
ASST. COSTUME DESIGNER 
 
NAME: 
 
PRODUCTION: 
__________________________________________________________________ 

1)​ Applicable Dates   

The parties hereby acknowledge that the timeline for the production is as follows: 
 

​ Meet & Greet​ ​ ​ DATE 
Costume Preliminary Designs​ DATE 
Budget Meeting​ ​ DATE 

​ Costume Final Designs​ ​ DATE 
​ First Rehearsal​ ​ ​ DATE 
​ Load-In​​ ​ ​ DATE 
​ Tech ​ ​ ​ ​ DATE 
​ Opening​ ​ ​ DATE 
​ Closing​​ ​ ​ DATE 
​ Strike​ ​ ​ ​ DATE 

2)​ Services/Duties 
 

a)​ Read the script and determine the costume needs of the production.  
b)​ Create and maintain the costume plot matrix and the costume piece lists.  
c)​ Act as liaison with costume shop when Costume Designer is unavailable.  
d)​ Coordinate elements for fittings including all purchased items.  
e)​ Compile design notes from fittings.  
f)​ Attend production meetings and rehearsals as a representative for the Costume Designer and 

costume shop.  
g)​ Provide costume information to other production areas in consultation with the costume designer.  
h)​ Update costume dressing lists in consultation with the costume designer.  
i)​ Pull rehearsal costumes as necessary.  
j)​ Encouraged to attend rehearsals and Designer Run 
k)​ Facilitate swatching and shopping for Costume Designer.  
l)​ Help manage petty cash and purchase orders checked out to Costume Designer.  
m)​ Compile and maintain production “bible.”  
n)​ Supervise the correct labeling of all items for proper wardrobe identification.  
o)​ Inventory rental costumes as necessary and help manage their return.  
p)​ Help collate and distribute notes from the Costume Designer during dress rehearsal and preview 

period.  
q)​ Actors should be prepared to provide basic stage makeup and tattoo cover up if requested.  
r)​ Actors must be prepared to remove facial and/or cartilage piercings and should have the 

necessary clear spacers to maintain their piercings. 
s)​ Actors should maintain their hairstyle, color, texture, and length as seen at auditions through the 

entire production process. Any changes must be approved with the Costume/Hair and Makeup 
Designer and the Director. 

t)​ Perform other duties as assigned by the Costume Director. 

This contract serves as a guideline of your role in this production.  It has been created to lay out certain 
expectations of your position and not created as a training manual for your role. There are many 
components to your position that are beyond the scope of this contract and those elements are found in 
your classwork & training.  Please speak to your advisor regarding any and all of those responsibilities. 

 

 



​ ​  
​​4) Budgets 
​​ 

a)​  The EmStage staff is responsible for maintaining budgets.  The Designer agrees to work in collaboration 
with the Production Manager and Costume Shop Supervisor  to ensure the best use of resources. 

 
5) General Release 
 
General Release for use of name, likeness, image, voice, performance, and/or biographical information. 
Note: THIS IS A RELEASE OF LEGAL RIGHTS — READ AND UNDERSTAND BEFORE SIGNING  
 
In consideration for the opportunity to have my work or other promotion material distributed by or through 
Emerson College (“Emerson”), I hereby authorize Emerson or those it designates, to record and publish my name, 
likeness, image, voice, performance, and/or biographical information on film, videotape, audiotape, electronic 
media or otherwise (“Recordings”) for use, in whole or in part, in perpetuity worldwide by Emerson and those 
designates for educational, scholarly, promotional, job placement, or other purposes, in any format or media now 
know or later created.  
 
I consent to the use of my name, likeness, image, voice, and biographical material in connection with the 
Recordings.  
 
I grant and assign to Emerson all right, title, and interest in and to the Recordings, including without limitation, 
copyright.  
 
I confirm that:  

a)​ I have the right to enter this agreement 
b)​ My performance and the rights granted in this agreement will not conflict with or violate any commitment I 

have with any other person or entity 
c)​ Emerson has no financial obligation to me for the Recordings or this agreement 
d)​ I am solely responsible for the content and accuracy of any and all Recordings and material supplied under 

this agreement. Accordingly, I confirm that none of the Recordings and material supplied under this 
agreement. Accordingly, I confirm that none of the Recordings or other material supplied under this 
agreement infringes on any copyright, trademark, right of privacy, or any other right of any other person 
or entity, and that nothing contained in the material supplied under this agreement is in any way false, 
libelous, obscene or otherwise contrary to law.  

e)​ I am aware that the Recordings and other related material supplied under this agreement may be 
protected from involuntary disclosure under the Family Educational Rights and Privacy Act (FERPA) I 
hereby authorize Emerson to disclose the Recordings and any material contained in them. And further 
release Emerson and any person acting on its behalf from any and all liability in any way related to or 
arising out of such disclosure.  

f)​ I understand that Emerson may publish or otherwise make Recordings and information contained in the 
available to the public through, among other means, the Internet. I further understand that Emerson 
cannot police, regulate, or otherwise control use of released into the public domain.  

g)​ I understand that in the event Emerson publishes Recordings supplied under the terms of this Release in 
and format and/or posts such Recordings on any site, web page, or other electronic media, Emerson may, 
in its sole discretion cease or recall and such publication and/or remove or take down any such electronic 
media at any time without prior notice. 

h)​ I understand that neither this Release, nor any of the statements contained in this Release, in any way 
obligate Emerson to publish to post Recordings supplied under this Release.  

i)​ I understand that the terms of this Release shall apply to any updates or revisions which I may make to any 
Recordings or related information supplied under the terms of this Release and that Emerson is not 
required to obtain a new release concerning any such update or revisions prior to publishing or posting 
such updated or revised Recordings.  

j)​ I understand that nothing in this Release shall relieve me of my obligations under any Emerson rules, 
policy, or handbook provision.  

 
I hereby release, discharge, and agree to hold harmless Emerson, its trustees, officers, employees, agents, 
representatives, affiliates, and any and all persons or entities acting on their behalf or pursuant to their permission, 
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​ ​  
authority, direction or control from any liability (including, without limitation, any liability for negligence and 
liability arising out of the conduct of third parties) for any injury that may occur to me while performing or 
appearing in the Recordings or in any way arising from any and all liability to me or to my successors, heirs, or 
assigns for any claims, including without limitations, claims for libel, defamation, exercise of rights granted under 
this agreement.  
 
This agreement represents my entire understanding with Emerson concerning the material supplied hereunder. I 
have read this Release prior to signing it, and I understand and agree to its contents. This agreement may not be 
amended unless Emerson and I agree in writing. This agreement, which has been signed as a contract under seal, 
will be governed by and constructed under the laws of Massachusetts (excluding its conflicts of laws principles).  

 
 
 
 
 
 
_________________________________                           ​ ​ _______________________________ 
​ ​ ​ ​ ​  
Asst. Costume  Designer        ​ ​ ​ ​ ​ Production Manager                                           
Date​ ​ ​ ​ ​ ​ ​ ​ Date      
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