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Company Members Handbook 

 

Island City Stage is an Equal Opportunity Employer 

It is the policy of Island City Stage to recruit, hire, train, promote, transfer, pay and take all 

other employment actions without regard to an individual’s race, color, national origin, 

ancestry, sex, sexual orientation, religion, age, physical disability and veteran status, as required 

by law. 
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Section 1 - Welcome 

1.1 History, Goals & Culture 

Island City Stage (ICS) was created by members of the Greater Fort Lauderdale LGBT 

community who saw a need for a local, professional theater that explored all aspects of the 

LGBT experience—accurately, creatively, and compassionately. It is important that plays foster 

interaction, understanding and acceptance of every individual’s unique perspective both LGBT 

individuals and heterosexuals. Founded in 2012, Island City Stage has gained the reputation of 

being a multi-award winning professional theater that provides stellar performances for those in 

the Greater Fort Lauderdale/Wilton Manors/Oakland Park communities. We specialize in 

developing new work in addition to featuring the works of playwrights who expose audiences to 

different voices and experiences. These works are brought to life on stage through the talents of 

professional artists, both union and non-union, whose credits include Broadway, Off Broadway, 

National Tours, major regional theatres, film and television. 

1.2  Purpose of this Handbook 

This handbook has been prepared to inform new company members of the policies and 

procedures of Island City Stage and to establish ICS’s expectations. It is not all-inclusive or 

intended to provide strict interpretations of our policies; rather, it offers an overview of the work 

environment. This handbook is not a contract. ICS reserves the right to unilaterally revise, 

suspend, revoke, terminate or change any of its policies, in whole or in part, whether described 

within this handbook or elsewhere, in its sole discretion. If any discrepancy between this 

handbook and current ICS policy arises, conform to current ICS policy. Every effort will be 

made to keep you informed of the ICS’s policies, however we cannot guarantee that notice of 

revisions will be provided. Feel free to ask questions about any of the information within this 

handbook. This handbook supersedes and replaces any and all personnel policies and manuals 

previously distributed, made available or applicable to company members. 

1.3. Board and Community Support  

Island City Stage, governed by a volunteer Board of Directors, is a non-profit arts organization 

dedicated to producing theatrical experiences that positively impact the LGBT & general 

community. Board members hail from surrounding counties and give countless hours, leadership 

and financial support throughout the year to ensure the success of the organization. Island City 

Stage could not exist without its loyal and dedicated community support!  

1.4. Staff 

• Managing Director– Martin Childers md@islandcitystage.org  

• Artistic Director– Andy Rogow amrbroker@gmail.com  

• Assistant Artistic Director– Michael Leeds mleeds1492@aol.com  

• Technical Director – Ardean Landhuis  

• Stage Manager – Jeff Ostrow  jlojeffy@yahoo.com 

• Seasonal/Per production Company Members 

mailto:md@islandcitystage.org
mailto:amrbroker@gmail.com
mailto:mleeds1492@aol.com
https://email11.godaddy.com/search.php


 

4 
 

 

Section 2 – Workplace Commitments 

2.1 Equal Opportunity Employment 

Island City Stage, Inc. prohibits discrimination against and harassment of any employee or any 

applicant for employment because of race, color, national or ethnic origin, age, religion, 

disability, sex, sexual orientation, gender identity and expression, veteran status or any other 

characteristic protected under applicable federal or state law. All personnel who are responsible 

for hiring and promoting employees and for the development and implementation of theatre 

programs or activities are charged to support this effort and to respond promptly and 

appropriately to any concerns that are brought to their attention. 

Whenever possible, ICS makes reasonable accommodations for qualified individuals with 

disabilities to the extent required by law. Company members who would like to request a 

reasonable accommodation should email md@islandcitystage.org.  

2.2 Non-Harassment Policy / Non-Discrimination Policy  

Island City Stage prohibits discrimination or harassment based on race, color, religion, creed, 

sex, national origin, age, disability, marital status, veteran status or any other status protected by 

applicable law. Each individual has the right to work in a professional atmosphere that promotes 

equal employment opportunities and is free from discriminatory practices, including without 

limitation harassment. Consistent with its workplace policy of equal employment opportunity, 

the company prohibits and will not tolerate harassment on the basis of race, color, religion, 

creed, sex, national origin, age, disability, marital status, veteran status or any other status 

protected by applicable law. Violations of this policy will not be tolerated.  

Discrimination includes, but is not limited to: making any employment decision or employment 

related action on the basis of race, color, religion, creed, age, sex, disability, national origin, 

marital or veteran status, or any other status protected by applicable law.   

Harassment is generally defined as unwelcome verbal or non-verbal conduct, based upon a 

person’s protected characteristic, that denigrates or shows hostility or aversion toward the person 

because of the characteristic, and which affects the person’s employment opportunities or 

benefits, has the purpose or effect of unreasonably interfering with the person’s work 

performance, or has the purpose or effect of creating an intimidating, hostile or offensive 

working environment. Harassing conduct includes, but is not limited to: epithets; slurs or 

negative stereotyping; threatening, intimidating or hostile acts; denigrating jokes and display or 

circulation in the workplace of written or graphic material that denigrates or shows hostility or 

aversion toward an individual or group based on their protected characteristic.  

Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors and 

other verbal, visual or physical conduct of a sexual nature, when:  

1. submission to such conduct is made either explicitly or implicitly a term or condition of 

an individual’s employment;  

mailto:md@islandcitystage.org
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2. submission to or rejection of such conduct by an individual is used as the basis for 

employment decisions affecting such individual; or  

3. such conduct has the purpose or effect of unreasonably interfering with an individual’s 

work performance or creating an intimidating, hostile or offensive working environment.  

Examples of sexual harassment include: unwelcome or unsolicited sexual advances; displaying 

sexually suggestive material; unwelcome sexual flirtations, advances or propositions; suggestive 

comments; verbal abuse of a sexual nature; sexually oriented jokes; crude or vulgar language or 

gestures; graphic or verbal commentaries about an individual’s body; display or distribution of 

obscene materials; physical contact such as patting, pinching or brushing against someone’s 

body; or physical assault of a sexual nature.  

Reporting: Any company member who feels that he or she has been harassed or discriminated 

against, or has witnessed or become aware of discrimination or harassment in violation of these 

policies, should bring the matter to the immediate attention of his or her supervisor. ICS will 

promptly investigate all allegations of discrimination and harassment, and take action as 

appropriate based on the outcome of the investigation. An investigation and its results will be 

treated as confidential to the extent feasible, and ICS will take appropriate action based on the 

outcome of the investigation. No company member will be retaliated against for making a 

complaint in good faith regarding a violation of these policies, or for participating in good faith 

in an investigation pursuant to these policies. If a company member feels he/she has been 

retaliated against, they should file a complaint using the procedures set forth above. 

2.3 Drug-Free / Alcohol-Free Environment 

Company members are prohibited from unlawfully consuming, distributing, possessing, selling, 

or using controlled substances while on duty. In addition, company members may not be under 

the influence of any controlled substance, such as drugs or alcohol, while at work, on company 

premises or engaged in Island City Stage business. Prescription drugs or over-the-counter 

medications, taken as prescribed, are an exception to this policy.  

Anyone violating this policy may be subject to disciplinary action, up to and including 

termination.  

2.4 Open Door Policy  

Island City Stage has an open door policy and takes employee concerns and problems seriously. 

ICS values each company member and strives to provide a positive work experience. Company 

members are encouraged to bring any workplace concerns or problems they might have or know 

about to their supervisor or some other member of management. 

Section 3 – Getting Started 

3.1. Company Contact Information 

Island City Stage Website: islandcitystage.org 

Island City Stage Phone Number: (954) 519-2533 
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Island City Stage Email: md@islandcitystage.org 

Island City Stage Address: 2304 North Dixie Highway Wilton Manors, FL 3305 

3.2. Parking  

During performances, all company members should park at the FRONT parking lot of Poverello 

located at 2056 N Dixie Hwy, Wilton Manors, FL 33305. 

 

DO NOT PARK IN THE BACK PARKING LOT OF POVERELLO - it is gated and there is 

a risk that your car may be locked in. 

3.3 Emergency Phone Numbers 

1. Police/Fire/EMS Emergency                                        911 

2. Holy Cross Hospital Emergency Services        (954) 492-5753 

3. Florida Poison Information Center         (305) 585-5250 

4. Non-Emergency Dispatch            (954) 828-5700 

5. Emergency Management                             (954) 390-2133 

6. Fire Prevention/Marshal                              (954) 390-2110 

7. Non-Emergency Fire Rescue                 (954) 828-6800 
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Section 4 – Company Policies and Procedures 

4.1 Professional Conduct  

Island City Stage expects its members to adhere to a standard of professional conduct and 

integrity. This ensures that the work environment is safe, comfortable and productive. Company 

members should be respectful, courteous, and mindful of others’ feelings and needs. General 

cooperation between coworkers and supervisors is expected. Individuals who act in an 

unprofessional manner may be subject to disciplinary action. 

4.2 Payday  

Paychecks are distributed in two installments - the first installment distributed on the first 

preview night and the final installment is distributed on Thursday night during the third week of 

the show.  

Notify a supervisor if the paycheck appears to be inaccurate or if it has been misplaced. Island 

City Stage reserves the right to charge a replacement fee for any lost paychecks. Advances on 

paychecks are not permitted.  

Any change in name, address, telephone number, marital status or number of exemptions 

claimed by a company member must be reported to the Managing Director immediately. 

4.3 Personnel Files  

Island City Stage maintains a personnel file on each company member. These files are kept 

confidential.   

It is important that personnel files accurately reflect each company member’s personal 

information. Company members are expected to inform ICS of any change in name, address, 

home phone number, home address, marital status, number of dependents or emergency contact 

information. 

4.4 Ticket Policies 

Island City Stage will provide 2 complimentary tickets during the run of the show to actors on 

available dates.  Please book your tickets early.  Tickets subject to availability and the last 

week of the performances, actor comps are not permitted.  All tickets must be booked 

through the Box Office or Managing Director.  Any other avenue will not insure that your tickets 

will be booked.    

Industry tickets are available as well for $20 and subject to availability.   

Section 5 – Attendance Policies   

5.1 General Attendance  

Island City Stage maintains normal working hours. Hours may vary depending on work location 

and job responsibilities. Supervisors will provide company members with their work schedule. 

Should a company member have any questions regarding his/her work schedule, the company 
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member should contact the supervisor. The company does not tolerate absenteeism without 

excuse. Company members who will be late to or absent from work should notify a supervisor in 

advance, or as soon as practicable in the event of an emergency. Chronic absenteeism may result 

in disciplinary action. Company members who need to leave early, for illness or otherwise, 

should inform a supervisor before departure. Unauthorized departures may result in disciplinary 

action.  

5.2 Tardiness  

Company members are expected to arrive on time and ready for work. A company member who 

arrives 10 minutes after their scheduled arrival time is considered late. Island City Stage 

recognizes that situations arise which hinder punctuality; regardless, excessive tardiness is 

prohibited, and may be subject to disciplinary action.  

Section 6 – Health and Safety  

6.1 Workplace Safety  

Island City Stage takes every reasonable precaution to ensure that company members have a safe 

working environment. Safety measures and rules are in place for the protection of all company 

members. Ultimately, it is the responsibility of each company member to help prevent accidents. 

To ensure the continuation of a safe workplace, all company members should review and 

understand all provisions of ICS workplace safety policy. Company members should use all 

safety and protective equipment provided to them, and maintain work areas in a safe and orderly 

manner, free from hazardous conditions. Company members who observe an unsafe practice or 

condition should report it to a supervisor immediately. Company members are prohibited from 

making threats against anyone in connection with his/her work or engaging in violent activities 

while in the employ of ICS. Any questions regarding safety and safe practices should be directed 

to the managing director. In the event of an accident, company members must notify a supervisor 

immediately. Report every injury, regardless of how minor, to a supervisor immediately. 

Physical discomfort caused by repetitive tasks must also be reported. Company members should 

recognize any potential fire hazards and be aware of fire escape routes and fire drills. Do not 

block fire exits, tamper with fire extinguishers or otherwise create fire hazards.  

6.2 Workplace Security  

Company members must be alert and aware of any potential dangers to themselves or their 

coworkers. Take every precaution to ensure that your surroundings are safe and secure. Guard 

personal belongings and company property. Report any suspicious activity to a supervisor 

immediately. 

6.3 Emergency Procedures  

In the event of an emergency, dial 911 immediately. If you hear a fire alarm or other emergency 

alert system, proceed quickly and calmly to the nearest exit. Once the building has been 

evacuated, only a supervisor may authorize company members to reenter. 

6.4. Active Shooter(s) Plan 
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Note:  In today’s world we must be prepared for any situation to occur thus the reason for an 

Active Shooter Plan.  The best way to be prepared is to be informed in the highly unlikely 

event of an attack) 

An active shooter is an individual actively engaged in killing or attempting to kill people.  These 

situations are unpredictable and evolve quickly.  These situations require immediate intervention 

of law enforcement to stop the shooting.  These situations are often over within 10 to 15 minutes 

and often before law enforcement arrives at the scene.  Staff must be prepared both mentally and 

physically to deal with an active shooter situation.   

When an active shooter is present, quickly determine the best way to protect your own life.  

There are three possible ways to react and you must use your judgement in determining the safest 

route to protect your life.   

  

Evacuate  

➢ In there is an accessible path, attempt to evacuate the building. 

➢ Have an escape route and plan in mind 

➢ Evacuate regardless of whether others agree to follow 

➢ Leave your belonging behind 

➢ Help others escape if possible 

➢ Prevent individuals from entering the area where the active shooter may be 

➢ Keep your hands visible 

➢ Follow the instructions of any police officers 

➢ Do not attempt to move wounded people 

➢ Call 911 when you are safe 

 

Hide Out 

➢ If evacuation is not possible, find a place to hide where the active 

shooter is less likely to find you 

➢ Your hiding place should: 

o Be out of the active shooter’s view 

o Provide protection if shots are fired in your direction ( an office 

with a closed and locked door) 

o Not trap you or restrict your options for movement 

➢ To prevent an active shooter from entering your hiding place: 

o Lock the door 

o Blockade the door with heavy furniture 

o Silence your cellphone 

o Turn off any source of noise 

o Hide behind large items (ie cabinets, desks) 

o Remain quiet 

  

Take Action Against the Active Shooter 

➢ As a last resort and only when your life is 

imminent danger, attempt to disrupt and/or incapacitate the active shooter by: 
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o Acting as aggressively as possible against him/her 

o Throwing items and improvising weapons 

o Yelling 

o Committing to your actions 

  

When Law Enforcement arrives you need to keep in mind that 

➢ Officers usually arrive in teams of 4 

➢ Officers may wear regular patrol uniforms or external bullet proof vest 

➢ Officers may be armed with rifles, shotguns, and handguns 

➢ Officers may use pepper spray or tear gas to control the situation 

➢ Officers may shout commands and may push individuals to the ground for safety 

  

When Law Enforcement arrives: 

➢ Remain calm and follow officers’ instructions 

➢ Put down items in your hands (jackets or purses) 

➢ Immediately raise hands and spread fingers 

➢ Keep hands visible at all times 

➢ Avoid making quick movements toward officers such as holding on to them for safety 

➢ Avoid pointing, screaming or yelling 

➢ Do not stop to ask officers for help or direction when evacuating, just proceed in 

the direction from which the officers are entering the premises 

  

If you are able to call 911 provide the following information 

➢ Location of the active shooter 

➢ Number of shooters if more than 1 

➢ Physical description of shooters 

➢ Number and type of weapons held by shooters 

➢ Number of potential victims in the location 

  

The first officers to arrive on the scene will not stop to help injured persons.  Expect teams 

composed of additional officers and emergency medical personnel to follow the initial officers.  

These rescue teams will treat and remove any injured persons. 
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Sexual Harassment Policy 
 

Island City Stage is committed to providing a working environment free from discrimination, 

and to prohibit harassment of its employees and applicants, including sexual harassment. Island 

City Stage will implement the policy to fully comply with applicable federal, state and local 

laws, rules and regulations in the area of nondiscrimination and harassment of employment. 

 

Sexual harassment is defined as any unwelcome or unwanted sexual advance, request 

for sexual favors, or other verbal or physical conduct of a sexual nature from someone in 

the workplace that creates discomfort and/or interferes 

with the job. Conduct constitutes harassment when: 

 

• Submission to such conduct is made, either explicitly or implicitly, a term or 

condition of an individual’s employment; 

• Submission to or rejection of such conduct by an individual is used as the basis 

for employment decisions and/or retaliation; or 

• Such conduct has the purpose or effect of interfering with an individual’s work 

performance or creating an intimidating, hostile or offensive work environment. 

 

Harassment due to race, religion, sex, sexual harassment, national origin, disability, age, 

military or veteran status will not be tolerated in the Island City Stage’s workplace. 

Such conduct is subject to discipline, up to and including termination.  Any employee who 

believes he or she is a victim of sexual harassment must immediately report any incident to the 

company’s designated EEO Officer. 

 

The company will not tolerate retaliation against any employee who complains of sexual 

harassment or provides information in connection with any such complaint. 

 

If you have any questions regarding this policy, please contact Martin Childers, Managing 

Director at 954-519-2533. 
 

Island City Stage is an equal opportunity employer 

 


