Stage Manager’s Lock-Up Checklist



Last Updated:  09/20/02

Rehearsals in Ellis Theatre and Room 161

Taylor Bott Rogers Fine Arts Center, Campbell University

Theatre Arts, South side of building









Mon
Tues
Wed
Thurs
Fri

	
	SM Rehearsal Checklist
	
	
	
	
	

	
	computers in lab off
	
	
	
	
	

	
	comp lab lights off
	
	
	
	
	

	
	Lock computer lab up
	
	
	
	
	

	
	theatre arts office lights out
	
	
	
	
	

	
	lock theatre arts office
	
	
	
	
	

	
	courtyard lights off
	
	
	
	
	

	
	dressing room lights off - M & F
	
	
	
	
	

	
	lock dressing rooms
	
	
	
	
	

	
	lock green room
	
	
	
	
	

	
	close and lock windows in 161
	
	
	
	
	

	
	lights off in 161
	
	
	
	
	

	
	lock 161
	
	
	
	
	

	
	lock 165 (should already be locked up)
	
	
	
	
	

	
	lights off in costume shop
	
	
	
	
	

	
	lock costume shop (should already be locked up)
	
	
	
	
	

	
	lights off in scene shop
	
	
	
	
	

	
	lock scene shop (should already be locked up)
	
	
	
	
	

	
	rehearsal furniture put away
	
	
	
	
	

	
	strike all rehearsal props to DSR
	
	
	
	
	

	
	rehearsal scenery stored as necessary
	
	
	
	
	

	
	fly out drops/drapes used in rehearsal
	
	
	
	
	

	
	clear stage of all trash
	
	
	
	
	

	
	put ghost light on at CS, plug it in, and turn it on
	
	
	
	
	

	
	turn prop room light off and lock the door (should already be locked up)
	
	
	
	
	

	
	turn work lights off
	
	
	
	
	

	
	turn grid lights off
	
	
	
	
	

	
	turn fly rail lights off
	
	
	
	
	

	
	lock both SL doors (to corridor)
	
	
	
	
	

	
	lock parking lot side exit from theatre
	
	
	
	
	

	
	move tech table to back house right corner, if there is class in Ellis Theatre tomorrow
	
	
	
	
	

	
	house lights off
	
	
	
	
	

	
	aisle lights off
	
	
	
	
	

	
	rehearsal lights off
	
	
	
	
	

	
	lightboard off
	
	
	
	
	

	
	booth lights off (including blue ones)
	
	
	
	
	

	
	close and lock booth windows
	
	
	
	
	

	
	lock booth door
	
	
	
	
	

	
	check double white doors in lobby to ensure they are completely shut
	
	
	
	
	

	
	lobby lights off
	
	
	
	
	

	
	lock lobby doors to corridor
	
	
	
	
	

	
	check the nearby white door to ensure it is completely shut
	
	
	
	
	

	
	make sure back door (between scene shop and 167) is not propped open
	
	
	
	
	

	
	
	
	
	
	
	


If you have used Scott Concert Hall or any other space for rehearsal, you must clean it up, turn the lights off, and lock it up.  If you unlocked the Music Library, lock it back up, turning the lights off before you do.

