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Dear Stage Manager,

Welcome to the ranks of a select few who are the stage managers of BHS.  

Stage managers before you have made great contributions to the perpetuation of stage management, technical prowess, and theatrical professionalism at Burlington High.  It may just be school, but if you truly care about theatre, then school theatre can be just as powerful and moving and technically proficient as Broadway shows.

You surely already understand the size and scope of the resources which BHS can offer to contribute a high level of technical ability to shows at the school.  For these resources to continue to perform at superb levels of efficiency, they require great care.
A stage manager at BHS should not only follow the procedures outlined in this handbook for what to do for each show, but should consider the Performing Arts Center an extension of his or her room – take care of it, love it like a child (maybe) and keep an eye on all the equipment like you owned it.  

This packet is a step by step approach to what a stage manager’s responsibilities are for a show.  The first thing to know about stage managing is that every director you work with will have a slightly different idea about where stage manager’s responsibilities start and end.  Luckily, at this point in your career, you are always working in the same place with the same directors, because this is BHS.  Therefore, your responsibilities are predictable (to the degree that the job of stage management is predictable, which is very little).  

This packet should help to coalesce and synthesize the role of stage manager at BHS and really clarify what it is you should do for every part of the rehearsal and production process.  The information is gleaned from professional sources: notes from a professional stage managers form the basis of the packet, while my experience working with Mr. Middleton extensively helps iron out the specifics. References to numerous books on the subject of stage management have been made.  
This should be a living document – make changes to it, add to it.  But make sure you document any changes you make, just like you would to blocking or script changes.

Keep up the tradition of a professional technical environment at BHS.  Make it something to be proud of.  

And remember: tech week always sucks, and is always worth it.

Keep on keepin’ on

Kevin Deane Parker
BHS ’10 
Stage Manager: A Definition
From The Backstage Guide to Stage Management by Thomas Kelly: 
Stage Managers are responsible and adaptable communicators who have the ability to handle and coordinate diverse groups of artistic personalities with tactful discipline and a sense of humor.  They establish a creative environment by combining the ability to prioritize, anticipate, and solve problems, with calm sensitivity and grace under pressure.  Their ability to do so stems from organizational ability, acquired technical knowledge (sound, music, lights, design and construction, rigging, and so on), familiarity with union requirements, and an inspirational personality that creates positive energy
From Carola Morrone LaCoste, Stage Manager – Huntington Theatre Co.:

The essential qualities of a stage manager: calm (to keep rehearsals from getting tense), managing people effectively, organized, and a strong attention to detail.

Basic jobs:      -    hub of communications

· Be friends with everyone to make life easier

· Smooth execution of production

· Run rehearsals during tech week

· Maintain prompt book

· Cues and blocking

· Make sure the director’s vision is maintained throughout the run

Auditions
Actor: “The lights hurt my eyes.” Proper response: “THEN DON’T AUDITION”

1. Set up the space

a. The stage should be clean and swept

b. Put an x where the auditioner should stand. Make it big and clear or they will be confused (make sure there are no other x’s around it either)
c. Set up a table for the directors 
d. Set up a microphone if deemed necessary
e. Give them some mood lighting (stage lights) if deemed necessary
2. During the process…
a. You should have a schedule/list of audition slots already – set up a system:

i. One crew person should find the “on deck” actors in the chorus room and get them close by

ii. One crew person should stand in the hallway and let people into the wing when you call them

iii. In the wing, you should brief the person on where to go and what to do

iv. Use walkies – they’ll help

v. Stay on schedule – otherwise actors get antsy

b. Be compassionate – give hugs, have tissues ready. Auditioning is never easy. Try it sometime and you’ll see.
Pre-Production: The Happy Days (1 week before the rehearsals begin)
1. READ THE SCRIPT

a. Multiple times 

i. First to feel the flow

b. Do a production analysis, listing the following and making notes of special instances that you should keep in mind during the rehearsal space (is the lighting going to be dim so the actor can’t really see? Is there a drop affecting the depth of the stage?)
i. Props

ii. Scenery

iii. Sound

iv. Lights

v. Costumes

vi. Quick Changes, Actor Entrances and Exits

c. Also do a scene/actor breakdown – which character is in which scenes? An excel spreadsheet is the best way to do this

2. Make lots of Paperwork time! Templates of all of the following are super helpful when you are stressed and have no time to make them later.  So make them at this part of the process. Or take them from the Stage Crew Docs.
a. Contact sheet – emails for all designers and crew
i. Make sure somewhere you can access the information sheets with actors phone #s – that way you can call people who are late for rehearsal

b. Rehearsal Schedule – Mr. M will make this, you should get this from him as soon as possible

c. Tech Schedule – analyze the rehearsal schedule and decide when you want crew to start coming

d. Build Schedule – talk with Mr. M, the Scenic Designer, and the Master Carpenter to get the build schedule set up
i. Get an email list for the Build Crew, and be in charge of communicating with them the schedule and build dates – or delegate this responsibility
e. Rehearsal and Performance Reports

i. These are so useful for keeping designers aware of changes and notes – see Appendices for templates
f. Blocking Sheets 

i. See the template in the Appendices
g. Script

i. Should be one sided, hole punched, in a binder

ii. Blocking sheets should be on back of page so it faces the next page
3. Meet with the Directors
a. Just talk. About the show. About his expectations
b. Talk about when/if he wants to take breaks

c. Go over rehearsal schedule

4. Meeting Designers

a. If there is a production meeting BE AT IT.  

i. Especially scenic design meeting – you will have a big role in compiling the set pieces

ii. Get ground plans to have for during blocking

iii. Costumes – when will fittings be done

b. If there isn’t a production meeting, tell Mr. M there needs to be one. (lol)
c. Figure out who is the properties designer – who should be the one who FINDS all the props – different than the propsmaster/mistress who runs the props crew during show.  For some reason at BHS this often slips through the cracks.
The Rehearsal Process
1. The First Rehearsal Meeting Thing in The Chorus Room
a. Rehearsal Schedule

b. Talk about being on time to rehearsal, attendance

i. Give out your number for people to call if they will be unexpectedly late for rehearsal

ii. Make sure Mr. Middleton explains the process for excused absences

c. Make sure everyone understands your role in the process; actors should respect your authority or things will get difficult – gain this respect by being NICE and good at your job
2. Supplies
a. PENCILS – enough for everyone at rehearsal; not just for you
b. First Aid kit

c. Copies of Script for those who forget

d. Rehearsal Props – something that is similar in weight in size to what the actor will use; not necessarily what is actually used

e. Scale Rule

f. Spike Tape

g. Pencil Sharpener

h. Middleton’s keys

i. Stopwatch

3. The Space
a. What rehearsal lighting do you need?

b. Sweep the stage 

c. Tape out the space
i. Use the groundplan and a scale rule so it’s accurate

1. Mark 0,0 on the plan and then find it on the floor

2. Create a grid on the plan
ii. Important to mark:

1. Drops and flying scenery (which may limit the depth of the playing space)
2. Wagons

3. Furniture locations (use rehearsal furniture if possible)

4. Locations of doors/entrances and exits to the playing space
5. Levels (platforms)

6. Stairs

d. Does Leanne (choreography) want to use the dance studio for any rehearsals? Is it available?

e. Rehearsal Piano

f. Rehearsal CD and Sound System

g. Music hall bathrooms open? Someone will inevitably interrupt the rehearsal to ask
4. During Rehearsal
a. Verify with Director what the schedule for the day is
i. What does he want to get accomplished?

ii. Keep him on schedule or allow him flexibility to keep working?

iii. Tell the actors this schedule

b. Take attendance

i. Have a list of those with excused absences

ii. Call late people
iii. Keep attendance forms for records

c. Blocking Notation 

i. Shorthand is essential

ii. Accuracy is important for future when everyone asks “wait what did I do here?”

iii. Use the number-location system

iv. See blocking template in appendix

d. Rehearsal Notes and Reports

i. Take any design notes that seem relevant to solving problems that would crop up in the future

ii. Compile notes into a report that you email to all designers and directors after the rehearsal

1. Also to props coordinator, carpenter, etc.

iii. Attendance should be noted on the report

iv. The report should NOT go to actors

v. Report Template in Appendix

vi. Be as specific as possible!!!

e. Rehearsal Day Ends – lock up auditorium, turn off lights, clean off stage

i. Check your stage crew club schedule – is the stage being used the next day in school

1. In which case you have to clean even better

Welcome to Tech Week
It’s tech week – might as well bring a sleeping bag.
You will not do your homework. Don’t even try.

***Remember, you are the connection between the actors and the production. That is your job.  Bring the two together comfortably and efficiently.***
1. Load-In  - Friday Before Tech Week
a. Set Pieces – are they completed or on track to be completed?
b. Props

i. Need real props unless they are consumables

ii. Prop table should be set up by propsmaster/mistress

c. Plan out Wingspace

i. Props locations
ii. Scenery set-up
iii. Use scale drawings in appendix (1/4” = 1’)
d. Choreograph Set Change Cues

i. Master Cue Sheet and a Props Tracking plan
ii. Then breakdown into a cue sheet for each crew member

1. Rail should get a script as well

iii. Include in this plan any actor quick changes for costumes that will be performed in the wings

e. Set Up Cabling

i. Monitors

ii. Headsets

iii. God Mic to call holds

f. The Deck

i. Mark where actors are allowed to stand before going on (which should probably be NOWHERE in the wings – best for them to stay in the shop or hallway until a cue)

ii. Glow tape for safety (AVOID AIRPORT RUNWAYS)

1. Analyze where you REALLY need it – use sparingly

iii. Sweep and Mop (backstage as well)

iv. Put down Marley floor

g. Callboard

i. Calendar

ii. Schedule for the Day

iii. Sign in Sheet (best way to take attendance with full cast)

1. Include crew on this and make them sign in

iv. Important Announcements

h. Dressing Rooms
i. Clean Out

i. Set up an office in the house left room of the booth – regardless of whether you call the show from the booth, it’s important to have a headquarters for personal belongings so your call booth doesn’t become a messy place of stuff

j. Put cues in prompt book

i. With post it tags and pencil – always temporary because they will always change during the week
2. Tech Runs
a. Arrive Early
i. Prepare your station
ii. Prepare your book
iii. Prepare the STAGE
iv. Test headsets
b. Prepare the Stage
i. Well, get the crew to do it
ii. Start to compile a pre-show checklist based on the needs you identify over the week
c. What if you have time for extra dry tech?
i. DO IT – with the sets you have
ii. As the week gets on, run with lights too
iii. Time the set changes – learn which ones have underscoring, and identify problem areas
d. Actors
i. Give half-hour, fifteen, five to places
ii. “Hold please” – that’s the key word to stop
e. Wardrobe 
i. Make sure costumes are coming in
f. Run the tech like it’s a show, with as many technical elements as you have ready 
g. Calling Holds 
i. Hold is used instead of stop because it gives the feeling that you’re just pausing, not entirely taking the energy away
ii. While in a hold, constantly keep in touch with directors, choreography, and lighting designer – “are we ready to continue? Who needs more time?”
h. Keep updating cues, blocking
i. As lighting is built, add in cues so you know where they are, even if you don’t call them
i. Keep taking rehearsal notes and writing rehearsal reports
i. FIX the notes – make sure they get taken care of by somebody, if not you
j. Calling Cues
i. Responsible for all technical cues – not responsible for actors entrances and exits
ii. GO is the golden word
iii. Mark Standbys
iv. Update crew’s cue sheets after the rehearsal so they are accurate with changes made
Golden Rule of Theatre Production: Good – Fast – Cheap   ( you can have two, but not all three
Performances
Didn’t make it off stage before lights up? Hide behind couch for entire scene.
1. Preshow Template in Appendix
2. During show – Call the show! It’s all on you.

a. Start the show on time! But also mind FOH (front of house) to make sure you don’t start before they are ready.  Constant communication

3. Take notes for Performance Report – Template in Appendix

4. Keep track of intermission time

a. Don’t let it run too long

5. Solve problems
What’s funny is the performance is both the most stressful and simplest part of an SM’s job.  If you have done all the prep work correctly, you can literally read the prompt book like your own script, just calling the cues where you have put them, and your crew and the actors and all your long hours of preparation and planning will take care of the rest.  Problem solving is really where your stress will come from; the unexpected and the mistakes.  But that’s the nature of live theatre; that’s why it’s fun.
Assistant Stage Manager

Ask not what your ASM can do for you, ask what yo--actually, yes ask them to do a lot for you.

The ASM can do whatever you want to delegate to him/her.  Their job is to help you best they can.  Below are some responsibilities you may want to delegate to them during each part of the process.
In Rehearsal: 

1. Cast attendance
2. Sharpen pencils

3. Set up furniture/set pieces

4. Help tape

5. Keep track of costume quick changes, where scene changes will be

6. Stay on book to feed lines

In Tech Week

1. Create the crew cue sheets

2. Set up the backstage wing space layout

3. Choreograph the scenic changes

4. Keep note of changes to the cue sheets

5. Watches for safety issues

6. Communicates cues to Stage Left crew via headset

In Performance

1. Make sure notes from performance reports are executed 

2. Communicate any notes to the SM

3. Take care of actors needs and problems

4. Maintain backstage discipline

