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Standard Operating Procedure Manual

The Properties Mistress is responsible for organizing and arranging all aspects of properties design  and maintenance of properties during the course of the production.  Specifically she is responsible for:

· Planning the properties

· Creating or finding the properties

· Organizing necessary crews

· Running final rehearsals and performances

· Participating in strike and returning all properties to their proper places

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.

Properties Mistress 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 regarding period, general style of production, and whether props are in general to be made, pulled, or borrowed.  Check deadlines for rehearsal props and technical rehearsals.

3.   Study script, noting requirements for:


a.
props which must be used by actors


b.
props which are mentioned or implied in text or stage directions


c.
props which will assist in localizing or identifying the scene and/or its "owners"

4. Consult director, Stage Manager, and Producer and determine a rehearsal props list and final props list.  Determine which set furnishings are to be included as props and coordinate their size and style with the designer.  

5. Consult with costumer to determine responsibility for costume props.

6. Organize rehearal props by the deadline assigned.  Check for practicality  and safty.

7. Conduct research as necessary to ascertain how each property should look for the period of the production.
8. Consulting with the director and producer determine sources for each prop:  theatre stock, borrow, purchase (obtain purchase order or petty cash from Producer).  Have all purchases approved by theatre faculty in advance.  Save all receipts and give them to Terry Southerington.  This is VITAL
9. Take responsibility for borrowed props:


a. 
Mark borrowed props with owners' names.  


b. 
Keep list of borrowed props and their owners, with a copy to the Stage Manager.  


c. 
Take comps to lenders.


d.
Give producer a list of lenders for program acknowledg​ment, in alpha order, and in the format and spelling  preferred by the lender.


e. 
Handle borrowed props (even those borrowed from theatre faculty) with extreme care and protect them against theft, breakage, or other damage. Lock them overnight in a faculty member’s office.

f.   
The theatre's insurance will pay for damage only in excess of $25.  Damage less than that amount will be charged to the person responsible.


g.  
No item may be borrowed which is irreplaceable for sentimental or other reasons.  If the lender would not be equally happy with the prop's value in dollars, DO NOT BORROW IT.  Be tough with the over‑generous about this!


h.  
Keep borrowed furniture covered when not in use.

i.
Return all borrowed props to the owners in as good or better condition with a note of thanks.

10.  Recruit and supervise properties crew and organize and assign their duties.  Keep a list and deliver it to the producer by the deadline on the production calendar.  Submit it in alpha order; check all spellings against the student directory, even if you think you are sure of the spelling.

11. Crew chiefs receive two complimentary tickets (comps) and crew members receive one comp each.  Inform your crew the comps can not be used on Friday or Saturday night except for out of town guests who cannot attend another performance.  Comp tickets must be reserved in advance and will be held at the door.  Tickets not picked up by 15 minutes prior to curtain may be released.

12.  Locate  final props and assemble them at rehearsal and performance locations by deadlines 
assigned.  Check all props for practicality, safety, and conformity to the director's requirements (period, style, function) and to the actor's need for comfort, safety, and health (palatable food props, clean dishes).  Treat food props with special care, refrigerating them until needed and disposing of leftovers promptly.  Keep kitchenette clean and orderly at all times.
13. Make a final properties plot with detailed directions for properties handling by act and location, with a copy to the stage manager. Be sure to include pre and post show 

responsibilities and changes during the show.

14. Make a separate detailed chart of prop changes during act or scene breaks, with copy to Stage Manager.  Organize these changes and assign to the  crew in writing on a 3" x 5" index card that crew member can carry easily in a pocket.  These should also be on the final props list.   Keep a copy of the cards for yourself and another for a substitute crew member.
     Choreograph and rehearse changes with your crew.


Make no changes in your crew from first tech rehearsal through final performance.

15. Arrange properties onstage according to director requirements and offstage for easy accessibility by actors who use them.  Maintain exactly the same placement at each rehearsal and performance.  

            Be certain that your plot is so detailed that someone else could perform your responsibilities

            in your absence, even if she had never seen either the show or your plot before.  Adjust 

            the plot as necessary after tech rehearsals.  Place copies on the callboard—enough for 

            each tech, dress, and performance.
16. Complete set-up 15 minutes before scheduled rehearsal time and by Standby time on your 


production calendar.
17. Keep on hand spares of essential, breakable, or consumable props in case of loss, damage, or consumption. Furnish backups for props that are likely to malfunction, such as cigarette lighters and guns and be certain actors know where and when to use them.  Replenish consumables as necessary.
18. Put props away after every rehearsal and performance.  Check against the final props plot to 


be sure all have been collected from set, actors’ pockets, etc. and stored.  It is extremely

      important the props be removed from the theatre and stored in an orderly fashion.  Wash           dishes used for food props and leave kitchenette    clean and orderly after each rehearsal and       performance.  Expensive or potentially dangerous props 
such as guns should be stored in Terry Southerington’s office.  These may be handled by the stage manager.
19.  Maintain safe working conditions.  Keep aisles and backstage area clear and orderly to prevent accidents.  Work with a buddy after 10:00 p.m. (required).  Do not work between 1:00 a.m. and 7:00 a.m., when the theatre is closed.

20. 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 must

· Clean and return all MBC props to the prop shop.  Do not leave dishes or glassware  in the kitchen.

· Clean and return all borrowed props with a note of thanks.  If this cannot be done that evening BE SURE it is done the next day.

· Put the prop shop in order.


Once you are finished, help another crew chief.

21. A party for the cast and crew is held, usually 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 your 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 by 2:00 am. 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 othr 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 so will be asked to leave.  
