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This guide is Vol. 3 of the Theatre Department Handbook, Spring Semester 2003 edition.  Some forms from Vol. 1, CU @ the Theatre, will be repeated in this volume, but many additional, stage management-specific forms will be included because most are not mandatory for a stage manager, only recommended or helpful.

PRESET

CU Stage Management Companion

Originally written and compiled by Andrew Hayworth for Spring 2003.
Vol. 3 of the Theatre Department Handbook
INTRODUCTION

The duty of a Stage Manager is to ensure the success of a production.  The Stage Manager is the person responsible for keeping rehearsals running on time, keeping daily records of rehearsals, coordinating with designers and the director to ensure all assignments are proceeding on time, advising personnel of schedule changes, and various other duties which are designed to guarantee a smooth running production.  The Stage Manager is the production liaison, facilitating communication between all parties involved, and forcing them all to cooperate. 

A stage manager has the ultimate authority to ensure that a 

production runs smoothly.  It is her/his job to instruct, follow-

up and follow through on matters as wide ranging as seeing 

that the stage floor is swept to completing a report after each 

rehearsal bringing all participants up to date on the status of 

the show.

- Loretto McNally

The Stage Manager is expected to see that all production personnel are doing their duties.  There is a definite hierarchy in production personnel.  This hierarchy is used in academic and professional theatre.  I have consulted various publications, union regulations, teachers and other professionals in theatre to gain more knowledge and improve my ability to be a good Stage Manager.  Now I pass that knowledge to you.


This guide is intended to show a Campbell stage manager the ins and outs of stage-managing a university production, as well as various duties specific to Ellis Theatre and the Campbell University Department of Theatre Arts.


Stage management is in large part about preparation.  This guide is intended to help with that.  You must anticipate needs well ahead of time and prepare accordingly.  When the director asks for something, he or she should turn around to find you holding it already.  Thusly is it titled “Preset.”

PRE-PRODUCTION

Theatre Arts Office

Room 127 is for the use of the Production Coordinator, Advancement Coordinator, and stage management working on current productions.  It will already contain Campbell’s stock of stage management equipment, which is nil, but it will mainly be used as your workspace and storage space.  Personnel working in this office must answer the phone, and transfer calls as necessary, especially to the box office.

Production Coordinator

If there is a Production Coordinator for the year or just the semester, your job will be much easier.  If not, you will have to do a lot of calendar work and scheduling.  The Production Coordinator manufactures and continually updates the season production calendar.  The PC works with the Stage Manager and the departmental faculty to select the crew for each show.  Much of this guide will assume that there is no Production Coordinator.  The Production Coordinator will need to attend all production meetings and receive a copy of all reports you generate.  The definition of the PC may be found in the Departmental Student Position and Definitions section of Vol. 1 of this handbook.

Assistant Stage Managers

Always choose your assistants carefully.  Select ASMs who will be dependable, efficient, and pleasant.  Dedicated ASMs will help determine the success of the production.  For a straight play, you will need at least one assistant.  For a musical or other complicated show, you will need at least two assistants.  Hopefully, you will be able to obtain your ASM(s) from technical production track Theatre majors prior to auditions; however, you may be forced to wait until after callbacks to see who is not cast, and select ASM(s) when crew positions are assigned.

Once you have your ASMs, you will want to divide up duties amongst them.  Part of being in charge is delegating responsibilities and tasks.  If you have two ASMs, I suggest the following arrangement:

ASM 1: 

· Main function is secretary, especially during production meetings.

· Will be on book during rehearsals, prompting actors, and taking line notes (the SM should consult the director on how he wants line notes and prompting to be carried out)

· Helps SM set up SM station (House Tech Table) prior to each rehearsal.

· Will be on headset backstage during performances, SL for example.

ASM 2:

· Gopher during rehearsals so SM can remain in rehearsal area and ASM 1 can remain on book.  Fetches Dr. Pepper, locates missing actors, runs to office to recover missing scotch tape, etc.

· Ensures stage is swept before each rehearsal (ASM 1 will help as possible and necessary).  Makes sure stage is clear of debris and safe for rehearsals.  Ensures scene is set up for rehearsals.

· In charge of rehearsal props and furniture, both obtaining them and maintaining them.

· Takes attendance.

· Contacts late or absent people.

· Will be on headset backstage during performances, SR for example.

SM:

· Runs rehearsals.  Is in charge.

· Calls breaks, then calls everyone back to rehearsal.  (Determines with the director ahead of time how often and how long breaks should occur.)

· Takes down the blocking.

· Calls verbal cues as needed by actors.  (For instance, “Lights come up full.”  This gets SM used to calling the show, and the actors used to waiting on the lights to come up.)

· Generates rehearsal report for each rehearsal, and then ensures that it is distributed that same night.  (For example, if there is a lighting note, the SM makes sure the LD and ME get a copy.  If not, they don’t need one necessarily.)

· Does not get a break during rehearsal, but stays by the director’s side the entire time, so as not to miss any piece of information or change, always at the ready to answer questions.

· If there is no Production Coordinator, monitors and updates production schedule, making sure everyone is aware of the next call.

· Will run tech rehearsals, specifically Dry Tech and Cue-to-Cue rehearsals, making notes of cues in prompt script.

· Will call show over headset from control booth during performances.

These are of course only suggestions and duties can be switched around as necessary or desired, but the above arrangement has been tested and proven here at Campbell.


When you are having simultaneous rehearsals in several places, one member of the Stage Management team needs to be in each place.  Splitting up ensures that the SM has full knowledge of events, progress, and needs.  An example of this might be a production of a musical in which voice or dance rehearsal is taking place in one location while rehearsal of a scene is taking place in another.


After rehearsal each night, the theatre has to be locked up; rehearsal reports have to be completed, photocopied, and distributed; and the stage and house have to be cleared and straightened up.  It is up to you whether you wish to oversee the rehearsal reports or the lock-up.  Also, an ASM can be designated to post notices (schedules, announcements, etc.) or you can do this yourself.

In tech rehearsals and performances, an ASM should be designated to give warnings/calls to cast and crew backstage.  The SM needs to stay in the booth and on headset to run the show, instead of running around backstage.

NOTE:  The Stage Manager is responsible for all the above items, but must delegate these tasks to assistants as they are too much for one person.  Trust me.

It is important that your ASMs understand they are not in charge.  During rehearsals, your ASMs should be seen and not heard.  They are there to assist you, not to manage.  All problems are to be brought to the Stage Manager.  Backstage during shows, ASMs should remain on headset at all times.  Let crew heads run the scene shifts.  ASMs give cues and receive clears backstage during shows.

Production Analysis

Comb through the script for problems and needs.  Write down or type them all, dividing them into sections by area of expertise:  costume, lighting, set, props, sound, pudding.  Overlapping is better than someone finding out some piece of work he or she has to do much later.


Assemble this information into a typed up agenda for the first production meeting.  Distribute it along with an invitation to the people listed above (Production Meetings) to attend the first production meeting.


This information will give you in-depth knowledge of the needs of the show and start you toward development of your cue sheets.

Production Meetings

Communication is the glue that holds a production together.  You should schedule weekly production meetings as soon as staff for the production begins to be assembled.  If you have a few designers, a director, and an ASM, you may begin.  It is better to begin having meetings before auditions, but this is not always possible due to semester scheduling conflicts.


You are in charge of checking conflicts, scheduling the weekly meeting, distributing reminders, running the meetings, making sure a meeting agenda is followed, and distributing a production meeting report after the meeting.  Use the Production Meeting Conflicts Worksheet
to establish a time when everyone on the production staff is free for at least an hour.

Communication is the key.  No one should have an excuse for not knowing something.

These people need to be present for meetings:

- Director

- Department Head / Artistic Director

- Assistant Director (if there is one)

- Stage Manager

- Assistant Stage Managers

- Costumer

- Costume Designer

- Costume Shop Manager

- Lighting Designer

- Master Electrician (as needed)

- Set Designer

- Technical Director

- Master Carpenter (as needed)

- Production Coordinator

- Box Office Manager

- Production Publicist

- Poster Designer

- Program Creator

- Sound Designer

- Sound Engineer (as needed)


Each person should get an opportunity to contribute.  Designers present designs in early meetings.  The TD, ME, MC, etc., report on progress.  Everyone finds out what everyone else is doing, and gets the opportunity to ask any and all questions.  The director tells everyone what he or she likes and does not like.  Your ASM takes minutes for the production meeting report.  You run the meeting, making sure everyone gets to speak, that the meeting does not drag on for eternity, and that no one kills anyone else (homicide does not generally serve the production).  Your rehearsals reports from the past week will be your guideline for each meeting agenda, except for the first meeting.

Scripts

Prior to auditions, obtain all the scripts.  Number them if they must be returned.  You can then check script assignments by a checklist.  If actors, designers, and production staff are to keep their scripts after the show closes, names written clearly on cover and inside will be quicker.

Production Schedule

Work with the Production Coordinator, Director, and Tech Director to generate the production schedule for the show.  This schedule will contain deadlines for all aspects of the production.  It can go into great detail, giving deadlines for specific set pieces for instance, or it can simply have general deadlines for each technical segment - costumes, lighting, set (construction and painting), sound, props, special effects, publicity, box office, etc.  During a production meeting, the schedule is presented, discussed, and approved.

Production Book / Prompt Book

The spine of the production is the production book, also called the prompt script or prompt book.  The production book is the Stage Manager’s primary tool.  Construction begins with the prompt script.  I recommend that you purchase a 3” D-ring binder with clear covers on the front, back, and spine (which allow you to slide in cover sheets and labels), and pockets on each inside flap as well as the inside of the spine.  

You must photocopy, often illegally, the script onto 8.5” x 11.0” paper.  By centering the text on the page, you allow room for blocking and cues to be written in the margins of each page.  Photocopying the ground plan for the scene whose text appears opposite the page will allow you to make various drawings and diagrams as to blocking and placement of furniture, props, etc.

Into this book will go contact information, technical information, diagrams, explanations, rehearsal reports, performance reports, production meeting agendas, production meeting reports, and carbon copies of any notices or memos distributed or posted.  The Production Book serves as the permanent record of the production and should be as accurate and thorough as possible.  It will normally be placed in the theatre arts library after the show closes.

Purchasing

Keep a running list of items needed, such as 3” D-ring binder, pencils, protractor, etc.  Prior to auditions, during your pre-production preparation, fill out the Production Purchasing Request form (General [Theatre Student] Handbook appendix), obtain your Director’s signature, and submit it to the Department Head.


Later, as the Properties Master or Mistress is searching for props s/he may need to buy props.  The two of you will go over the prop needs, fill out the Production Purchasing Request form, obtain the Director’s signature, and submit it to the Department Head.

NOTE:  Always be very familiar with the purchasing policies of the department and the school.  These policies are updated and changed often.

Working with the Director

Every director is different.  At Campbell, there will be mainly faculty directors with the occasional student director or guest director.  You will meet with the director one-on-one long before the audition process.  The director and you will hash out basics of procedures for auditions, rehearsals, tech rehearsals, production meetings, etc.  Located in the appendix is a list of questions to ask a director.

Every director has his or her own style and approach to the rehearsal process.  Find out what it is ahead of time so you and the director can sit down and construct a rehearsal schedule.  It is very important to remind young, aspiring actors that not all directors are different and rehearsals may transpire differently than they are accustomed.


Keep in mind that you are not the director.  Neither you nor your assistants should take part in casting or directing choices.  You are there to coordinate only.  The only time you should do anything similar to directing is if, in an emergency, the director asks you to run rehearsal in his absence and part of the rehearsal involves working new material.

Distribution of Information

In the Green Room should be cubby-hole boxes for every student in the department.  Theatre Arts Faculty and Staff have boxes in the Theatre Arts Office.  All Fine Arts Faculty and Staff have boxes in the Music Library (this is good to know if you are stage-managing a musical).  Anyone else in cast or crew must be contacted by phone.

Any changes or announcements made at the last minute must be handled by phone or in person in addition to memo or posting.  It should be made clear from the “get-go” that anyone involved with the production likely will not get to go home on weekends, if at all.  The production comes first.  Hopefully, weekends will not be conscripted, but participants should be wary of making any plans.  NOTE:  Avoid last minute changes whenever possible as they make life very difficult for stage management.

The Call Board outside the Green Room is for the use of the current production(s) as well as Acting and Directing class finals.  Take it over.  This board will be the information center for the production.  All notices, schedules, and other information will be posted here on the Call Board.  Inform the cast, crew, and staff that they should all check this board very regularly to stay up-to-date.  You can post notices elsewhere if you desire, but it should be understood by all involved that the Call Board is the spot to check.  

It is not a bad idea to decide to keep the Callboard for Cast information only, posting crew notices elsewhere, to avoid confusion - actors are easily confused.  I’ll take the opportunity to mention that announcing something in rehearsal and posting it on the Callboard does not guarantee that actors will hold up their end of the bargain.  It is the responsibility of cast and crew to regularly check the Callboard, but when people do not show up, it is the SM who has to deal with the situation.

The Callboard could also be divided into sections, if your show is the only current production, designating one half for crew and the other for cast.

AUDITIONS

Prior to Auditions

Find out what the Director wants in the way of audition pieces including style and length.  Place an audition time sign-up sheet in the Theatre Arts office.

It is the job of the Production Publicist to alert the campus of auditions.  Let s/he know the details of auditions as far in advance as possible.  About a week and a half before auditions, notices of auditions should be posted all over campus (volunteer to help, and be sure to help s/he recruit help).

Check to make sure Polaroid camera has plenty of film and that the batteries are in good order.  The cameras are normally stored in the Theatre Arts office with the stage management equipment.  Run off copies of audition forms.  Post an example audition form, filled out correctly.  Also, it is a good idea and makes a good impression if you post an info sheet containing available information on the production.  Have your director approve this before posting it, as some directors prefer no character descriptions be leaked to auditioning actors.  Examples of audition materials may be found in the Appendix of this manual.

Audition Night(s)

Take the audition time sign up sheet out of the Theatre Arts Office.  Set up a desk and chair for yourself in the theatre lobby.

Have plenty of copies of audition form at desk along with the time sign up sheet.  Have a stapler handy.  Have the Polaroid camera ready and sitting on desk.  Have extra pens available for auditioning actors.  Have a black felt tip pen for you to write names on the bottom of the Polaroid pictures and on the index cards.

Be sure to have the following:

· Polaroid camera – good batteries, extra film

· Plenty of blank 8” x 5” index cards

· Plenty of audition forms

· Example of a completed audition form (post)  

· Production Info Sheet (post): including Production Staff, a brief plot summary of the show, character list, performance dates, known rehearsal schedule, etc.

· List of auditions (the sign-up sheet)

· Plenty of spare pens and pencils

· Black Sharpie marker (to write names on the pictures)

The division of duties during auditions is up to your personal preference.  There needs to be one person with the director, one person showing people in one at a time, and one person manning the desk.

Ellis:  Actors report to Ellis Lobby where they quietly are signed-in, fill out their forms, have their pictures taken, and wait their turns.  Auditions are held on Ellis stage, with Director in house.  You may wish to set up the Tech Table for the Director’s use.

161:  It will be necessary to set up a desk in the hallway.  Find a place for actors to wait, perhaps in the courtyard, where they are within calling range.

When an actor arrives, he or she will fill out an audition form.  You should take his or her picture.  Write the actor’s name on the bottom of the picture, and then staple the picture to the left side of the index card.  Write the actor’s name in the top right, and write the names of the audition pieces under his/her name, leaving room for director’s casting notes.  It is a good idea to skim over each audition form to be sure the actor filled in all necessary information.


After auditions, the director and you will sit down together.  The director will go through the audition forms and tell you whom to call back.  You will write out or type up the list.  After your meeting is over, post the list on the callboard, making sure to have the dates and times of callbacks.  This would be a good time to have the director select sides.


NOTE:  If your director does not wish to have the index cards for callbacks, then leave them out, stapling the Polaroid pictures to audition forms instead.

Callbacks

“Sides” are script selections picked by the director or asst director to be used in callbacks either as cold readings or lukewarm readings.  The director will normally select the sides, but may ask you to pick sides for certain characters.  This is not difficult.  Just look for parts which give a certain character or characters the chance to show a nice range.


Have WAY too many copies of the sides.  If you don’t, you will quickly run out.  Have each scene numbered, clearly labeled as to its function.  Posted examples of which is which will also help.


Use the Callback Selection Worksheet found in the appendix of this volume.

Posting Cast List

Post the cast list on the Callboard, but alert the actors cast by phone as well.  Actors should initial to accept the part.  If they are planning on not excepting the part they must alert production staff.  They cannot just decide to not initial.  All of this information must be clearly explained over the phone and on the posted cast list.

PRODUCTION / REHEARSAL PROCESS

Contact everyone and tell them when to show up.

Read-through (First rehearsal)

You will pass out scripts on this day, unless the director has instructed or allowed you to distribute them previously.  You will also collect all needed information on your actors, distribute all information they will need, and make your first impression on the cast.

Pass out:  rehearsal schedule, contact sheet, cast rules, etc.

Take:  bios, emergency info, etc.

Elect Cast Deputy.

The director may wish designers to present designs to cast for the actors’ info.

Ground Plan

Obtain from the designer a scale ground plan(s) of the set.  You will use this to tape off with spike tape the dimensions of the set onto the floor of the rehearsal space.  These taped-off walls and levels will serve you until you can rehearse on the actual set.

Rehearsals

You and your ASMs need to arrive at least 30 minutes before each rehearsal starts.  Delegate the various tasks.  It will be helpful if you have determined who does what in advance.  All doors that will be used must be unlocked.  Normally this won’t be a problem, as most will be open already.

Ellis:  The stage floor must be cleared and swept (the large 73” broom obtained from Housekeeping saves much time).  Rehearsal lights must be turned on.  The House Tech Table must be set up in the audience seating.  This will be your base of operations.

161:  The floor must be cleared and swept.  You must set up what seating and workspace will be necessary.  Rehearsal furniture must be put in place.

As each rehearsal progresses, take note on the rehearsal report any items the director mentions or requests.  This information can then be relayed using the distributed reports to the various members of the production and design crew.  Write down anything and everything that might be important later.


As Stage Manager, you must run rehearsals.  You must take down blocking and note changes (for correction of blocking and to aid lighting designer later).  You must time rehearsals and scenes.  You must make sure the cast gets breaks when they are supposed to get them.  Every word that proceedeth out of the director’s mouth must be analyzed.  Some directors will tell you what they need.  Others will assume you shall figure it out by observing.  Stress!


Rehearsals should progress from read-through(s) all the way through to run-throughs.


You and your ASMs should also expect to remain after rehearsals at least 30 minutes.  After each rehearsal, rehearsal reports must be copied and distributed, and any changes/notices must be posted on the Call Board.  Do not wait until the next day to generate reports, notices, etc.  It is important that information get out immediately.

Rehearsal Reports

One rehearsal report should be generated for each day of rehearsal.  Each rehearsal report will note items that come up in rehearsal which need to be brought to the attention of various persons on the production staff.  The report will also keep all readers up-to-date on rehearsal progress.  It is a good idea to fill out this report as the rehearsal progresses.  Once you begin to run entire scenes without stopping, time them and note the times in the report.  The report can be distributed to everyone who attends production meetings, but it would save paper to only submit the report to those it concerns (for example, if there are no lighting concerns, the lighting designer and master electrician may not need to read it).

Stage Management Kit

It will be beneficial to assemble a tackle box or other container brimming with extra pencils (which actors never bring), pencil sharpeners, pens, stapler, staples, tacks, tape, white out, and anything else you may possibly need during a rehearsal or performance.

Crew Selection

As soon as the show is cast, begin the process of crew selection.  If you do not already have ASMs, get them first.  You will need at least one for a straight play.  An extremely cue-heavy show may require two so that you will have one ASM on each side of the stage - one on each headset.  For a musical or any production with a large cast and/or crew you will most likely want two ASMs.


After you have your assistants, post a notice of available crew positions on the Call Board.  You should have interested persons sign up on that sheet.  After the deadline, which was one the notice you posted, take the sign-up sheet to the faculty member in charge of practicum (usually the department head).  He or she will then make changes and approve the final crew assignments.  It may be necessary to conscript from theatre majors and minors as well as Intro to Theatre students to fill empty positions.

Theatre Management

Theatre Management consists of the Box Office and Publicity.  It is important that deadlines for all aspects of the theatre management’s participation in the production be made clear up front and that the faculty does its part by enforcing that deadlines are met.  

Box Office.  The Box Office is located in Ellis Theatre Lobby.  Students run the office, working for theatre practicum hours and student work study.  The Box Office Manager and Box Office staff sell tickets for upcoming productions.  It is your responsibility to inform the box office as far in advance as possible of changes in seating.  For instance, if one or more spotlight operating platforms will be needed in the back of Ellis house, the box office must know before tickets are printed or, if ordered, go on sale.  The Stage Manager should be on the lookout, during rehearsals, for broken seats so they can be reported to the Department Head and repaired.  As stage manager, you and the PC must make sure the box office remains on schedule; maintain the communication line between the box office, the director, and the department faculty; and

Publicity.  The Production Publicist is in charge of advertising, program (playbill) design and production, and poster design and production.  Advertising includes getting general department info out to entities on campus, spreading audition notices across campus and to local news and organizations, announcing performances to local news.  Poster and program design and production includes appointment and supervision of Program Creator and Poster Designer.

As stage manager, you and the PC must make sure the  Production Publicist gets the information required for the poster and program.  See the General [Theatre Student] Handbook for a list of required info for each.  Make sure Production Publicist knows that whenever the cast is called, the SM must be the one to do it and must be present.  This means that photo shoots must be scheduled with the Stage Manager.  Also, paper interviews or photography of rehearsals must be cleared through the SM.

Costuming

Inform the costumer early on of deadlines, such as design presentation, costume parade, tech dress, and final dress.  Completing all costumes by deadline is always a struggle so be sure to make the process as easy as you can.  The costumer will want to measure everyone immediately after the show is cast.  Set up times for measurements to be taken of actors.  Leaving this responsibility up to the actors is asking for trouble, especially in a larger production.  Post and enforce costume rules.

Sound

Light

Set

Properties

TECH REHEARSALS / TECH WEEK

Costume parade

Most directors will want a costume parade to see costumes together, onstage, under show lighting.  The costume parade should take place under the lighting conditions in which the costumes will actually appear during the show, but this may not always be possible.

Paper Tech

Saturday before Tech Week, schedule and conduct a paper tech.  You, an assistant, lighting designer, sound designer, and director will sit down and set the cues for the show.

Super Tech Sunday

The Sunday of Tech Week is traditionally the day for dry tech and cue-to-cue.

DRY TECH

Setting of cues and levels without actors

Lightboard operator in house with board and monitor, run cable through booth window.

Dinner Break

Allow the crew a dinner break.  This is usually held from 5:00 PM to 6:00 PM since those are the Sunday hours of operation for the nearby Marshbanks cafeteria.  The cast call will then be at 6:00 PM to coincide with the return of the crew.

CUE-TO-CUE/WET TECH

Setting of levels and adjustment of cues with actors present, skipping from Q2Q.

Some directors want to hold a run-through after cue-to-cue, especially if the cast needs the extra rehearsal.  It is very important that you have a dry tech and cue-to-cue, if not a paper tech as well.  Allowing a director to talk you into skipping one will force you to do all the same work anyway only it will be during tech week, but before and after rehearsals, slowing down progress and polishing, as well as your own practice of cue-calling.

Tech Runs

Once you begin tech runs, stage management should begin operating under performance conditions, giving warnings, calling and running the show just as if it were a performance.  Cast and crew should treat the rehearsals in the same manner.

Tech dress

Final dress

Headsets

There are built-in headset outlets in the following locations:  Ellis Theatre control booth, green room, Ellis DSL wing, Ellis DSR wing, costume shop, design studio, scene shop.  The status of each port must be checked.  Some of them do not function.  They are controlled through the main box in Ellis control booth.


When in Ellis, it is a good idea to have an ASM in each wing on headset to give cues to shift crews and transmit clears back to the SM, but this may not be necessary.  All shows are different.  In addition to give cues and receiving clears, ASMs also maintain a line of communication between the control booth and the backstage area in the event of emergencies or other necessary changes of plan.


The lighting system makes headsets buzz.  This buzz intensifies when cables are run across the ground near headsets.

Blue Lights Backstage

Your crew cannot perform scene changes on stage in the dark.  Likewise, the cast and crew cannot be expected to make their way backstage in complete darkness.  There are numerous blue lights normally stored in the electrical room, which is next to the design studio.  These lights have clips so they can be mounted most anywhere.  Be sure to keep blue light from flooding into audience view.  It is especially important to remember that blue light will shine up and flood across the legs, and this must be corrected.

Booth Set-up and Operation

For a musical, the sound board will be out in the house.  Otherwise, the stage manager, sound engineer, and light board operator all sit in the control booth, with a full view of the stage.  The Stage Manager sits in between the two, and all three are on headset if possible.

161 Open for Warming Up and Circle Up

If performance is in Ellis Theatre, make sure when you arrive to open room 161 for cast to use for warm-ups.

Break Room for Crew

If there is not one already, you may wish to consider creating a separate break room for the crew either in the scene shop or the old design studio (upstairs in the scene shop).  This keeps traffic through the green room to a minimum.

Call Times

These are suggested call times, assuming the first 15 minutes after crew arrives will be spent in short meeting to discuss problems.  This meeting may prove unnecessary after a few performances, and special meetings or pickup rehearsals can be scheduled as needed.

One hour and a half before Curtain

=
Stage Management Call

One hour and 15 minutes before Curtain

=
Crew Call

One half hour before Curtain


=
Cast Call

If Cast members need to arrive sooner to prepare, either physically or mentally, or to apply makeup, fix hair, and change into costume, they may do so.  The cast call time is only the minimum, the required time when attendance is taken.  You, as Stage Manager, may feel this is not enough time to track down actors or understudies, and may feel the need to alter this call time.

Preshow Checklists

Each of your ASMs, crew chiefs, board ops, and yourself should have a checklist.  You will have started them prior to Tech Week.  Each person will update his/her checklist during and/or after each tech run and employ the revised check sheet the following tech rehearsal.  This eliminates error and ensures everything is done the same way each time.  Over-accentuate the importance of checking off each item as it is done each night.

Sound Check
A thorough sound check must be performed before house is open.  Your soundboard operator must check every player, mike, speaker, headset, etc, used at anytime during the production.  Leave nothing untested.  It is important that your sound board operator have a good working knowledge of the sound system.  He/she should be able to correct most sound problems that arise.

Circuit Check

The master electrician will, in cooperation with your light board operator, run a circuit and instrument check, double-checking each circuit one at a time to ensure that each circuit is working and that each instrument is working, properly focused, and has the correct gel in it.  This check must be performed far enough ahead of time to make sure repairs and replacements can be made prior to curtain time.

Wardrobe, hair, and makeup people may need to have different call times to arrive with the first cast member

Warnings

The following warnings should be given to both cast and crew, always by the same individual when possible.  Persons hearing the call should respond with proper acknowledgement, such as, “Thank you for five,” or, “Thank you for house open.”

2:00 PM Matinee Performance


1:30 PM
“Half-hour”


1:40 PM
“House is Open”


1:45 PM
“Circle Up”


1:50 PM
“10 minutes”


1:55 PM
“5 minutes”


1:58:30 PM
“Places”

8:00 PM Evening Performance

7:30 PM
“Half hour”


7:40 PM
“House is Open”


7:45 PM
“Circle Up”


7:50 PM
“10 minutes”


7:55 PM
“5 minutes”


7:58:30 PM
“Places”

NEVER call places until you have checked with the box office and know that there is no need to hold.  Never hold once actors are in place.

Circle Up

Circle Up is a tradition at Campbell where, 15 minutes prior to curtain, cast and crew quickly assemble in room 161 (if performing in Ellis or courtyard)

KEY FROM WHITLEY - locking up [move to beginning of guide]

Lock-up checklist

routing mike into dressing rooms for calls as a possibility

PERFORMANCES

Performances

Performance Reports

Working with house manager and box office

ASMs backstage

Crew

Jobs backstage pre-show, during show, and after show

POST-PRODUCTION

Strike - Planning and Execution
Meet with the Technical Director and plan the strike.  Type up the strike order and strike assignment list.  Use the Strike Breakdown included in CU @ the Theatre.  Post the strike information by at least the night of the strike on every departmental bulletin board.  The stage manager is ultimately responsible for the condition of the dressing rooms.

Strike - Refreshments

The Front-of-House/Hospitality Coordinator is responsible for planning for the strike refreshments.  These refreshments usually consist of pizza and drinks.  Render help as necessary.

Final Report and Filing

======================================================

I. Introduction

II. Pre-production

A. Production Coordinator

B. Assistant Stage Managers

C. Production Analysis

D. Production Meetings

E. Scripts

F. Ground Plan

G. Production Book / Prompt Book

H. “Expense Report”

I. Working with the Director

J. Distribution of Information

III. Auditions

A. Prior to Auditions

B. Audition Night(s)

C. Callbacks

IV. Production / Rehearsal Process

A. Read-through (First rehearsal)

B. Rehearsals

C. Rehearsal Reports

D. Stage Management Kit

E. Crew Selection

F. Theatre Management

G. Costuming

V. Tech Rehearsals / Tech Week

A. Paper Tech

B. Dry Tech

C. Cue-to-cue / Wet Tech

D. Tech Rehearsals

E. Tech Dress

F. Final Dress

G. Headsets

H. Blue Lights Backstage

I. Booth Set-up and Operation

J. Warnings / Calls

VI. Performances

VII. Post-production

A. Strike

B. Final Report and Filing

======================================================

SM APPENDIX

Forms

Audition form 1

Audition form 2

Conflict Sheet (for back of audition form)

Production Info Sheet example

Cast Bio and Emergency/Medical Info form (Hamlet)

Rehearsal Report Form

RRpt example

Performance Report Form

PerfRpt example

Production Meeting conflict work sheet

Production Meeting Agenda example

Production Meeting notice example

Production meeting report example

SM Practicum Cheat Sheet

Sign-in sheet (blank)

Attendance sheet (blank)

Attendance sheet example (filled-out)

Lock-up checklist

Info

Questions to ask Director

Production Checklist

Glossary of Terms

Sides – short selections from script used in cold readings, or for distribution to cast for smaller parts.

Dr. Pepper – the fuel upon which stage managers thrive.

Line Memorization Reinforcement Device – a small club used to intimidate or beat actors into memorizing lines.

======================================================

Stage Management Questions for a Director

0.  What do you want in the way of audition pieces as far as style, length, and other?

1.  At the beginning of the rehearsal process, how long will actors remain at a table reading and discussing?

2.  How soon does the director expect to start blocking?

3.  Does the director want you to call places and formally begin each rehearsal and scene, or would he or she prefer to ease from informal small talk into the rehearsal work without abruptly shifting the mood?

4.  What level of rehearsal props and furniture does the director expect and at what point?

5.  Does the director want strict blocking kept from the outset or will there be a period of improvisation?

6.  How does the director want breaks called, five minutes an hour, or ten minutes every hour and a half?  Does the director wish you to call a reminder ten or fifteen minutes before a scheduled break?

7.  What policy would the director like to establish regarding visitors at rehearsal?

8.  Would the director like to establish any guidelines for prompting actors with their lines?

9.  How soon does the director want actors “off-book”?  And, should you correct them word-for-word or allow them to paraphrase at first if the scene is moving along?

10.  How are rewrites to be handled, e.g. handed out and read through outside rehearsal or held to be distributed all at once by the director?

11.  How much discussion and leeway does the director want to allow before you prod him or her to move on and stick to the scheduled work day?  This is a delicate and very important point that should be agreed upon in advance, because there should be no sign of quarrel or disagreement between the director and stage manager in front of the cast.

12.  Establish a time when the two of you can talk privately each day so you can continue working on the same wavelength while not having to discuss questions or problems during rehearsal periods.

The director and stage manager should emerge from the first meeting with a genuine feeling that they can work together.  The basic ground rules should be set.

======================================================

PRODUCTION CHECKLIST

