
PRODUCER SOPPRIVATE 

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.

A more extended declaration of purpose is posted on the Theatre's Callboard.  Since it is the foundation upon which all productions are constructed, you are encouraged to read it.

1.
Negotiate permission to perform season's works.  The law requires permission BEFORE announcements of intent to stage a work.  Requests must include title, intended production dates, place, number of performances, seating capacity.  For a musical, also state musical materials wanted:  vocal scores, libretti, piano-conductor scores, orchestrations.

2.
Order copies of scripts for all actors and crew chiefs.  Allow approximately number of actors + 9 = total order.

3.
Arrange payment of royalty for performances by submit​ting order for check at least three weeks before first performance.

4.
Set deadlines for each item on each crew chief's SOP, allowing some lag time between deadline and time of absolute need.  Needed deadline checklist attached.

5.
With director and stage manager, prepare and publish Production Calendar listing all deadlines.  See example attached.

6.
Select (with advice from director and faculty) the crew chiefs for each crew.  Notify them of their selection and obtain agreement to work.

7.
Distribute SOP and Production Calendar and brief each crew chief of her responsibilities according to SOP, deadlines according to Production Calendar, and any special problems or requirements in her area.  Consult director and stage manager to determine problems/re​quirements.

8.
Study script and note requirements for setting, properties, furniture, costumes, lighting, etc.  Check each crew chief's preliminary plots for accuracy, complete​ness, practicality, safety and cost.

9.
Consult theatre faculty and obtain names and prefer​ences of students required to work crews.  Consult stage manager and obtain names of student volunteers and their preferences.  Prepare crew lists, with consideration for magnitude of each crew`s task, duplicate, and distribute to crew chiefs and workers.

10.
Supervise preparation of each crew chief's plots and checklists, to be certain that they meet the demands of the show, can be handled in the theatre, and are complete and sufficiently detailed that you could run the crew if the chief were absent.

11.
Keep crew chiefs up to deadlines.  Solve difficulties (seeking expert advice as needed) by re‑assigning personnel and resources, re‑organizing tasks, explain​ing possible solutions, teaching tasks to chiefs for transmittal to crews if necessary.

12.
Order tickets, programs, and other material needed by issuing purchase orders to merchants;  obtain faculty approval before ordering.

13.
Maintain stock of petty cash for small purchases.  Collect receipts for all purchases.

14.
Prepare work orders to Physical Plant for moving heavy or    large items.  Several days' notice is appreciated, although Physical Plant will try to work in late requests.  Be sure to apologize for lateness in requesting assistance.

15.
Attend actor rehearsals as necessary to be certain crew chiefs are up to date on director's requirements.

16.
Maintain liaison with Stage Manager and stay up to date on additional requirements and changes.  Transmit these to crew chiefs.

17.
Obtain faculty approval and purchase orders for expenditures.  Order materials needed by crew chiefs.

18.
Submit bills from merchants to Business Office for payment weekly;  obtain faculty approval for all expenditures.

19.
Attend cue‑writing session, technical rehearsals, dress rehearsals, and performances.  Take responsibil​ity for meeting deadlines, correcting errors and maintaining professional and orderly environment.

20.
Teach safe practices and prohibit unsafe ones.  Keep work spaces orderly at all times to prevent accidents.  Encourage crew chiefs to work well ahead of deadlines, to prevent working with exhausted, accident‑prone crews.  Set deadlines with this factor in mind.  College regulations require students to work with a buddy after 10:00 p.m.  The theatre is closed from 1:00 a.m. to 7:00 a.m., to ensure that students get adequate rest to work safely and efficiently.

21.
Give praise where it is due;  suggest areas for improvement to crew chiefs.

22.
Maintain professional attitude toward all workers;  insist upon respect and courtesy;  maintain performance standards;  do not discuss workers problems or failing with others.

23.
Personally double or triple check all items of safety and courtesy:  names correctly spelled, all workers included, comp tickets and thank you notes sent;  blanks only supplied for weapon, platforms/stairs sturdy;  no one in Deming Hall alone.

24.
You are entitled to two complimentary tickets (comps) for a performance.  You may give away any comp you do not use yourself.  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.  Sign up on the form posted on the callboard or make a telephone reservation for your comps.  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 7:45 or they will be released to a waiting patron.

25.
Attend the cast party and be certain that state law regarding consumption of alcoholic beverages by minors is enforced.  We could be held liable for permitting a minor to break the law, so it is important to require compliance with the law or departure from the premises.

26.
Be certain that all crew chiefs complete all steps of their job descriptions, including strike and clean‑up.  Conduct post mortem at convocation period on the Tuesday after closing.  Check completion of each strike and request immediate attention to all inadequacies.  All equipment should be stored neatly (cables taped, etc.) and all work spaces should be orderly and clean.

27.
Conduct evaluations of all crew members through crew chiefs.  Report results of evaluation to faculty if crew members were assigned to work as a class require​ment.  Add your personal evaluation if you have knowledge of the crew member's work.  

28.
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.

PRODUCTION CALENDAR DEADLINE CHECKLIST

Asm = Assistant Stage Manager

B = Box Office/Front of House

C = Costume

CM = Costume Mistress

L = Lights

M = MakeupPp = Props

Pr = Promotion

Sd = Sound

Sm = Stage Manager

St = Set

Assemble SOP's

Brief Production Staff

Production Meetings

Preliminary Plots:  C, L, M, Pp, Pr, Sd, St

Order Materials:  BO, C, L, M, Sd, St

Sources Final:  Pp, Sd

Rehearsal C, Pr, St (Tape Floor, Reh Furniture)

St Platforms, Ramps, Stairs

All:  Crew Lists to VF for Program

Pr Poster Design, Press Release, Promo Pic, Prog Copy, Posters Up, PU Programs

All:  Final Plots to SM

Final C, L, Pp, Sd, St, St Auditorium

BO Change, Cashbox 

Cue Writing:  SM, L, Sd, Pr?, St?, C? (usually Tu 11:30 - 12:50)

Setups for all rehearsals

Dry Tech(s) (usually Th 11:30 - 12:50)

Tech Rehearsals (usually Th, F, Su)

Dress Rehearsals (usually M, Tu)

Performances (usually Wed-Sun)

Cast Party time, location (usu Sat after show)

Strike (usually Sun after show)

ALL EVENTS IN FLETCHER COLLINS THEATRE UNLESS OTHERWISE NOTED


M A R Y   B A L D W I N   C O L L E G E   T H E A T R E


IN THE FLETCHER COLLINS THEATRE


MEMORANDUM
TO:  Crew Chiefs:  fillin "" \d ""
FROM:  V. R. Francisco, Professor of Theatre

August 31, 2010
STRIKE FOR fillin "" \d "" IS AFTER THE SHOW SUNDAY NIGHT.

Please review your SOP for specific instructions for your job.

The goal of strike is to return ALL the theatre spaces (including shops and storage rooms) and equipment to orderly condition, with everything in its place.  We will continue to work until that goal is achieved.  

You can advance the task prior to Sunday, thereby shortening work time, by planning your tasks, 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.

Please review Commandments for Theatre Students before you start putting things away.

Terry and I would be glad to help you plan your strike tasks and needed materials.

If you have little to do, you may help another crew chief who has a lot to do.  YOU ARE REQUIRED TO BE PRESENT!

We will leave the theatre in order or die *#%$@+*.  And then we'll order some food and have a little fun.


PRODUCER'S STRIKE CHECKLIST

ALL CREW CHIEFS:  

1.
NO CREW CHIEF MAY LEAVE UNTIL ALL ASPECTS OF STRIKE ARE FINISHED AND THE PRODUCERS AND STAGE MANAGER(S) HAVE CHECKED ALL AREAS OF THE BUILDING.  No crew member may leave until dismissed by a faculty member.

2.
Complete work in the order listed, to interface with others.

Box Office:



clean and store coffeemaker



clean up kitchenette



add tablecloth to costume laundry



return cashbox to producer



file 15 programs in producer's show file



store remaining programs in labelled box, prop room

Costume:
all costume racks empty and costumes put away



all closets empty, including shelves



windowsill, worktable cleared



laundry soap, bleach, quarters, etc. on hand



rental costumes packed, addressed ready to take to shipper



dry cleaning bagged ready to take to cleaner



laundry (include lobby tablecloth) sorted by loads 



deliver cleaning to cleaners; complete laundry



list out-of-order equipment, to producer



list needed materials and supplies, to producer



retrieve borrowed costumes from cleaners, laundry



deliver borrowewd costumes to owners



store all other costumes, under producer's supervision



leave costume shop/storage in perfect order

Props:
discard paper props



clean all other props



return props of actors to actors



return props of faculty members to their cars or homes



store theatre props NEATLY AND WITH SIMILAR ITEMS



prop shop completely orderly, including soft scenery and dressing areas



box other props for return on Monday



remove bin labels, vacuum bins



return borrowed properties to owners

Lighting:
remove tape, then remove cables, coil neatly and velcro



strike onstage (not grid) instruments to storage, including backstage "night" lights



strike all other instruments (except grid) to storage



remove gel frames and gobos, remove gels from frames



store gels, gobos, frames, instruments



cover board



return board key to producer



discard light plots



label out-of-order equipment with exact symptoms, give to producer



list needed lighting supplies, list to producer



return borrowed lighting devices to owners

Makeup:
clean all makeup brushes, sponges, containers, etc.



discard empty containers



arrange makeup neatly for storage



list needed makeup items, list to producer

Promo:
clean bulletin boards, including all staples, fasteners



strike all displays, regardless of location



return display items to owners

Set:

request moving for Old Laundry items



schedule/order piano, furniture, or other special moves



remove furniture to safe area or storage



stack chairs (out of current/next set area)



rearrange audience platforms for next show, level them



disassemble, strike all parts of set



remove stop stiffeners, joining hardware, nails, screws



tape footirons closed



clean up grid



store Deming items (flat scenery, soft scenery, lumber)



restack all lumber level and flat



stack, label Old Laundry items (furniture, platforms)



sort/store hardware



fold blacks neatly, inside out, and store or hang



scenery shop and all storage areas orderly and clean



list needed materials and supplies, list to producer



return borrowed furniture to owners

Sound:
pull up tape, then cables, coil, and velcro



check with producer:  strike all speakers?



strike all devices neatly to storage

Stage Manager:



strike onstage property of Stage Mangement (headsets?)



check that all crews are working smoothly



stress safe practices and forbid dangerous ones



check dressing rooms for forgotten costume parts, personal property, and disorder; remove



strike intercom, coil cables neatly, velcro



strike worklights (except light board), velcro cables



remove all tape, show posters, pads, etc. from doors



store The Book with others in workroom



supervise orderly storage of all departments' property and equipment as listed below



tape floor for next show if plan is available



enforce "no departure until finished" policy



with producers, check the completion of strike in each department and redeploy crew members as they become available



list out-of-order equipment, list to producer



list needed materials and supplies, to producer



with producers, final check all areas and announce completion of strike


THEATRE 210:  PROBLEMS IN PERFORMANCE


COURSE SYLLABUS

COURSE REQUIREMENTS:

1.
Work 50 clock hours per semester hour of credit (3 semester hours = 150 work hours) as crew chief or leading actor in a Mary Baldwin Theatre production.  Crew chief positions are assigned by theatre faculty following consultation with theatre majors and minors.  Roles are cast by directors in consultation with theatre faculty.  In each case, students' preferences and needs for learning and experience are balanced with performance and program needs.

2.
Record the date and time of each work period and a brief record of the nature of the work performed and what you learned from the work.  Submit your work journal to Dr. Francisco or Mrs. Southerington on the Tuesday after EACH show closes AND within one week of completing your work.  

3.
Obtain a copy of the Mary Baldwin Theatre SOP (for crew chief positions) or the Glossary and Rules (for actors) and complete your duties as stated AT THE C LEVEL of performance or higher.  Performances constitute the final examination.

4.
Attend class meetings as scheduled.

5.
Complete the course evaluation and return it promptly.

GRADING:

Theatre 210 is usually enrolled on a pass/no credit basis.  With the permission of a theatre faculty member, a student may enroll on a regular-graded basis.

A =
professional level.  Student is capable, takes responsibility, is reliable, invariably meets deadlines and appointments, exceeds expectations for her job description, works smoothly and professionally with others

B =
Near professional level.  Student is somewhat less capable, takes less responsibility, is usually reli​able, usually meets deadlines and responsibilities, usually works smoothly with others, and in significant respects exceeds the minimum duties of her job description.

C = 
Competence level.  Student performs minimum duties of her job description adequately, but does not exceed them, and/or is less reliable and responsible in meeting deadlines and carrying out assignments.

D =
Below competence level.  Student fails to perform minimum duties of her job description in significant respects, is often unreliable in meeting deadlines and carrying out assigned tasks.

NC =
Failure level.  Student shows little effort and responsibility, usually fails to meet deadlines and to carry out assigned duties of her job description.

