
MASTER CARPENTER 



 8/09


Standard Operating Procedure Manual

The Master Carpenter is responsible for organizing and arranging all aspects of set construction and decoration for the production.  Specifically she is responsible for:
· Working with the director and producer to produce floor plan

· Researching period as needed
· Making, repairing, putting up all necessary flats, doors, windows, etc.
· Arranging blacks as needed
· Painting all necessary surfaces including the floor

· Finding appropriate furnishings and set decorations

· Setting up and making safe all audience seating

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 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.

1.  Attend all 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 be able to 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.
Study setting requirements of script:  locale, period, specific requirements for platforms, ramps, doors, windows, and furnishings.  Discuss initial plans with director and producer, preferably working from preliminary sketches.
3.
Research time period for style.
4.
Make final sketches, model, and floor plan and have approved by director and producer.

. 
5. 
Co-ordinate taping of floor with Stage Manager.

6.
Set up audience area of theatre promptly.  Co-ordinate schedule with Lights Chief, who can set lights most easily if only a limited number of chairs are installed in the theatre

7.
Analyze set design and break into job units; prepare list of job units in the order in which they should be completed.

8.
Prepare list of required furnishings and materials; note those on hand now.

9.
Prepare materials list, obtain approval of producer, and obtain needed materials from storage or local suppliers.  Orders from suppliers must be accompanied by purchase orders or credit card: ob​tain these from Mrs. Southerington.

10. 
Save all receipts from purchases and give them to Terry Southerington. This is VITAL.

11.
Recruit crew; assign job units; assign (with director) deadlines for completion of set and furnishings.

12.
Recruit and assign running crew as needed.  The same persons should work running crews for all tech and dress rehearsals and all performances.  Crews need rehearsals as much as actors do.  Check with the producer as to the number you need in your running crew and be sure you have that number of persons who will work throughout the tech/dress rehearsals and perfor​mances.
13.
Keep a running list of all crew members; arrange in alpha order; check spelling of names by the Student Directory; deliver lists to Producer by deadline.  BE SURE TO CHECK SPELLING OF NAMES, EVEN IF YOU ARE SURE YOU KNOW HOW TO SPELL THEM.  IT'S AMAZING HOW OFTEN YOU ARE SURELY WRONG.  Notify Stage Manager of additions to crew after this deadline so the program can be changed.

14..
Stress personal safety and ensure that safe practices are used by all workers at all times:  instruct workers in safe use of power tools, dangerous substances, and safety devices; plan work to permit adequate rest for workers;  send exhausted and accident-prone workers home.  Work with a buddy after 10:00 p.m. (required).  Never use power tools alone. Do not work between 1:00 and 7:00 a.m., when the theatre is closed.  KEEP WORK SPACES ORDERLY TO PREVENT ACCIDENTS.  THIS IS A SAFETY ISSUE AND WILL BE ENFORCED.

15.
As crew chief you 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 out 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.  Be sure to notify each crew member of these rules and let her know she should make a reservation for her comp. Any exceptions to the above rules must be cleared in advance by a member of the theatre faculty.

16.
Supervise construction, furnishings, and shift crews.

17.
Take responsibility for maintenance of borrowed furnishings in original condition or better.  Cover furniture when not in use.  Move furnishings with great care.  DO NOT BORROW ANY ITEM THAT IS IRREPLACEABLE, FOR SENTIMENTAL OR OTHER REASONS.  IF THE OWNER WOULDN'T BE AS HAPPY WITH THE ITEM'S VALUE IN CASH, DON'T BORROW IT.

18.
Furniture which is in use on campus may usually not be bor​rowed.  This rule includes furniture in dorm rooms and lounges, offices and public spaces.  For any exceptions have the producer make a request to Physical Plant X7209.

19.
Furniture in storage may be borrowed for performances by permission of the director of physical plant.  It may be painted ONLY by specific permission from that director.  Check with a member of the theatre faculty before painting or otherwise altering ANY furniture to be sure that it is ours.

20.
Arrange installation of completed set and furnishings in Theatre before Dry Tech rehearsal.  Consult production calendar for this deadline.  Record full details of the installation in the preset plot (see attached). 
      21. REMEMBER THAT THE THEATRE WILL BE IN USE FOR EVENING


 REHEARSALS AND DAYTIME CLASSES AS YOU PLAN INSTALLATION 

SCHEDULE.  KEEP THE THEATRE ORDERLY AT ALL TIMES.  USE A 


ROLLING CART TO STORE YOUR TOOLS AND MATERIALS IN THE 


THEATRE AND REMOVE IT FROM THE ACTING AREA WHEN YOU ARE         NOT USING IT  

22.
Maintain Theatre, shop, and other working areas in orderly condition at all times.  Keep floors clear.  When painting elsewhere than in Theatre shop, prevent damage to all surfaces and clean up spatters, bleed through, etc.  immediately.  DO NOT paint on the sidewalks outside the theatre.

23.
Maintain security over tools and equipment.  Lock tool cabinets and rolling tool cart when no-one is in shop. Lock up tools taken to Theatre when not in use.  Always return key to it proper hiding place.  Always keep outside shop door locked.

24.
Complete set-up of set and furnishings in Theatre by 15 minutes prior to each rehearsal and by standby listed on the deadline calendar prior to each performance.  Check carefully against preset plot.

25.
Arrange (with Stage Manager) scene shifts; list tasks for each shift in the order in which they must be completed.  Assign crew tasks for shifts; supervise performance of shifts.  Furnish each crew member with a separate 3" x 5" index card listing his cues, duties, and associates for EACH shift.  Keep a copy of the cards for unavoidable substitutions.  Make sure your cards, cues, plots, and check lists are sufficiently detailed that a complete stranger who has never seen the show could run it from your cues, plots, and checklists.  
26. Put copies of preset plot and all shift changes on the callboard and to the Stage


 Manager.
27..
Strike set to temporary storage locations as required by Stage Manager after each set change, rehearsal, and performance.  KEEP THE THEATRE AND SHOPS ORDERLY.  STORE YOUR TOOLS AND MATERIALS NEATLY WHEN YOU ARE NOT USING THEM, in/on a toolbox or cart, so that others who need to use the space can move them efficiently if necessary.

28.
Participate in strike after the final performance.  Strike is mandatory.  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.  During strike you should:

· Strike all furnishings to their proper place.

· Arrange for immediate return of borrowed items with a note of thanks. If 

            this is cannot be done immediately be sure it is done the next day.

· Strike all flats to the prop shop, tape all foot irons and folding jacks, Remove 

            all wires, extra screws, etc.

· Strike all lumber to its proper place in either the scene shop or old laundry.  

· Be sure all boards are cleaned of nails, screws, wires, etc.

· Tie back blacks so that all doors and radiators are uncovered.

· Put away all tools

· Stack audience chairs,

· Arrange audience platforms for next production
Make strike easier by planning ahead, 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, extra power drills, 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.

.

29.
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 encourage them to attend.  Dates, spouses, and/or family members are welcome.   Due to space limits, please do not invite 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 no later than 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. Persons under age 21 may not consume alcohol at t parties, by Virginia law.  Those who do so will be asked to leave.  Remember you are a guest in your hostess’ home and act accordingly. Persons of legal age to consume alcohol should BYOL.  Please do not drink anything other than 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 Southerintons’.

TOOLS INVENTORY

2 12' STEEL TAPE

50' STEEL TAPE

1 SPIRIT LEVEL

1 WOOD RASP

1 TIN SNIPS

1 MAT KNIFE

4 ROLLER COVERS

3 HAMMERS

2 PLIERS

1 NEEDLE NOSE PLIERS

2 ADJUSTABLE 6-8" WRENCHES

BITS FOR ELECTRIC DRILL

ELECTRIC DRILL

ASSORTED PHILLIPS SCREWDRIVERS

ASSTD SLOTTED SCREWDRIVERS

SHARP 10" BLADE FOR PULLOVERSAW

SKILLSAW

SHARP 7-1/4" BLADE FOR SKILLSAW

2# CLOUT NAILS

1 BX #9 1", 1-1/4", 1-1/2" WOODSCREWS

1 BX #10 3/4", 1" WOODSCREWS

2 FRAMING SQUARES

1 GAL ELMER'S GLUE

STAPLE GUN

2 BX 1/4", 3/8" STAPLES

1PINCHBAR


SCENERY INVENTORY (# PIECES, DESCRIPTION)

1.  FLATS

13

5'-0" x 10'-0" (toggle 3'-6" from each end)


1

as above with extra internal style centered between toggles for picture


3

2'-0" x 10'-0" (toggle 3'-6" from each end)


1

3'-0" x 10'-0"


2

4'-0" x 10'-0"


2

5'-0" x 10'-0" with door opening for 3' x 7' door


2

5'-0" x 10'-0" with window opening for 3' x 5

2.  DOOR/WINDOW CASES

2

cases for 3' x 7' door shutters, white


2

cases for 3' x 5' casement window shutters, white


1

case for TWO 3' x 7' door shutters, white

3.  SHUTTERS

2

3' x 5' casement window shutters, 15 panes, white


2

3' x 7' door shutters, 4-panel, white


2

3' x 7' door shutters, French panes, white

4.  PLATFORMS, BOXES

2

4' x 4' x 8" platforms, brn


1

4' x 6' x 9" platform, blk


1

4' x 8' x 6" platform, blk


3

4' x 8' x 27" platforms, blk


3

4' x 8' x 45" platforms, blk

5.
STEP UNITS

2

24" x 16"

2-steps

5.  APPLIANCES


1

stove 18-3/4" wide x 22" deep


1

sink unit 42-1/4" wide x 18" deep


1

refrigerator 21" wide

6.  BRACES, JACKS, STIFFENERS, ETC.



jacks 4' high

7.  SOFT SCENERY, DRAPES, DROPS

2

black velour legs




black velour drapes





black velour short drapes (over ventilators)

8.  AUUDIENCE PLATFORMS (may not be painted)

18

4'-0" x 8'-0" x 9"

