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ASSISTANT STAGE MANAGER

Standard Operating Procedure Manual

The Assistant Stage Manager is responsible for assisting the Stage Manager in her duties, and learning the job of stage management.

Statement of the Theatre Department

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 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 from her peers.

1.
Attend production meetings as scheduled by the Stage Manager.

2.
Attend rehearsals and performances and assist the Stage Manager in the performance of her duties as requested.  Be sure to attend dry tech, tech rehearsals, dress rehearsals and performances, even if you do not have duties other than observing the Stage Manager and learning from her.  A list of specific duties will be assigned by the Stage Manager.

3.
Maintain deadlines and assist crew chiefs and crews in maintaining their deadlines.

4.
Maintain safe working conditions for actors and crews.  

5.
Maintain professionalism and cast and crew morale.  Keep absolutely confidential all conferences with your Stage Manager,  the director, the faculty, and crew chiefs.  If you haven't read it in the newspaper, you don't talk about it!

6.
Understand that by tradition--for which good reasons exist--stage managers do not assign some duties to anyone else.  Among the sacred responsibilities of the Stage Manager are calling the show, making final checks on essential properties and set pieces.

7.
Assist all departments in maintaining orderly working conditions and orderly work areas.

8.
Participate with your Stage Manager in a dry tech in which you call all the pre-show and running cues, with your SM making the responses, so that you are prepared to step in and call the show if your SM is incapacitated.

9.
Review prompt book with Stage Manager during tech week and be prepared to call the show in case of emergency.

10.
You are entitled to two complimentary tickets for a performance, which you may give to anyone you wish.  Comps are not available for Friday or Saturday performances except for guests who live at such a distance as to make it impossible for them to attend another performance.  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 as “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.

11.
PARTICIPATE IN STRIKE IMMEDIATELY AFTER THE FINAL PERFORMANCE.  The goal of strike is to return ALL theatre equipment and spaces (including shops and storage rooms) to orderly condition, with everything in its place.  Strike continues until that goal is achieved. Specific instructions for your job are listed below.  If you have little to do, you may help another crew chief who has a lot to do.  YOU ARE REQUIRED TO BE PRESENT!


You can advance the task prior to strike, thereby shortening work time, by planning your tasks, listing tasks in the order in which they need to be done, recruiting crew to assist with them, acquiring needed tools and materials (dishwashing soap, masking tape, whatever?), and putting away everything connected with your department that is not required to run the show, whether or not you got it out.


Faculty members are glad to help you plan your strike tasks and needed materials.


Ensure that all work spaces are left in order and all objects are put away.

12.
PARTICIPATE forthrightly and courteously in the show's Post Mortem evaluation as scheduled.  Post Mortems ordinarily are held at the Tuesday convocation period next following the show's closing, in the Fletcher Collins Theatre.

DUTIES THAT MAY BE ASSIGNED TO ASSISTANT STAGE MANAGERS:

Auditions:  Post/send announcements, make room arrangements, type/copy audition materials.  Type/post casting and rejection notices.  Distribute scripts to cast.

Preparations:  Paste up script.  Make preliminary plots and cross-check with SM's plots.  Assist in preparing/type/copy rehearsal schedule and production booklet.  Tape set plan on rehearsal room floor.

Production meetings:  Announcements and reminders.  Confer with SM on agenda.

Rehearsals:  Make coffee, supply drinking water, prepare rehearsal space, check actors in and out, copy and distribute materials, tidy rehearsal space and dressing rooms after each rehearsal, take notes for director and/or producer, call actors to rehearsal room as needed, read for absentees.  Store and keep orderly rehearsal props and costumes.  Leave work spaces in perfect order.

Tech/Dress Rehearsals:  (In addition to above:)  Warn/call actors for entrances, set up intercom system, charge glow tape, assist running crews.

Performances:  Preshow and postshow cleanup checks (essential props and set pieces should be checked by SM, who is responsible if a problem occurs).  Keep extra people away from backstage.

Cast Party:  Shop, set up, clean up.

Strike:  Send notices and reminders.

MUSICAL ASSISTANT STAGE MANAGERS:

Recruit page turners, musicians, instruments, and equipment.  Set up and strike equipment, including stands and stand lights (tape down cables).  Arrange and publish music and orchestra rehearsal schedules.  Arrange orchestra dressing rooms.  Run preshow checks on equipment and personnel.  Assist music director and stage manager as needed.  Assist SM in reading music cues.


STAGE MANAGER'S PARTY SHOPPING LIST

1 package napkins

20 pound ice

6 bread (3 wheat, 2 rye, 2 white)

3 pounds ham, sliced

1-1/2 pounds cheese, Swiss, sliced

3 pounds roast beef, sliced

1 pint mayonnaise

1 small mustard

2 large chips (Gibbles required)

1-1/2 pounds cheese, Cheddar, sliced

3 large ginger ale

6 large cokes

6 large sprite or 7-up

30 12-oz. plastic cups


INTERCOM SETUP SOP

PROTECT ALL CABLES FROM BEING PINCHED (as under a platform, in a door, or under a heavy object).  PINCHING WILL SHORT OUT CABLES, RENDERING THEM USELESS.

TAPE DOWN ALL CABLES THAT ARE IN ACTOR, AUDIENCE, OR TECHNICIAN WALKWAYS.  That amounts to:  tape down all cables that are on the floor.  Tape the full length of the cable, so that no-one can get a toe under the cable and trip, even deliberately.

Make the following connections:
Wall panel Jack A to Channel A output on master station, with black cord

Wall Panel Jack B to Channel B output on master station, with black cord

Wall outlet MIC to beltpac Headset connector, with gray cord

Beltpac Input connector to Channel B output on master station

Your headset to Headset connector on master station

Technician headsets to headset connectors on their beltpacs
Technician beltpac inputs to wall outputs in theatre

Turn on master station.  Set your controls as follows:


Turn on mic control on master station.


Channel A is communications loop in theatre.  Use this to communicate with technicians.  Channel B is stage sound and your connection to lobby and greenroom.  Use this channel to communi​cate with actors and house manager.  A + B puts you on both channels.


TROUBLESHOOTING


Volume control controls your receiving volume, as does the volume control at each station's beltpac or speaker.  If you are having trouble hearing, check the volume controls on your master station and on the beltpac that is in the link from wall outlet MIC to channel B output.  If technicians are having trouble hearing, ask them to check their volume controls, which affect only the receiving volume at the attached headset.


Reset resets the system after a short has been detected.  The short light should be out after a reset.  If it is on, you have a defective cable or jack.  Try replacing cables one at a time to find the defective one, and then press reset.

