Makeup Crew Chief                                                    3/09
Standard Operating Procedure Manual

The Makeup Designer and Chief is responsible for organizing and arranging all aspects of makeup design, maintenance and execution of designs during the course of a show. Specifically she is responsible for:

· Planning makeup for each individual in the cast

· Restocking and maintaining makeup supplies

· Assisting performers in the application of makeup during shows

· Working with the costumer to organize any quick changes involving makeup

Statement of the Theatre Department

Mary Baldwin College Theatre is an academic theatre. It’s 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 purpose is 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 their peers.

Makeup Designer and Chief Responsibilities

1. You must attend production meetings as scheduled by the Stage Manager. Follow the deadlines in the production calendar. Deadlines are serious. Notify the producer as soon as you think there is the slightest chance you won’t meet a deadline. The work of another crew may be awaiting your completion of a necessary task; the producer will not strangle you for giving notice that you are having a problem and will help you find ways to get the job done.

2. Consult with the director and costumer to determine the period, style, or type of makeup that needs to be done.  

3. Inventory available makeup and hair supplies and determine what needs to be replaced or added to the inventory.  All makeup should be dated with the month and year it is bought. 

4. Save all receipts from purchases and give them to Terry Southerington. This is VITAL.

5. Attend either the read through or an early rehearsal in order to become familiar with the actors and their characters.

6. Complete Makeup design sheets for each member of the cast with enough detail that anyone could recreate your design. For example: 

Foundation: Olive Fair Medium

Lipstick: Toasted Almond


Do not put “maroon” or “red” – that tells us nothing.


Make sure the picture portion of the chart is clearly drawn with colored pencils.

7. Arrange crew assistance as needed for rehearsals and performances.

8. Provide producer with a crew list in alphabetical order by the assigned deadline. Make sure all the names are spelled correctly by either verifying with the students or by using the student directory.  Double check the names even if you know the student personally.
9. Clean the green room daily: sweep, wipe down counters, Windex the mirrors.

10. Arrange makeup and hair materials and mirrors for easy accessibility for the actors.  This should finished at least half an hour before the first actor call time. 

a. The long counter should be divided into “stations” using masking tape.

b. Label each station with the names of the individuals who will be using it. Generally assign no more then three people to one station.

c. If actors are to share makeup (but NOT eye makeup) make sure they either share a station, or are next to each others station.

d. Place the necessary makeup at each station for the actors. Use labeled zip locks to keep each individual actors makeup separate.

e. Encourage actors to bring their own eye makeup (mascara and eyeliner).

f. Distribute cold cream and tissues amongst the stations.

g. Set up a “hair station” on the short counter, with all the necessary supplies laid out.

h. Instruct actors to do, or have their hair done at the hair station and to be courteous of the people they share makeup stations with.

11. Assist actors with the implantation of their hair and makeup as necessary, including touch ups and changes during the course of the show.

12. Clean up at the end of the show, leaving the counters and makeup storage spotless. Remember that the green room has other purposes during the day.

13. Participate in strike after the final performance. Strike is mandatory. The goal of strike is to return all theatre equipment and spaces to an orderly condition with everything in its place. Strike continues until that goal is reached. During strike you (and any assistants) must 

a. Clean all makeup

b. Return it all to the proper location

c. Inventory all remaining makeup

d. Dispose of any makeup contaminated by illness (particularly pink-eye DON’T RISK IT!)

e. Wipe down all surfaces and sweep.

f. Help Costumes strike.

Make strike easier by planning ahead of time who will do what, and “prestrike” as much as possible during the show.  Faculty members are glad to help you plan your strike tasks and materials.

14. A party for the cast and crew is held after the Saturday performance at a place announced by the stage manager. Notify each member of your crew and encouraged them to attend. Dates, spouses, and/or family members are welcome. Due to space limits, please do not invited other guests without the specific permission of the hostess. Be sure to introduce any guests to the hostess immediately after entering the party.  A guest must see a performance in order to attend the party. All cast parties end at 2:00am. Remember that you are a guest in the home of your hostess and act accordingly. Food and soft drinks are furnished. Persons of legal age to consume alcohol should BYOL. Please do not drink anything other soft drinks that you did not bring. Persons under age 21 may not consume alcohol at cast parties, by Virginia Law. Those who do will be asked to leave. Please leave cars at school if the party is at the Southeringtons’.

15. Crew chiefs receive two complimentary tickets (“comps”) and crew members receive one comp each. Inform your crew of that comps can not be used on a Friday or Saturday night, except for out-of-town guests who live too far way from Staunton to attend another performance. Comp tickets must be reserved in advance and will be held at the door.
















