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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.

1.
Announce and manage auditions.  Post posters on campus; don't forget Academic elevator, Tullidge.  Arrange audition room and assis​tance needed by director; update audition form, found in the SOP directory in Terry's Word files; attend auditions; prepare pencils, scripts, scenes, character descriptions and synopsis.  Be sure auditionees put all conflicts on the audition form.  Help auditionees find partners if needed.

2. Pick up stage manager's key from Terry

3.
Paste up script.

4.
Make preliminary plots for props, sound, lights, set, quick costume changes.

5.
Make and duplicate character‑scene breakdown; make abbreviations for character names and use these consistently.

6.
Announce and conduct production meetings.  Remind all staff of meetings the day before.

7.
Construct (with director and producer) and publish production calendar including preliminary and final deadlines for cast and crew chiefs, including props, crew lists for program, sound, costumes, lights, set, etc.  Post on the call board.  Make a copy for each crew chief and highlight her deadlines.  Mail or distribute at first production meeting, post on callboard, and give copies to Director, Producer, and Technical Director. Check frequently to be sure that crew chiefs are up to deadlines, reminding them that deadlines are serious.  Notify producer as soon as you think there is the slightest chance you or a crew chief won't meet a deadline.  The work of another crew may be awaiting completion of a necessary preliminary task.  Deadlines for plots are met ONLY by their approval by producer and director. Offer assistance to a crew chief who is having difficulty with deadlines:  can you assign more crew, assist in clarifying goals or procedures, lend your gopher?  Consult theatre faculty if you do not have resources to spare.

8.
Recruit and assign specific duties to the Assistant Stage Manager, both to share the work and to develop the skills of the ASM.  Some possibilities include actor check in and check out, copying, distributing materials, preparing rehearsal space each rehearsal, tidying rehearsal space and dressing rooms after each rehearsal, taking notes for director and/or producer, calling actors, reminding staff of production meetings, collecting information and plots.  You may assign preshow checks, but should ALSO complete these yourself, since it is your responsibility if a crucial prop is missing or an unsafe condition occurs.  All ASM's should participate in all tech rehearsals, including cue writing and dry techs, as part of their training.  When you delegate, take time to explain all the steps that should be taken; where to find needed materials, information, or equipment; when the job should be completed.  Follow up:  was the job completed correctly and on time?  Remember:  YOU are still the stage manager, and you are still responsible for the proper completion of the job. The ASM is not here to do the dirty work but to learn the job from you.  You are responsible for training the ASM in the job, as she may be the next SM.


For a musical, recruit and supervise a music assistant stage manager.  Assign duties including recruiting page turners, contacting musicians and instruments, organizing and installing equipment such as stands and stand lights as needed, assist in scheduling musical rehearsals, assigning dressing rooms for musicians, making preshow checks of equipment, and assisting the musical director and asst. stage manager as needed.

9. Post casting notices; thank those who auditioned unsuccessfully.  Distribute scripts to those cast .  Create contact sheet and post on callboard: cast with phone numbers and e-mails, in order of appearance using characters as listed in script, and crew chiefs with phone numbers and e-mails, using standard MBC titles as they will appear in the program (see program copy SOP). Double-check all names, as the cast and crew lists are used for promotion and programs.  The authorities for spelling are: the student phone list, the college catalog directory.  Give copies to Director, Producer, and Technical Director.  

For musicals, number rented scripts and keep a list of which actor has which number.  Remind actors that they will have to pay for lost or damaged scripts. At the end of the run you will need to check for cleanliness and return rented scripts to agency the day after final performance.   
Actors may keep bought scripts.  File MBC scripts.

10. Consult director and producer; duplicate and distribute rehearsal schedule.  Be certain that every entry includes who is called; what is to be done; when; where.  Distribute to cast, director, producer, and crew chiefs.  Keep extra copies on hand.  Send two copies of rehearsal schedule to Physical Plant, with request for air-conditioning or heat, as appropriate, for all rehearsals and performances. Post a copy on the callboard.

11.
Prepare, duplicate and distribute production booklet to include:  Actor Glossary and SOP, rehearsal schedule or calendar, character‑scene breakdown; floor plans of complex sets; and  contact sheets.  Also include useful information; list of characters with descriptions (age, type, relations to other characters); pronunciation lists.  Be sure to distribute this information, especially the Actor Glossary and SOP,  to each cast member, including those cast late.

12.
Maintain stage manager's kit.  Check supplies at beginning of rehearsals, and replace as necessary.  Be sure to check dates on all medical supplies.   Also maintain first aid kits in greenroom and scene shop.  Be sure you and ASMs know the location and operation of fire extinguishers.

13.
Prepare the room for rehearsals.  Tape the set plan on the floor (coordinate with Set Chief).  Arrange for and set up rehearsal furni​ture and properties.  Install only a limited number of audience chairs until lights have been set.  Call sound cues, lights up; read for absentees; check actors in for rehearsals; give next‑day calls to actors before departure; keep a daily list of addition​al requirements, changes and notes for crew chiefs.  Submit them daily to the Producer.

14.
Supervise clearing of rehearsal areas, stage, dressing room, and shops after each rehearsal and performance.  Assign storage locations for set pieces, furniture, props, and lighting and sound devices.  SEE THAT THEATRE, OTHER REHEARSAL AREAS, SHOPS, AND GREENROOM ARE KEPT CLEAN AND ORDERLY, AND THE THEATRE IS RETURNED TO USE FOR CLASSES.  This step is important both for safety and for professionalism. Police area personally after each rehearsal and leave it more orderly than you found it.  Keep lobby and hallways clear at ALL times.  Tie up loose cables or tape them to the floor.  Install glow tape at offstage obstacles, including steps and platform edges.  Vacuum floor pockets at least once during each show.   Be sure scene shop door is closed and locked at all times unless someone is actually in the room.

Remind actors that smoking is permitted only by the open door of the scene shop.  Be sure ashtray is there.  Remind crew chiefs of this policy. 

 15.
Record blocking; prompt as director indicates; record and report actors' errors as director indicates.  Prompt loudly and clearly.

16.
Maintain production log, recording dates, times for rehearsals, scenes worked and kind of work, actors present/absent/late.

17.
Maintain call board, including contact sheets,  rehearsal schedule, production calendar, calls, emergency information, useful information, and press notices.

18.
Arrange cue writing session, to include director, producer, lights, sound, other essential crew chiefs, and ASM.  Update prompt book following cue‑writing session.  

19.
With technicians, make cue lists for all departments, including shift crews.  Cross‑reference these in prompt‑script. Before tech rehearsal, add cues including  actor warns and places,  and warns, stand‑bys and gos for technicians, including lights, sound, shift crews, dressers, special effects, lights, sound, shift crews, dressers, special effects.  Also work with properties mistress to prepare a checklist of all needed props and where each is used.

20.
Prepare your own Preshow and Postshow checklists, including such items as taping door latches, offstage lighting, clearing stage and offstage areas, synchronizing clocks, collecting/returning valuables. Include mechanical and electrical systems; weapons; food props; critical elements of props, set, costumes;; check that theatre is clear of anything that could drop on, trip, or catch an actor, crew member, or audience member, and anything that could be knocked onto someone or fall and make a noise.   Check lobby, stage, all backstage areas, dressing rooms, greenroom.   ( See sample pre-show checklist attached.) Collect and keep on hand a duplicate copy of each crew chief's plots and checklists.  Make certain that all plots, checklists, etc. are sufficiently clear and detailed that a substitute could run each depart​ment in the absence of the crew chief or assigned technician, even if the substitute had never seen either the plot or the show before.  Keep plots and checklists updated with all changes and additions.  

21.  
Set up intercom system (see attached page) and assist in conducting cue‑to‑cue dry tech and other technical rehearsals.  Call each rehearsal and performance from this date.  

22.
Participate with your ASM in a dry tech in which she calls the preshow and running cues, with you making the appropriate responses, so that she is prepared to call the show if you should be incapacitated.  Check with the producer about allowing your ASM to call one rehearsal.

23.
As Stage Manager you are entitled to two complimentary tickets to the show; each actor and crew chief is entitled to two comps, and if non-students request more a faculty member may grant those requests within reason.  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.  Fill out ticket reservation form and clearly mark them as “comp”.  Tickets will be held at the door. Reservations are filled with those of all other patrons on a first-come-first served basis. Announce this policy to actors in advance so each person may determine for which night she needs her comps.  Stress that we may turn away paying customers to hold comp tickets, so we expect actor’s guests to show up as arranged or telephone to release the seats or change the reservation  AND THAT TICKETS MUST BE PICKED UP BY 15 MINUTES BEFORE CURTAIN OR THEY MAY BE RELEASED TO WAITING PATRONS.

Announce the above policy to crew chiefs at production meeting and remind them to pass the information to their crews.

24. 
 For dress rehearsals and performances, advise actors not to leave valuables in dressing rooms.  Collect, safeguard, and return valuables.

25
.For all performances post PRINTED (not markered) “please be quiet” signs upstairs on front and back of front door, hall door and bathroom door.  Include dates and times of performances.  Also post on outside of theatre door and scene shop door.  Use a different color for each show, and take down immediately afterwards so people will not become accustomed to the signs.

26.
One hour before performance and fifteen minutes before each rehearsal check set (especially working parts), key furnishings, props, lights, etc., to be certain that they are correctly set and in working order.  Call "half-hour," "fifteen minutes," "five minutes," and "two and places."  Prior to fifteen minute call, check with box office and producer as to estimated size of audience.  At that call, mention unusual circumstances:  small house, crowded house, etc.  If house is very small, check with faculty member as to advisability of shortening intermission.

27.
Be sure that set and props chiefs have organized set and props changes and assigned crew tasks; supervise (do not otherwise participate in) set and prop changes, check critical props personally.  MAINTAIN GOOD SAFETY PRACTICES AND ORDERLINESS, WHICH IS ESSENTIAL TO SAFETY.

28.
Consult with theatre faculty and box office manager to devise an emergency evacuation plan for audience and staff. KNOW WHERE THE FIRE EXTINQUISHERS AND FIRST AID KITS ARE.

29.
MAINTAIN GOOD SAFETY PRACTICES.  Remove all loose objects backstage.  Keep exits, hallways, and offstage areas clear.  Keep shops and theatre orderly.  Work with a buddy after 10:00 p.m.  Do not work from 1:00 to 7:00 a.m., when the theatre is closed.  Glow tape necessary obstacles, offstage platform edges and steps.  Tape up cables or tape them firmly to the floor.  Vacuum floor pockets at least once during the show.

Deal with any emergencies during the run; maintain a permanent post, so that you may be located in emergencies.  Keep unauthorized persons off stage and away from backstage; this includes anyone not involved in running the show including boyfriends, roommates, etc. Maintain quiet backstage in all rehearsals and performances; appoint captains for holding rooms for large casts if needed.    Arrange with ASM a system for dealing with emergen​cies: SM remains with injured person, the ASM telephon​es for assistance and fetches first‑aid needs.  


Personally ensure the safety of any potentially dangerous item, effect, or maneuver, particularly including weapons handling.  Keep weapons locked up and ensure that guns cannot be loaded and fired by locking up the cylinder and the weapon separately or putting a padlock through the cylinder.  Taste food and drinks on last check.  


IMMEDIATELY notify a faculty member of backstage emergencies, including illness, technical failures, power failure, smoke, scenic collapse, etc.  Maintain security equipment and ensure its safe operation, including fire extinguishers and safety chains.  Do not permit use of wireless headsets near overhead wiring or lighting which might come in contact with antenna.  Do not permit horseplay;  the crystals which operate the headsets are extremely fragile and expensive.  DO NOT DROP.

30. Keep prompt‑script in order; leave in the theatre during the run of the show and be sure the producer knows where it is.  Turn the prompt book in to Theatre Office after production.

31.      Arrange cast party, including location, refreshments, ice, etc.  Get money or credit card  from Terry on Friday night.  Publicize to all cast and crew.  Dates who have attended that night’s performance, spouses, and/or family members are    welcome.  Due to space limitations, please do not invite other guests without the specific permission of the hostess.  Food and soft drinks are furnished. If the party is at the Southerington’s leave cars at school.  Persons of legal age to consume alcohol should BYOL.  Persons under age 21 may not consume alcohol at cast parties, by Virginia law.  Those who do so will be asked to leave.  See list following for shopping.

Announce the above policies to crew chiefs at production meeting and ask that they pass it on to all members of their crews.

32.
Assist producer in planning strike and assigning specific tasks to cast/crew members.  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.


Prior to strike, remind each crew chief that she is required to participate in Strike.  Review with her the strike tasks for her department.  Encourage her to advance the task prior to strike, thereby shortening work time, by planning 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?), putting shops in order, and putting away everything that is not required to run the show, whether or not she got it out.


Before you begin on your own strike tasks, ensure that each cast/crew member knows her assignment and is working at it.  Remind workers that everybody stays until strike is completely finished in all departments.  Ask each to report to you for reassignment when her current task is complete.  


Complete your own strike tasks.  Specific instructions for your job are listed below.  Take frequent breaks to check progress of all departments, ensure safe practices, and re-deploy staff.


With producer, final-check all theatre equipment and spaces, assign incomplete tasks, determine completion of strike, and dismiss cast and crew.

STAGE MANAGER'S STRIKE TASKS:


strike onstage property of Stage Management (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


tape floor for next show if plan is available


with producers, check the completion of strike in each department and re-deploy 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

33.
Return stage manager’s key to Terry

34.
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.

35.
Check with director, announce, and attend a showing of the cast video.


STAGE MANAGER'S KIT:  CONTENTS

writing tools:  pencils, markers, pens

papers:  two small notepads

erasing tools:   erasers, whiteout (manilla)

fastening materials:  pushpins, hole punch

stopwatch

tapes:  scotch, 

paper scissors, rulers, steel tape measure, rubber cement

work gloves

first-aid supplies:  plastic bandages, antiseptic, aspirin substitute,  antacid tablets, cough drops,  ice packs, Ace bandages, tweezers

comforts:  breath mints, matches, spray deodorant

In separate boxes in Deming 09:


flashlight and spare batteries


spare bulbs for nightlights


spare bulbs for light board worklights

Extras if space permits:  colored pencils, scratch pads, memo paper, quadrille paper, typewriter paper, file cards, loose leaf paper, index tabs, paper clips, rubber bands, stapler, staples, masking tape, duct tape, glow tape, mat knife, gummed reinforcements, 

tools:  pliers, crescent wrench, hammer, 4 way screwdriver, wire cutters.

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 cash box to producer



file 5 programs in producer's show file, 2 to Terry



store remaining programs in labeled box, prop room





change phone message

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 (will need purchase order), complete laundry



list out-of-order equipment, to producer



list needed materials and supplies, to producer



retrieve borrowed costumes from cleaners, laundry



deliver borrowed 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


            remove extension cords from grid



store gels, gobos, frames, instruments, cords



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 unused 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 Management (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 re-deploy 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


STAGE MANAGER'S PARTY SHOPPING LIST

1 package napkins

20 pounds ice

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

2 pounds cheese, Swiss, sliced

2 pounds cheese, Cheddar, sliced

3 pounds ham, sliced

2 pounds roast beef, sliced

2  pounds turkey, sliced

1 quart mayonnaise

1 small mustard (Check the Green Room fridge. We may have some left over.)

2 large chips (Gibbles required) or 4 - 10 oz.

2  diet coke

5 large cokes,5 sprites

40 12-oz. plastic cups

m&m s   plain and peanut   1# bags

DETERMINE IF COLLEGE GUESTS (PLAYWRIGHTS, GUEST DIRECTORS, ADJUDICATORS, ETC.) ARE TO BE PRESENT AND IF ADDITIONAL BEVERAGES ARE TO BE PROVIDED FOR THEM.


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.

THEATRE POLICY REMINDERS:  

PLEASE READ AND HEED:


T H I S   B U I L D I N G   I S   


C L O S E D   T O   T H E   


P U B L I C   A T   1 0 : 0 0  P. M.

A F T E R   T H A T   T I M E ,


N O   S T U D E N T   M A Y   B E


I N   T H E   A R E A   A L O N E. 


Y O U   A R E   R E Q U I R E D   


T O   W O R K   W I T H   A 


B U D D Y.


T H E   T H E A T R E   I S


      C L O S E D

F R O M   1 : 0 0   A. M. 


T O   7 : 0 0   A. M.


YOU MAY NOT BE HERE AT ALL DURING


THOSE HOURS.  SO GO HOME AND GET


SOME SLEEP!


IF YOU BROUGHT A PERSONAL MAID TO


COLLEGE, PLEASE SEND HIM UP HERE TO


CLEAN UP AFTER YOU.  IF YOU DIDN'T,


YOU ARE RESPONSIBLE FOR CLEANING UP


YOUR PERSONAL MESS EACH TIME YOU


LEAVE THE AREA.  PLEASE DISCARD YOUR


TRASH, WASH YOUR COFFEE CUP AND HANG


IT UP, AND TAKE YOUR PERSONAL


BELONGINGS WITH YOU WHEN YOU


DEPLANE.


EACH CREW CHIEF IS RESPONSIBLE FOR


MAINTAINING ORDER IN HER WORKSPACES


AND IN THE THEATRE AT ALL TIMES. 


PLEASE SET YOUR SPACE IN ORDER EACH


TIME YOU LEAVE THE BUILDING.  THIS


POLICY IS A SAFETY MATTER, AND IT


WILL BE ENFORCED.

MARY BALDWIN COLLEGE THEATRE

PERFORMANCE REPORT FOR _________________________________________________________________​

Stage Manager__________________________  Date _____________  Performance # _____  House Count ____

 Running Time 

Act 1 Start
 :

End   
 :

Time




Act 2 Start  
 :

End    
:

Time




Act 3 Start  
 :

End    
:

Time




Act 4 Start 
  :

End    
:

Time




Act 5 Start   
:

End    
:

Time










TOTAL TIME _______________

	Sound


	Cast, Performance



	Set
	Properties



	Lighting


	Weather

	Costumes


	Late for Call



	Audience
	Other




Sample Pre Show Checklist

Starting Tech rehearsals    _____“IN USE” sign for computer lab
6:00 ____ check sign in sheet 6 pm (shift 1)

     ____                     6:30 pm (shift 2)


____ call missing people (5 minutes after call time)


____ sweep stage






____ clean house


____ collect valuables (glasses off)


____ personal belongings in hallway


____ quiet signs






____ clear paths back stage


____ lobby door closed


____ doors taped:  computer lab, greenroom, hall as needed


____ check headsets

7:00 ____ close radiator curtains


____ charge glow tape


____ preshow music






____ curtain warmers


____ running lights



____ lights off: hallway, office corridor


__


____ night lights backstage


____ water in green room


____ backstage curtains down


____ AFTER preshow checks open lobby door

CALLS 






Pre show checks

____ 1 hour call





____ set

____ 45 minute call





____ sound

____ 30 minute call (house open) 


____ lights

____ 15 minute call





____ props

____ 10 minute call





____ box office

____ 5 minute call

____ places (be sure they are there)

Post show checks 

____Fragile,borrowed,or dangerous items locked in faculty office


Nunchucks


Sword

____Open curtains to hall, lobby, radiators

____Remove tapes from doors 

____Remove “quiet” signs

____turn off blue “running lights”

____turn off night lights backstage

____check coffee pot, iron, etc are turned off

____turn off all lights and lock appropriate doors

