MBC SOUND CREW CHIEF SOP
2/99

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. Maintain deadlines in Production Calendar.  Deadlines are serious.  Notify 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 preliminary task.  Deadlines are met ONLY by their approval by a producer and/or a member of the theatre faculty.

2. Study script, noting requirements for sounds heard during the show, and for pre-show, intermission, and for exit music/sound.  Note page number, kind of sound, start cue, duration, and end cue;  see form attached.   *Cue sheets are kept in the green room in the top drawer of the filing cabinet in the folder marked “sound cue sheets.”

3. Consult with producer, director, and stage manager and determine a final sound cue list.  Record on form attached.

4. Recruit and supervise any necessary crew.  Keep a list of names of crew; place list in alphabetical order; check spelling by Student Directory; turn list into Stage Manager by deadline (usually eight or nine days before performance).  Notify Stage Manager of any additions to crew after deadline.

5. Locate sources for each required sound.  Possibilities include records, bell-ringing devices, and live production (you devise a method and perform the sound effect live, off stage).  The Theatre has a good set of recorded sounds; the library has an extensive collection of music records; the theatre has a device which includes door bells and buzzers and telephone bells.  (BBC Sound Effects)

6. Record sounds which are not to be performed live on separate leaderless tapes or play tracks cued on CD.  Be sure to record repeated sounds again at each point at which they are to be used, so you do not have to backtrack the tape during the performance.  Connecting cables are stored in the green “rubber-maid” tubs appropriately labeled in the bottom of the red rolling box.  You have two choices in use of cables:  return them to their box neatly coiled and taped OR DO NOT USE CABLES AT ALL.  KEEP YOUR WORK AREA ORDERLY:  REMOVE ALL LOOSE OBJECTS THAT COULD BE KNOCKED OVER.  STORE EQUIPMENT NOT BEING USED.
7. Install all needed equipment in theatre, including CD and tape players, mixers, mics, recorder, headphones, tape, connection cords, ringing device if needed, and materials for production of live sounds.  Set tentative volume levels for each sound.  Record on cue sheet.

8. Attend cue-writing session as scheduled by the Stage Manager.  Finalize sound cues and counts; record on cue sheet.

9. Make final running cue sheet with copy to Stage Manager; form attached.  *Again, these are kept in the green room in the appropriately marked folder.  Be certain that all your cue sheets and script markings (if any) are updated and exact in every detail so that  a substitute could perform your job and supervise your crew in your absence.  Be careful to note changes made during rehearsals.

10. Set up and test each device one hour prior to each performance and 15 minutes prior to each rehearsal.

11. Run sound cues at all technical and dress rehearsals and performances.  Turn off all equipment when not in use and at end.  KEEP YOUR WORK AREA ORDERLY.
12. Protect sound equipment from theft and/or damage.  Lock easily portable equipment (tape recorders, microphones, sound tapes, etc.)  and especially borrowed equipment in storage room when not in use.  Do not allow cords or cables to be pinched, knotted, or placed under heavy objects.  Keep cables which are not in use coiled and taped and in their boxes.

13. Maintain your equipment safely and prevent accidents to others.  Keep all work spaces orderly to prevent accidents.  Tape down the full length of all cables that are on the floor.  Use silver duct tape except in acting areas, where you would use black duct tape.  (Black is expensive; silver is cheap).  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.

14. Attend production meetings as scheduled by the Stage Manager.

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 reservtion form and clearly mark it as “comp”.  Place it in ticket order envelope on call board.  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 (1:45 for Sunday matinee shows)  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.

16. Strike sound devices to locations ordered by the Stage Manager after each use.  Switch off mics.  Unplug amp cable in room 09.  Turn off mixer and all other devices.  Tape players, CD players, and other easily portable equipment must be stored in a locked area.

17. PARTICIPATE IN STRIKE IMMEDIATELY AFTER THE FINAL PERFORMANCE.  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.  Commandments for Theatre Students includes important rules; specific instructions for your job are listed below.  If you have little to do, you may help another crew chief who has a lot to do.  YOU ARE REQUIRED TO BE PRESENT!

You can advance the task prior to strike, thereby shortening work time, by planning your 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, etc.), and putting away everything connected with your department that is not required to run the show, whether or not you got it out.

Strike all devices and tapes to their original locations.  PULL UP TAPE BEFORE PULLING UP CABLES TO PREVENT THE TAPE FROM FASTENING ITSELF AROUND THE CABLE.  IF TAPE STICKS TO CABLES, CUT IT OFF WITH GREAT CARE TO PREVENT DAMAGING CABLE.  BE SURE TO RETURN CABLES NEATLY COILED AND TAPED.  This step is essential to their remaining in good order, and replacements are often difficult to find when needed.

*Cables from mixer to wall need to go in the green rubber maid box marked “sound cables to wall”; cables from tape and CD players to sound board go in green rubber maid container labeled “sound connecting cables”.   These containers should be kept in the red rolling box and returned to room 09 with the rest of the sound equipment.

18. Notify each member of your crew of the following and encourage each  to attend:  A party for the cast and crew is held after the Saturday performance at a place announced by the Stage Manager.  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.  Food and soft drinks are furnished.  Persons of legal age to consume alcohol should BYOL.  Persons under 21 may not consume alcohol at cast parties, by Virginia law.  Those who do so will be asked to leave.

19. 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 closing of the show, in the Fletcher Collins Theatre.

MBC SOUND EQUIPMENT

(See master sop for diagrams for #4, and #5)

To set up Mackie sound board (which can be found in room 09) take off the top and open the back, then:

1. Plug the power strip located in the back right corner of the big red box into the wall socket.

2. Plug tape player 1, tape player 2, and the CD player into the power strip in the big red box.

3. Connect the lines to the back of the tape players 1 and 2 into the plug labeled “line out play” and on the CD player into the plug labeled “output” and plug the lines from tape 1, tape 2, and the CD player in the channels in the back of the sound board into the plugs directly under the word “line” (these are the bottom plugs located just above the mic plugs)

*for tape 1 and tape 2 the white connectors must be inserted into the 

  plugs labeled L (left) which is on the top and the red connectors 

  must be inserted into the plugs labeled R (right) which is on the 

  bottom on the backs of the tape players

*for the CD player the white connector must also be inserted into the 

  plug labeled L (left) which is on the top and the red connector must 

  be inserted into the  plug labeled R (right) which is on the bottom on 

  the back of the CD player

*plug the lines from the top tape deck into line 1 and 2, the middle 

  tape deck into lines 3 and 4, and the CD player into lines 5 and 6, 

  etc.-- alternate colors from red to white, until all lines are connected

*MBC also has a second CD player (CD player 2) that has permanently 

  connected wires in the back of it.  To use this CD player, place it on 

  top of the case holding both tape players and the other CD player 

  and connect it as specified above. (note:  It has red and black 

  connectors as opposed to the red and white of the other players.)  

4. Plug speaker wires out of the wall into subouts (1,2,3,4) which will be                marked by colored tape on the wire, on the wall,  and on the back of the soundboard  to show which plug corresponds to each wire

          *red=1

            brown=2

            orange=3

            blue=4


*during this time, if you choose not to use the channels as marked by 

  the colored tape, you can choose what speakers you wish to be called 

  1,2,3 and 4.  The wire coming out of the wall is connected to one of 

  four speakers located in each corner of the theatre.  To assign 

  specific speakers to a channel, simply plug the correct wire into the 

  correct input subout on the wall.   (*see diagrams to see which 

  speakers are wired to which wall subouts) 

  Speaker Diagrams:
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5. The Soundboard

--before turning everything on, be sure that the TRIM(the top row of 

   white knobs on the soundboard) are set to half, the AUX (the middle 

   four rows of red knobs) are all the way down to the left, the EQ 

   (proceeding down, the next four rows of blue knobs) are set to half, 

   and the PAN (the last row of gray knobs) are set to half.

TRIM:                     AUX:                             EQ:                        PAN:

      --be sure the main L-R mix fader (the sliding bar) is up and the 1,2,3,4 

         faders are up and set to about one third – these faders can be found in 

         the lower right corner of the sound board

      --be sure on each channel the desired speakers, for example 1-2 and/or        

         3-4 are pushed down

      --turn on the power strip located in the big red box

      --turn on the main power switch located on the back right side of the              

         soundboard next to the output plug (note: you do not need to turn on 

         the PHANTOM power switch)

      --turn on the power switches for tape 1, tape 2, and the CD player

 --LASTLY turn on the amp by turning on the power strip located on the    

    left side of the metal cabinet in room 09

 --test all sources

     *be sure that the mute buttons are NOT pushed down on the sound 

       board

6. OUTPUT

--there are two easy ways to control the speaker output:

a) use the speaker 1-2 or 3-4 buttons on each channel to separate two            speakers from the other two or have all four speakers playing at once

b) use the 1-2-3-4 controls on the right side of the board to control the speakers independently (the 1-2 and 3-4 buttons must be pushed in for the channel that you are trying to control to do this)

7. TRIM--The trim must be adjusted using the top row of white knobs on the sound board.  A CD will have a stronger input than a tape and a tape will have a stronger input than a microphone.  Therefore, the trim will have to be adjusted to equalize all of this.  This can be done by lowering the trim for the CD and increasing the trim for a tape to equalize the two.

8. AUX—The AUX 1,2,3,&4 knobs are the four rows of red knobs on the soundboard.  They tap a portion of each channels signal, mix them together and send them to the AUX SEND outputs.  They deliver unity gain when the knob is set to half.  YOU PROBABLY WILL NOT NEED ANY EXTRA GAIN SO THESE KNOBS CAN REMAIN SET TO HALF.

9. EQ—Equalization is adjusting the quality of the sound and is done using the four rows of blue knobs on the soundboard.  The Mackie sound board has 3-band mid-sweep equalization:  LOW, MID, and HI.  LOW EQ ( the bottom knob) boosts bass frequencies and is used to control sounds such as bass drums, bass guitar, and some male singers.  The MID EQ (second knob from the top) sets the amount of boost or cut.  The frequency knob (third from the top) sets the center frequency from 100Hz to 8kHz.  Most of the root and lower harmonies that define a sound are located here.  The HI EQ (the top knob) is used for sounds such as keyboards, vocals, and guitars.  It can be turned down a little to reduce noise and mask tape hiss.  Too much equalization can really mess things up.  Be subtle when equalizing and remember to use “cut” (knobs turned to the left) and “boost” (knobs turned to the right).  In other words, DO NOT turn everything all the way up.  For example, boosting your bass all the way up may be fun, but it will sound terrible.  The point of an equalizer is to EQUALIZE things.  Play around and find the adjustment that gives the BEST sound.

10. PAN—The PAN is controlled using the gray knobs on the soundboard.  It adjusts the amount of channel signal sent to the left versus the right outputs.  With the PAN knob turned all the way to the left, the signal will feed faders 1 and 3 and their corresponding speakers in the theatre.  With the PAN knob turned all the way to the right, the signal will feed faders 2 and 4 and their corresponding speakers.  

Note:  IT IS SIMPLER TO LEAVE THE PAN KNOB SET TO HALF AND CONTROL THE OUTPUT AT THE FADERS 1-2-3-4.

TAPING

Tape deck 1 as target

Tape deck 2, CD, or mic as source

1. Connections
Take a twin RCA plug cord from “Line In Rec” on tape deck 1,  to AUX SEND 1&2 on mixer (use plug adapter; remember, white goes on top)

2. Setting levels
a. set tape deck rec. level at 5 on tape deck 1

b. power up tape deck 1

c. press record and play

d. turn on music source (CD or tape or mic)

e. start playing music,(or speaking)

f. bring up mixer channels of music source

g. on upper right hand panel of mixer set red knobs (set the AUX SENDS to one half) 

h. then adjust AUX (red knobs) for your source device until your level bars show an occasional red flag (set up to about O—the “red flag” is on the face of the tape deck 2)

i. adjust AUX (red knobs) of music source on mixer:  set #1 on right fader for right channel and #2 on left fader for left channel (#1 and #2 on both faders for monophonic sound)

j. set volume sliders on source channel as desired; be sure button 1&2 by slider is down

k. set master volume sliders (bottom right of mixer) as desired; be sure buttons 1 & 2 by sliders are down.

3. Taping
a. using tape deck one, place the tape to which you wish to record and use rewind or fast forward to cue the tape where you want to start recording.

Using CD as source, turn on power,  press pause, then use the track selector button to choose the desired track (if you want to record a portion of a track from the middle of one of the songs, simply hold down the track selector button, which then works as fast forward or rewind).

Using tape deck 2 as source, turn on power, set tape to desired beginning and press pause

Using mic as source, check for on/off switch

b. Using leaderless tape, place a tape in tape deck 1 and rewind completely so that the tape is at the beginning

c. Press record and play on tape deck 1 while releasing pause on source if used.

d. For already cued tapes, press play; for pre-cued CDs, press play or pause again.

*note:  using equalizers while recording allows you to customize sound quality

BLANKING TAPES


Normally, leaderless tapes are used for making sound cues.  They are used over and over, so ALWAYS LABEL THEM (and everything else) IN PENCIL.  These tapes must be completely blanked, erased, before being rerecorded.

1. Plug in “Blank-It”

2. Press button 

3. While holding down the button, rub the magnet against one side of a tape for about 4 seconds

4. Pull magnet in a perpendicular fashion straight away from the tape to arm’s length

5. Repeat steps 2-4 on the other side of the tape.

APPENDIX TO SOUND SOP

COLLINS THEATRE SOUND SYSTEM

Definitions:

1.Mixer:  the big red box with a lot of controls.  It provides a link between sound devices and amplifiers and speakers and permits you to manipulate the sound in between.

2.Channel:  equivalent to channels A and B on your stereo.  Our mixer has 16 input channels and four output channels, permitting you to mix sounds from as many as 16 sources (inputs) and play them through as many as four speakers.

3.Sound source:  a tape deck, CD player, or microphone which you wish to use as a source of a sound to be recorded or played live during a performance.

4.Input:  a connector, usually female, through which sound is input into a device, found on the rear of the mixer (1/4” connectors) and on recording devices (usually RCA phono connectors).  Usually labeled “input.”

5.Output:  a connector, usually female, through which sound is conveyed out of a device.  Found on the rear of the mixer (1/4” connectors) and on CD players and tape decks  (usually RCA phono connectors).  Often labeled “line out.”

6.Cable:  a cord with connectors, usually male, at each end, used to make connections between devices.

7.Power cord:  Connects a device to a source or electricity, like a wall plug or power strip.

8.Amplifier:  a device which amplifies a signal so that it can be fed to speakers.  Our amps are permanently installed in the costume shop room 09.  Your connection with them is through the mixer.

9.Speaker:  You know what this is.  Collins Theatre has four, with wall jacks in the four corners of the theatre.  Since the cables are long ones, a speaker can be placed in virtually any location in the theatre.

10.Fader:  a sliding lever that controls the amount of signal that is fed to or from a channel.  It is roughly equivalent to a dimmer fader.

TROUBLE SHOOTER’S CHECKLIST FOR FCT SOUND SYSTEM

Be sure that:

1. Playback device is plugged into 110 volt (wall or power strip in back of the red box).  Power strip switched on.

2. Playback device switched on (and “Play” button depressed, if necessary).

3. Speakers jacked into wall outlets at speaker positions.

4. Cords jacked from jack outputs on back of mixer to wall jacks.

5. Power strip in the red box plugged into 110 volt (wall).

6. Mixer turned on (switch at back of mixer).

7. Amplifier panel power strip plugged into wall and the power strip is on, room 09.

8. Input faders up for channels into which playback device is jacked.  These are the faders on the left side of the mixer.

9. Output faders up for speakers you wish to play.

10. Mute buttons up on mixer.  Speaker select buttons are down on mixer.  These are with the faders 

11. Master output fader (lower right of mixer) up.

12. Phantom power: off.

13. Amp in room 09 is on, both at the power strip on the wall and inside the metal,gray cabinet.  (Power switches and channel buttons must be pushed in.)

COMMANDMENTS OF THE THEATRE

1. Thou shall not place any food/drink or other messy substances on the corkboard table.

2. Thou shall not leave your stuff (bags, purses, coats, books) within the physical walls of the greenroom.

3. Thou shall not leave your mess for someone else to clean.

4. Thou shall check thyself in upon arriving at the theatre.

5. Thou shall put away all costumes, accessories, and hand props in their designated living spaces.

6. Thou shall try to be pleasant and understand that everyone is doing her job to the best of her ability.

