -in  sc h e d u le s  a  
m in im u m  2 w e e ks 
p rio r t o  t h e  t ou rin g  
w e e k, e n su rin g  
a d e q u a t e  t im e  is  
a llow e d  fo r c o m p a n y 
m e m b e rs  t o  c h e ck in t o  
a cco m m od a t io n  
d u rin g  d a ylig h t  h ou rs  
a n d  sch e d u lin g  t h is  
a p p rop ria t e ly 

 P rovid e  c le a r 
in fo rm a t ion  on  h ow  
t h e  b u ild in g  o p e ra t e s  
(in c lu d in g  o p e n in g , 
lock-u p , on -sit e  
p e rson n e l e t c ) 
 
Com m s m e t h o d s: 
Acce ssib le  Ve rsion s:  

 

Alloc a t e  d re ssin g  
ro om s w it h  d u e  

 Ke e p  d ig s  lis t s  u p  t o  
d a t e  a n d  e n su re  a ll 

 



consideration to cast 
size , c a st  m a ke u p  a n d  
a n y a cc e ss  n e e d s. 
 
Tim e lin e  o f p ro d u c t ion : 

d ig s  a re  p re -ch e cke d . 
Ma in t a in  re g u la r 
con t a c t  w it h  d ig s  h o st s  
t o  e n su re  a ll d e t a ils  a re  
u p  t o  d a t e  a n d  d ig s  
re m a in  su it a b le  fo r 
Tou rin g  Co m p a n ie s .    
 
An n u a l ch e ck:  

P a y t ou rin g  a llow a n ce  
a s  e a rly a s  p o ss ib le  so  
t h a t  d ig s  c a n  b e  
b o oke d  w e ll in  
a d va n c e .   

 Ha ve  a  d e d ica t e d  ‘Dig s’ 
m e m b e r o f s t a ff t o  
lia ise  w it h  t h e  t ou rin g  
com p a n y a n d  a d vise  
on  a re a s  a n d  sa fe t y 
w it h  p a rt icu la r re g a rd s 
t o  la t e  e ve n in g  fin ish e s  
p ost -t e ch  o r sh ow  a n d  
com p a n y Me m b e rs  
t ra ve llin g  h o m e  in  
u n fa m ilia r c it ie s .  

 

Sp e a k t o  e a ch  la n d lo rd  
b e fo re  t h e  vis it , u s in g  
t h e  Sa fe  Sp a c e  Ch a rt e r 
a s  a  fra m e w ork fo r 
d iscu ssion  
 

 Ma in t a in  a  ze ro -
t o le ra n ce  a p p roa c h  in  
d e a lin g  w it h  a n y 
re p o rt e d  in c id e n t s  
in vo lvin g  d ig s  a n d  d ig s  
lis t  t o  b e  m a in t a in e d  
a n d  u p d a t e d  in  
a cco rd a n c e  w it h  t h is . 

 



Advocate the anti -
ra c ism  p o licy t o  
Th e a t re  Dig s Booke r so  
t h a t  it  c a n  b e c om e  a n  
a ccu ra t e  a n d  u p -t o -
d a t e  ce n t ra lise d  d ig s  
syst e m  t h a t  Ve n u e s 
a n d  Tou rin g  
Com p a n ie s  w ill p a ss  a ll 
in fo rm a t ion  on t o .  

 Ad voc a t e  t h e  a n t i-
ra c ism  p o licy t o  
Th e a t re  Dig s Booke r so  
t h a t  it  c a n  b e c om e  a n  
a ccu ra t e  a n d  u p -t o -
d a t e  ce n t ra lise d  d ig s  
syst e m  t h a t  Ve n u e s 
a n d  Tou rin g  
Com p a n ie s  w ill p a ss  a ll 
in fo rm a t ion  on t o .  

 

Sh a rin g  d isc lo su re  o n  
t ra in in g  re c e ive d  
 
W h ich  p rovid e r:  
 
W h e n /How  o ft e n : 

 Sh a rin g  d isc lo su re  o n  
t ra in in g  re c e ive d  
 
W h ich  p rovid e r:  
 
W h e n /How  o ft e n : 

 

  Ask d ig s  h ost s  t o  s ig n  
u p  t o  a  Sa fe  Sp a ce  
Ch a rt e r.   

 

  Dive rsify d ig s  lis t  a n d  
w h o  is  h ost in g .  

 

    

    

Marketing  

Touring Company  Venue  

Provide details of  Provide details of  



audience targets, how 
t h e se  t a rg e t s  h a ve  
b e e n  se t  a n d  w h a t  
e xp e c t a t ion  t h e re  is  o f 
m e e t in g  t h e m     
Tim e lin e  o f p ro d u c t ion : 

a u d ie n ce  t a rg e t s , h o w  
t h e se  t a rg e t s  h a ve  
b e e n  se t  a n d  w h a t  
e xp e c t a t ion  t h e re  is  o f 
m e e t in g  t h e m     
Tim e lin e  o f p ro d u c t ion : 
 

P rovid e  a c t ion s fo r 
g e n e ra t in g  a u d ie n c e s 
a n d  in t e re st  t h rou g h  
d ia lo g u e  a n d  
d iscu ssion  
 
Tim e lin e  o f p ro d u c t ion : 

 P rovid e  a c t ion s fo r 
g e n e ra t in g  a u d ie n c e s 
a n d  in t e re st  t h rou g h  
d ia lo g u e  a n d  
d iscu ssion  
 
Tim e lin e  o f p ro d u c t ion : 

 

Sh a re  m a rke t in g  
s t ra t e g y a n d  a u d ie n ce  
d e ve lo p m e n t  p la n s  
 
Tim e lin e  o f p ro d u c t ion : 

 Sh a re  m a rke t in g  
s t ra t e g y a n d  a u d ie n ce  
d e ve lo p m e n t  p la n s  
 
Tim e lin e  o f p ro d u c t ion : 

 

Discu ss  a ll la n g u a g e , 
im a g e  a n d  a sse t s  u se d  
t o  m a rke t  a n d  se ll t h e  
sh ow , in c lu d in g  w h e re  
e a c h  p a rt y h a s  d is t in c t  
sp e c ia lism s a n d  
kn ow le d g e  w h ich  ca n  
su p p o rt  t h e  a p p ro a ch  
t o  m a rke t in g  a n d  sa le s  
 

 Discu ss  a ll la n g u a g e , 
im a g e  a n d  a sse t s  u se d  
t o  m a rke t  a n d  se ll t h e  
sh ow , in c lu d in g  w h e re  
e a c h  p a rt y h a s  d is t in c t  
sp e c ia lism s a n d  
kn ow le d g e  w h ich  ca n  
su p p o rt  t h e  a p p ro a ch  
t o  m a rke t in g  a n d  sa le s  
 

 



Timeline of production:  Tim e lin e  o f p ro d u c t ion : 

Me e t  w it h  Box Office  
a n d  Ma rke t in g  s t a ff 
p rio r t o  a rriva l (a s  p a rt  
o f re cce ) o r b e fo re  t h e  
firs t  p e rfo rm a n ce  t o  
d iscu ss  
p ro d u c t io n /t h e m e s/c o
m p a n y  
 
Tim e lin e  o f p ro d u c t ion : 

 Sh a re  m a rke t in g  p la n s 
a n d  p rin t /p u ll u p s w it h  
t h e  Tou rin g  Co m p a n y 
a s  soo n  a s  p oss ib le  
a ft e r p ro g ra m m in g , 
a n d  w e ll in  a d va n c e  o f 
t h e  t ou r, so  t h e re  is  
c la rit y o f e xp e c t a t io n  
fro m  t h e  b e g in n in g . 
 
Tim e lin e  o f p ro d u c t ion : 

 

  Sh a re  in t e rn a lly (w it h  
m a rke t in g  t e a m s) 
re a so n s fo r 
p ro g ra m m in g  a n d  
p osit ive  m e ssa g in g  
a rou n d  p rog ra m m in g   

 

  Con sid e r t h e  p la c in g  o f 
p rin t , p u ll-u p s a n d  
o t h e r p ro m in e n t  
m a rke t in g  m a t e ria ls  
a n d  in vo lvin g  Tou rin g  
Com p a n ie s  w it h in  t h a t  
d e c is ion  m a kin g .  
 
Ba sis  fo r d e c is ion s: 
In t e rn a l t e a m  
re sp on sib le :  

 



    

    

Brochures and Websites  

Touring Company  Venue  

Consider the 
implications of 
stereotypes when 
choosing images and 
text, and to seek 
broader, diverse 
feedback to support 
the process where 
required  
 
Internal decision 
maker:  
Consulted:  

 Consider the 
implications of 
stereotypes when 
choosing images and 
text, and to seek 
broader, diverse 
feedback to support 
the process where 
required  
 
Internal decision 
maker:  
Consulted:  

 

Provide boiler plate 
descriptors for local 
PRs and coverage. This 
should be created in 
conjunction with the 
venue and reflect the 
Venue’s knowledge of 
their area.    
 
 
Timeline of Production:  

 Provide clear word 
counts and 
requirements of copy, 
and to con sult with 
Touring Companies 
before editing or 
changing it, both on 
longer versions/on 
webpages as well as 
short copy in 
brochures.   

 



 
Tim e lin e  o f P ro d u c t ion :  

    

    

Audiences  

Touring Company  Venue  

Establish mechanisms 
for inclusivity to 
improve the audience 
experience.  This 
should include working 
together to break 
down unhelpful 
expectations around 
audience behaviour 
and etiquette and 
agree where the 
perceived etiquette 
can and should be 
challenged  

 

Mechanism 
established:  

Usability check:  

Responsibility lies with:  

 Establish mechanisms 
for inclusivity to 
improve the audience 
experience.  This 
should include 
working together to 
break down unhelpful 
expectations around 
audience behaviour 
and etiquette and 
agree where the 
perceived etiquette 
can and should be 
challenged  

 

Mechanism 
established:  

Usability check:  

Responsibility lies with:  

 



Discuss presumptions 
a rou n d  w h o  a u d ie n c e s 
a re  a n d  w h e re  ‘va lu e ’ is  
p la c e d , in  o rd e r t o  
w e lco m e  a ll a u d ie n c e s 
irre sp e c t ive  o f 
b a ckg rou n d , soc io -
e con o m ics o r ra ce  
 
Me ch a n ism  
e st a b lish e d : 

Usa b ilit y ch e ck: 

Re sp on sib ilit y lie s  w it h : 

 Discu ss  p re su m p t io n s 
a rou n d  w h o  a u d ie n c e s 
a re  a n d  w h e re  ‘va lu e ’ is  
p la c e d , in  o rd e r t o  
w e lco m e  a ll a u d ie n c e s 
irre sp e c t ive  o f 
b a ckg rou n d , soc io -
e con o m ics o r ra ce  
 
Me ch a n ism  
e st a b lish e d : 

Usa b ilit y ch e ck: 

Re sp on sib ilit y lie s  w it h : 

 

Un d e rt a ke  a n  
e va lu a t io n  a t  t h e  e n d  
o f t h e  p ro d u c t ion  t o  
im p le m e n t  le a rn in g s 
a n d  sh a rin g  ou t com e s. 

Eva lu a t ion  le a d : 

Sh a rin g  p ra c t ic e :  

 

 Un d e rt a ke  a n  
e va lu a t io n  a t  t h e  e n d  
o f t h e  p ro d u c t ion  t o  
im p le m e n t  le a rn in g s 
a n d  sh a rin g  ou t com e s. 

Eva lu a t ion  le a d : 

Sh a rin g  p ra c t ic e :  

 

Discu ss  w it h  t h e  Ve n u e  
Fro n t  o f Hou se  a n d  
m a rke t in g  t e a m s w o rk 
a rou n d  
c re a t in g /su p p o rt in g  a n  

 In t e rrog a t e  t h e  o ffe r 
w it h in  t h e  b u ild in g  
(foo d , sp a c e  t o  
w ork/soc ia lise ) a s  a  
w h o le , a n d  e n c ou ra g e  

 



inclusive and equitable 
sp a c e  fo r a u d ie n ce s.  
 
Re sp on sib ilit y le a d :  

a cce ssib ilit y   fo r 
e ve ryon e   
 
Tim e lin e : 
An n u a l re vie w : 
Re sp on sib ilit y le a d :  

In t e rrog a t e  t h e  
la n g u a g e  u se d  a c ross  
t h e  c om p a n y w e b sit e , 
a sse t s  a n d  m a rke t in g  
m a t e ria ls  t o  e va lu a t e  
h ow  w e lco m in g  a n d  
in c lu sive  it  is  t o  
a u d ie n ce s  
 
Tim e lin e : 
An n u a l re vie w : 
Re sp on sib ilit y le a d :  

 In t e rrog a t e  t h e  
la n g u a g e  u se d  w it h in  
t h e  b u ild in g  (s ig n a g e , 
in st ru c t io n s, 
a n n ou n ce m e n t s  e t c .) 
a n d  e va lu a t e  h ow  
w e lco m in g  a n d  
in c lu sive  it  is  t o  
a u d ie n ce s  
 
Tim e lin e : 
An n u a l re vie w : 
Re sp on sib ilit y le a d :  
 

 

Ha ve  a  d e d ica t e d  s t a ff 
m e m b e r re sp o n sib le  
fo r a u d ie n ce  
d e ve lo p m e n t  in  p os t  a s  
soo n  a s  p o ssib le , in  
o rd e r t o  m a ke  
w ra p a rou n d  e ve n t s  
h a p p e n  in  t h e  t im e lin e  
n e e d e d  fo r t h e  ve n u e s  

 Con firm  a n d  sh a re  a  
c le a r a n d  
com p re h e n sive  b u d g e t  
fo r a u d ie n ce  
d e ve lo p m e n t  t h a t  c a n  
b e  a lloc a t e d  t o  ce rt a in  
sh ow s t h a t  w ill h e lp  
a ch ie ve  it s  a im s.   
 

 



 
Re sp on sib ilit y le a d :  

Re sp on sib ilit y le a d :  

  Discu ss  w it h  t h e  
Tou rin g  Co m p a n y t h e ir 
cu rre n t  a u d ie n ce  
m a ke -u p  a n d  w h a t  t h e  
e xp e c t a t ion s 
su rrou n d in g  t h e  
P rod u c t ion  a re .  
 
Tim e lin e  o f P ro d u c t ion : 
Re vie w  p roc e ss:  
Re sp on sib ilit y le a d :  

 

    

    

Data Sharing  

Touring Company  Venue  

Share full data reports 
(within GDPR 
regulations) of the 
entire tour  
 
 
Timeline of Production:  
Review process:  
Responsibility lead:  

 Share all data (within 
GDPR regulations) 
from the visiting show 
with the touring 
company responsible  
 
Timeline of Production:  
Review process:  
Responsibility lead:  

 

    



 
 
 
As a g re e d  o n  d a t e : 
 
 
 
Be t w e e n : 
 
 
 
Th e  c h e cklis t  is  t o  b e  re vie w e d  re g u la rly a n d  e va lu a t e d  
a t  t h e  e n d  o f t h e  p ro d u c t ion . 
 
 


