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ACTOR GLOSSARY AND SOP

MARY BALDWIN COLLEGE THEATRE IS AN ACADEMIC THEATRE.  ITS PRIMARY PURPOSE IS TO PROVIDE OPPORTUNITIES FOR TEACHING AND LEARNING the arts and crafts of the theatre and to provide practice in them under approximations of professional conditions and to professional standards.  Its secondary purposes are to enrich the learning of all students and to provide the finest theatre for the college and the community that is consistent with the goals of teaching and learning.  Every person who works in Mary Baldwin College Theatre is a teacher, a learner, and a theatre artist, entitled to respect and encouragement in the processes of teaching, learning, and artistic creation.

ABSENCE:  If you suffer sudden death or hasty marriage and therefore must miss a rehearsal, please notify the Stage Manager (SM) or Director as soon as you know it yourself.  Otherwise you are expected and BADLY NEEDED at every rehearsal for which you are called.  There are no small parts; there are only small actors who do not realize that every part is essential to the effectiveness of the play, everybody needed to polish the show and develop ensemble.  Absence is not acceptable from the first technical rehearsal through the final performance.

CALL:  A request that you appear for rehearsal, costume fitting, photograph, or other duty at the time and place specified.  Also means the time stated, as in "tomorrow your call is 7:30."  The SM knows when your next call is; check with her before leaving each rehearsal.  Calls are also posted on the callboard, and on your rehearsal calendar.  Please check.  You should arrive 5 minutes before call to take off your coat, get that drink of water, etc and be ready to start promptly on time.

CALLBOARD:  Bulletin board where calls, schedules, cast lists, emergency information, and matters of interest are posted.  Located in the hallway opposite the greenroom, q.v.   CHECK THE CALLBOARD BEFORE AND AFTER EACH REHEARSAL TO BE SURE OF HAVING UP-TO-DATE SCHEDULES AND OTHER INFORMATION.

COMPS:  Cast members and crew chiefs are entitled to two complimentary tickets to the show; each crew member is entitled to one complimentary ticket.  Comps may be used by crews or given away.  Comp tickets are not available for Friday and Saturday performances except for out-of-town guests who are unable to attend on another night.  You must make reservations for your comps in advance of the performance; reservations are filled with those of all other patrons on a first-come-first served basis. Fill in a ticket reservation form, clearly mark it “comp”, and place it in the ticket order envelope on the call board. Tickets will be held at the door. Please inform your guests that we may turn away paying patrons to reserve their comps; guests must call the theatre and release their seats if they change their plans; guests must pick up their comps by 15 minutes before curtain or they will be released to a waiting patron.

CREW CHIEF:  Person responsible for the operation of a technical crew and the related department:  lighting, sound, costume, promotion, box office, properties, set, etc.  If you have any malfunction in these areas, contact the stage manager first.  Brilliant ideas and/or requests for changes should be addressed to the director, who is responsible for the production concept and related decision-making.

DRESS REHEARSAL:  Rehearsal in full costume and makeup, conducted exactly as if it were a performance.  Some guests may be present.  Please comply with the requests of the costume mistress and SM.  You will be asked to hang up your street clothes and your costume when you are not occupying them, put on your makeup before you don your costume, remove your costume before removing your makeup, give the costume mistress notes about problems with your costume, remain in a designated area backstage throughout the rehearsal except when you are on stage or let the SM/ASM know exactly where you are, and give valuables to the SM for safekeeping.  If an actor inadvertently cuts fifteen pages from the show, you may be needed sooner than you expected, so we must be able to locate you quickly.

GREENROOM:  The room or area where actors wait to go onstage, so called from the fact that traditionally the floor is covered with a green baize carpet.  Large casts may be assigned to various "greenroom" locations.  During technical and dress rehearsals and performances, be sure to notify the Stage Manager (or ASM if they are assigned backstage, not anyone else) of your location if you leave the greenroom for any reason.

GUESTS:  Anyone not directly working on the show.  Guests may not be backstage during rehearsals or performances.  Check with the director before bringing guests to rehearsals.

HEALTH:  We like you in the role, so please take all necessary steps to stay healthy.  The SM keeps a supply of aspirin, bandaids, antacids, smelling salts, eye drops, chap stick, cough drops, etc.  Mary Baldwin College Theatre does not use understudies, so take care of yourself.

HOMEWORK:  An actor's homework includes studying the play for clues to plot, character, and ideas; thoughtful consideration of every fact known or inferred about the character and his/her situation, relationships, etc.; memorization of lines and business; incorporation of notes (see NOTES) given by the director; and physical, vocal, and attitudinal preparation for rehearsal.  Actors are expected to arrive prepared physically and emotionally and to leave behind them any matters which might adversely affect their work.

LATENESS:  Courtesy requires that you be on time for calls.  On-time means present five minutes before the call time.  If you must be late for a call due to a dire emergency, please notify the SM or the director.  The SM will telephone latecomers five minutes before call time.  Avoid hassling your family, roommate, or hall.  Be on time, or let us know if you are unavoidably delayed.

LINES:  A request that you memorize your lines by a stated date.  This single word in the rehearsal schedule confers an obligation to other actors to learn your lines by the date noted, so that you may begin to work together as actors, rather than as readers.  "Line" is also the callword for a prompt, which may be given by the SM some days after lines are due.  See also "PROMPT" for important information regarding this deadline.

MAKEUP:  Please follow the instructions of the makeup designer and do all parts of your own makeup and hairstyle that you are competent to do.  Our space is too small to accommodate a personal makeup artist for each performer.  Makeup crew will furnish advice and assistance with difficulties, not personal service.  Let Makeup Crew Chief or SM know at the beginning of the rehearsal period (do not wait until dress rehearsal) if you are allergic or have special makeup needs.

NOTE, NOTES:  Director's instructions concerning movement, interpretation, line readings, gesture, or any other matter.  Early in the rehearsal process, notes are given throughout the rehearsal; later, notes are given at the end of the rehearsal or a section of it.  It is important to write down notes that apply to you, work them into your role, and incorporate them at the next rehearsal.

PARKING:  Cast and crew who are members of the college community are bound by the ordinary college regulations.  Those who are not students/staff/faculty may park in parking lots at Physical Plant, Kable, Skyline, and Tullidge or on Kable Street.  Parking is prohibited on Prospect Street, in the driveway in front of Deming (Kable Drive), and in the driveway behind Deming.  You are subject to being towed without notice, especially from behind Deming and especially, especially from the wheelchair ramp.

PARTY:  For the cast and crew after the Saturday performance at a place announced by the Stage Manager.  Dates. spouses, and/or family are welcome.  Due to space limits, please do not invite other guests without the specific permission of the hostess.  Food and soft drinks are furnished.  Persons of legal age to consume alcohol should BYOL.  Persons under age 21 may not consume alcohol at cast parties, by Virginia law.  Those who do so will be asked to leave. Remember that you are a guest in your hostess’s home and act accordingly.  Please leave student cars at school if the party is at the Southerington's.

PENCILS:  Please bring one to rehearsals.  Mark cuts, blocking, etc. in pencil only.  If your show is a musical, the script and score are rented and all marks must be erased before return.

PERSONAL BELONGINGS:  Please take them with you after the last performance.  Your dressing room will be cleared immediately, and your property may be assumed to belong to the theatre.  If clothing worn in the show requires cleaning or repair, please have it done (we use Trimbles) and send us the bill.  That is safer than leaving clothing behind with theatre-owned costumes, since the person who can distinguish one from the other may not be the person who later puts away items returned from the cleaner.

PLACES:  Direction IMMEDIATELY to take your place, ready to  receive the cue for your next entrance or to resume rehearsing at a stated point.  During a performance, PLACES indicates that your next cue is upcoming immediately

PROMPT:  The first few words of a forgotten line, read by the SM.  Call for a prompt by saying "line."  Please do not break character, apologize, roll your eyes heavenward or toward the director, use profanity, or otherwise interrupt the scene.  Just call "line," take the prompt, and proceed.  No prompts are given after the first technical rehearsal.  There will be no prompter during performances.

PROMPTNESS:  Please be on time for rehearsals and other calls.  We will begin at the scheduled time, so please arrive five minutes early to visit, sharpen your pencil, and ask questions.  Five minutes' delay multiplied by ten to twenty people at rehearsal is one to two hours' wasted time, and it didn't belong to you.

SCRIPTS:  Put your name on it and don't lose it.  Scripts now cost $5 or so, and we don't have spares.  Except for rented scores and scripts (usually for musicals), your script is yours to keep.  Check with the SM if you are in doubt.  Lost rented scripts (about $10) and scores (about $25) will be billed to the person to whom they were assigned, so don't lose or lend yours.

SMOKING, DRINK, FOOD:  You may snack during rehearsals outside the rehearsal room and (during performances) greenroom.  Smoking is not permitted in the building. If the weather permits, you may smoke outside, away from the doors. Be sure to put cigarette butts in the ash receptacles. Please remove the litter created by your snacking. We do not use alcohol or other drugs during rehearsals or performances.

STAGE MANAGER:  Person responsible for coordination and smooth operation of all elements of a production.  She has your next call, an aspirin or band-aid, copies of the rehearsal calendar, your prompt, answers to many of your questions.  She is in absolute charge of cast and crew during technical and dress rehearsals and performances.  PROFESSIONALISM AND SAFETY REQUIRE IMMEDIATE COMPLIANCE WITH A REQUEST MADE BY A STAGE MANAGER IN THE COURSE OF HER DUTIES. Respond to Stage Manager calls with “thank you”, both as a courtesy and so she knows you have heard. As a courtesy, the stage manager will warn you in advance of your cues or entrances, or assign this duty to the assistant stage manager,  but making them on time, with or without a warn, is entirely your responsibility.  So that the SM can warn you, notify her or the ASM if you leave the theatre (during rehearsal) or your assigned greenroom location (during performance) for any reason.  Do not delegate this notice to anyone else.

STRIKE:  Removal of an object, objects, or part or all of a stage setting from the stage to temporary or permanent storage.  A full strike of all materials used in the production follows immediately upon the end of the final performance.  All student actors and technicians are required to participate in strike; other assistance is very welcome.

TECH REHEARSAL:  Actors and technical crews coordinate their efforts at tech rehearsal.  It is likely to require much repetition, stopping, starting, and explaining.  Please bring your sweetest temper and your finest patience.

VALUABLES:  Give valuables to the SM for safekeeping during rehearsals and performances, or don’t bring them at all.  Do not leave them in your dressing room or in the greenroom.  The building is open to the public, and we may not be able to safeguard your property.

WARN:  A reminder that a cue or entrance is coming up in about one minute.

