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Forward

This document is intended to give structure to the management of musical and non-musical, theatrical productions at the Vanity Theater, Crawfordsville, Indiana.  Herein is established a method by which the task of producing a show is adequately and responsibly divided amongst the members of the production team.  The Sugar Creek Players and any not-for-profit community theater may use this document upon simply informing the author in writing.  Other organizations should request permission to use this document from Brett T. Gann, Jr., 4813 Rusty Lane, Bartonville, IL 61607-2211.

Please note that each chapter shall speak to the reader as if they were to fulfill the position being described.
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Part I – Production Artistry

Chapter 1. Artistic Direction

1.1 Appointment.


1.1.1 Application.  Interested persons should file an application with the chairman of the Sugar Creek Players Theatrical Committee.


1.1.2 Interview.  All applicants for consideration must interview with the committee.


1.1.3 Recommendation.  The committee shall recommend one applicant to the Board of Directors for approval.


1.1.4 Approval.  The Board of Directors will approve the contracting of one Artistic Director per production.

1.2 Qualifications.


1.2.1 Experience. Applicants should have three to five years of theater or drama experience, minimum.


1.2.2 Employment History / Background Check.  Applicants are required to provide a history of employment and submit to a background check.  A background of merit is required.


1.2.3 Age. Applicants must be eighteen years of age or older.

1.3 Staff.

You are not responsible for finding a design and production staff; however, you have a say in who will be staffed.


1.3.1 Designers. The Producer and the theater are responsible for staffing designers.  If you have suggestions, feel free to make them to the Producer.  If you strongly disapprove of a candidate, express your feelings to the Producer and the board.  Do not staff a designer on your own.  It is not your duty.  You should not serve as a designer unless it is absolutely necessary, at which time, you should discuss your contract with the President of the Board of Directors.


1.3.2 Management. Management decisions are made the same as designer decision; however, pay close attention to who is chosen as Stage Manager.  This person is chiefly responsible for the cast, crew and the execution of performances.


1.3.3 Crew. The Producer and Stage Manager will staff a crew.  This is not your concern unless you specifically disapprove of a proposed candidate.  Those notes should be made privately to the Producer.  Expect the Stage Manager to be responsible for cast and crew discipline.

1.4 Assistant Directors.

You may choose to staff an Assistant Artistic Director.  If you do, you are then responsible for mentoring that person and compiling specific duties for the assistant director in regards to the audition and rehearsal processes before auditions take place.  An Assistant Artistic Director is not a personal assistant and should not be expected to do anything that you would not do.

Appointment of Assistant Artistic Directors shall be as follows:

1.4.1 Recommendation. An assistant director shall be recommended to the Board of Directors by the Artistic Director of a production.

1.4.2 Approval. The Board of Directors shall grand or deny approval for the appointment of an assistant directors.

Qualifications of Assistant Artistic Directors shall be as follows:

1.4.3 Experience. Potential assistant directors should have one to three years of experience in theater or drama, minimum.

1.4.4 Age. Potential assistant directors must be eighteen years of age or older.

1.5 Assistants to the Director.

You may appoint an Assistant to the Director.  This person is your personal assistant.  Before auditions decide if the Assistant to the Director will also serve the assistant director.

Appointment of Assistants to the Director shall be made by the director.

Qualifications of Assistants to the Director shall be decided by the director, but shall be at least the personal quality expected of any crew member by the theater.

1.6 Student Directors.

If you choose, you may staff a Student Director.  A Student Director should be treated with the same respect in which the director or an assistant director is treated.  You are expected to create directorial work for the Student Director and monitor the student’s efforts.

Appointment of Student Directors shall be made by the director.

Qualifications of Student Directors shall be as follows:

1.6.1 Experience. Student Directors should be active in school theater and/or drama.

1.6.2 Grade.  Student Directors should be in the sophomore level of high school or higher.

1.6.3 Age.  Student Directors must be fifteen years of age or older.

1.7 Rehearsal Schedule.

Before auditions, you, the Musical Director and the Choreographer need to sit down and plan a tentative rehearsal schedule.  This should include specific dates that specific scenes and musical and dance numbers will be rehearsed.  The rehearsal schedule may need to be altered after auditions per cast conflicts.  Ultimately, it is your duty to decide a rehearsal schedule.  You should not expect anyone to make the schedule for you; however, you are welcome to ask for help.

1.8 Production Schedule.
Prior to auditions, the Producer will ask all production team members to turn in conflicts.  Do so timely.  Once you have created a rehearsal schedule, turn it in to the Producer and she will create a production schedule and distribute it to the staff.  This will include a schedule for each designer.

1.9 Design Input.

It is your privilege to make artistic suggestions to each designer about each aspect of the show.  Do this in a timely fashion so that each designer has the greatest amount of time available to produce results.  The best way of accomplishing this goal is to submit to the entire staff a list of needs addressing each designer.  If it helps, speak to each designer about the needs.  Note that you are not the designer and do not get to decide every detail.  Specifics and examples are provided:


1.9.1 Scene Design. Include a list of what scenes are needed, pictures of other productions that you particularly like and your own opinions.


1.9.2 Costume Design. Include a list of characters and how many costumes each may need.  Speak to the designer about the period.  Discuss how much time is available for changes.


1.9.3 Light Design. Include a list of scenes and what type of basic lighting you need.  Also include any specific specials that you know that you’ll need.


1.9.4 Sound Design. Include a list of sound effects and recorded music that you need.  Give brief descriptions to help the designer narrow his search.


1.9.5 Property Design. Include a list of all properties and furniture needed.  Discuss the period and any special props.

1.10 Auditions.

Auditions should be advertised by the board and Producer at least two weeks in advance, but double check with them to be sure.  Go into auditions with a plan.  Speak to the Producer about your plan and get their approval.  Use the audition form provided; and know how you want each portion of the audition to progress.  Speak to the Musical Director and Choreographer about whether they have preferred methods of auditioning potential cast members in their arena.  Utilize all of your resources, but remember, unless you staff a personal assistant, none of the production staff members (especially assistant directors) are there to do the work that you don’t want to do.

1.11 Casting.

Before auditions decide if you want to make casting decisions yourself or use part or all of the production staff as a casting committee.  If you choose to use a committee, than follow through with that decision and accept the committee’s decisions, for better or for worse.  If you choose to make your own casting decisions than recognize that you have limits.  Graciously accept and expect casting suggestions from the Musical Director and Choreographer, as well as any Assistant Artistic Directors, Producers and Assistant Producers.

In regards to casting actors with conflicts, recognize that conflicts they include on their audition forms must be excused (if they are cast).  The policy should be: “If a director casts an actor, then conflicts on the audition form are the director’s problem, all other conflicts are the actor’s problem unless especially excused by the director.”  If you are willing to work around other people’s schedules, than cast as you please, if not, pay close attention to conflict schedules.

If an actor requests a specific role and will not accept any others, do not hold that against him.  He may be participating in another production and is only able to break one commitment for a greater opportunity or there might be long-distance traveling involved.  Simply do not cast him if you do not intend to cast him in the role that he has requested.

Pay close attention to attitudes and whether or not actors listen closely to directions during auditions or whether they disregard your authority.  There is no rule regarding whether a positive attitude is better than positive skills.  Decide that for yourself, but be consistent.

Audition records, notes and discussions should be kept confidential among those members of the production staff that were included in discussing casting decisions.  If called upon by the Chairman of the Theatrical Committee to provide these records for review by the committee or the board, it is your duty to comply.

1.12 Artistic Direction.

Your duty is to supply the artistic direction.  This means that you are responsible for blocking the action of the show and making artistic decisions about the presentation of scripted material and movement on stage.  The director is also given certain allowances to make executive decisions about design, but care should always be taken to leave as much design detail to the designer as possible.  Remember that the cast and crew belong to the Stage Manager and Producer, allow and expect them to take disciplinary actions.  Only reserve the disciplinary rights regarding the dismissal and replacement of cast members.

1.13 Preliminary Reviews.

The production schedule will assign each designer a preliminary review date.  On this day you should meet with the designer (include the Producer in this review) and review what he or she has accomplished thus far.  Give feedback and encouragement.  Express your feelings on what he has prepared, but do not attempt to do his job for him.  The director/designer line is a thin one.  You should leave this review with the knowledge that the design is on the right path and the designer should leave the meeting with a clear idea of what changes need to be made.

1.14 Rehearsals.

During rehearsals, the Stage Manager should be in charge of the stage, cast and crew, but you should assert strong leadership.  Show, through your actions and decisions, that you have a clear picture of your goals for the production.  Be responsible for fuelling the creativity and organization of the show.

1.15 Reports.

Make regular reports to the Producer and to the Board of Directors (via the Producer) on the status of the production.  Cooperate with the Producer on reports to the board so that the board may receive a full look at both the artistic direction, design and production management of the show.

1.16 Communicate.

Communicate with the Producer regularly about production needs.  Discuss the budget, publicity and design progress, but remember that the Producer is responsibility for these aspects.  

1.17 Purchases.

Get permission from the Producer before making any purchases.  
1.18 Final Review.

Throughout the process, each designer should be making changes here and there to perfect his or her designs.  Once technical rehearsals are underway, you and the designers should review the designs to ensure everyone is on the same page.  Make any necessary changes, but be sure that all concerned are informed.

1.19 Performances.

Remember that once a performance has begun, your job is on hold.  You may not make any changes to the production unless given specific permission.  Between performances, permission should be sought from the Producer.  Between call for a performance and the closing of the theater for the evening, permission should be sought from the Stage Manager.  The Stage Manager MUST be informed of ALL changes.  Please let the crew do their job at this point.  Sit back and enjoy the show (try not to be TOO nervous).

1.20 Final Report

After the final performance send a final report / evaluation of the production, the Producer, Musical Director, Choreographer and the staff to the Board of Directors.  You shall receive compensation only after this report has been received by the Board of Directors.

Chapter 2. Musical Direction

2.1 Rehearsal Schedule.

Before auditions, you, the Artistic Director and the Choreographer need to sit down and plan a tentative rehearsal schedule.  This should include specific dates that specific musical numbers will be rehearsed and integrated into the blocking and dance.  The rehearsal schedule may need to be altered after auditions per cast conflicts.

2.2 Directorial Input.

The Artistic Director will distribute a list of needs to the Production Staff.  Included in the needs-list will be a section on music.  He will list any changes to the music as written in the script.  It is usually helpful to go over these changes with the Artistic Director as soon as possible.  NOTE:  You do not take directions from the cast.

2.3 Auditions.

You should be present at auditions and should test each potential cast member’s ability to sing.  The method that you intend to use should be decided prior to auditions.  After auditions you should submit a report on each potential cast member’s abilities to the Artistic Director and make casting suggestions based strictly on musical talent and attitude. 

2.4 Orchestra.

It is your duty to find volunteers to play in the orchestra.  Orchestra rehearsals should be held outside of production rehearsals.  You are in charge of the Orchestra and its members.

2.5 Preliminary Reviews.

As each musical number develops, a separate preliminary review should take place.  This is the Artistic Director’s opportunity to give further feedback.  You and the Artistic Director should discuss and negotiate the preliminary work and you should leave the meeting with a clear idea of what changes need to be made.

2.6 Final Review.

Throughout the process, you should be making changes here and there to perfect each musical number.  Once technical rehearsals are underway, the Artistic Director and you should review the numbers to ensure everyone is on the same page.  Make any necessary changes, but be sure that all concerned are informed.

2.7 Performances.

Prior to performances it should be decided whether you are needed to play in the orchestra or if you are available to conduct.  If you are needed to perform, than a separate conductor should be found.  During a performance the conductor is in charge of leading the orchestra, but shall take all cues from the Stage Manager.

Remember that once a performance has begun, your job changes.  You may not make any changes to the musical numbers unless given specific permission.  Between performances, permission should be sought from the Producer.  Between call for a performance and the closing of the theater for the evening, permission should be sought from the Stage Manager.  The Stage Manager MUST be informed of ALL changes.

2.8 Final Report

After the final performance send a final report / evaluation of the production, the Producer, Artistic Director, Choreographer and the staff to the Board of Directors.  You shall receive compensation only after this report has been received by the Board of Directors.

Chapter 3. Choreography

3.1 Rehearsal Schedule.

Before auditions, you, the Artistic Director, and the Musical Director need to sit down and plan a tentative rehearsal schedule.  This should include specific dates that specific dance routines will be blocked and rehearsed.  The rehearsal schedule may need to be altered after auditions per cast conflicts.

3.2 Directorial Input.

The Artistic Director will distribute a list of needs to the Production Staff.  Included in the needs-list will be a section on choreography.  He will list his ideas for each scene.  It is usually helpful to go over these needs with the Artistic Director as soon as possible.  NOTE:  You do not take directions from the cast.

3.3 Auditions.

You should be present at auditions and should test each potential cast member’s ability to dance.  The method that you intend to use should be decided prior to auditions.  After auditions you should submit a report on each potential cast member’s abilities to the Artistic Director and make casting suggestions based strictly on dancing talent and attitude. 

3.4 Period.

You should familiarize yourself with the play, its time period, style, etc.  See the set designs, pictures of similar events and people from the era.

3.5 Space and Safety.

Before you begin planning each number, refer back to the set plots or ideas to make sure there is enough room and that safety concerns are met.

3.6 Preliminary Reviews.

As each dance scene is developed, a separate preliminary review should take place.  This is the Artistic Director’s opportunity to give further feedback.  You and the director should discuss and negotiate the preliminary work and you should leave the meeting with a clear idea of what changes need to be made.

3.7 Final Review.

Throughout the process, you should be making changes here and there to perfect each dance number.  Once technical rehearsals are underway, the Artistic Director and you should review the numbers to ensure everyone is on the same page.  Make any necessary changes, but be sure that all concerned are informed.

3.8 Performances.
Remember that once a performance has begun, your job is on hold.  You may not make any changes to the dance numbers unless given specific permission.  Between performances, permission should be sought from the Producer.  Between call for a performance and the closing of the theater for the evening, permission should be sought from the Stage Manager.  The Stage Manager MUST be informed of ALL changes.

3.9 Final Report

After the final performance send a final report / evaluation of the production, the Producer, Artistic Director and the Musical Director and the staff to the Board of Directors.  You shall receive compensation only after this report has been received by the Board of Directors.

Chapter 4. Scene Design

4.1 Production Schedule.

Prior to auditions, the Producer will ask all production team members to turn in conflicts.  Do so timely.  After the Producer has received a rehearsal schedule from the Artistic Director, she will create a production schedule and distribute it to the staff.  This will include a schedule for each designer.  Keep to the production schedule as best as possible.  Contact the Producer, immediately, if you encounter any set-backs.

4.2 Directorial Input.

The Artistic Director will distribute a list of needs to the Production Staff.  Included in the needs-list will be a section on the set.  He will list his ideas for each scene.  Speak to the Property Designer about who will be responsible for furniture.  NOTE:  You do not take directions from the cast.

4.3 Period.

You should familiarize yourself with the play, its time period, style, etc.  See designs of other productions of the show and pictures of similar places from the era.

4.4 Stock.

Before any supplies are bought or borrowed, any appropriate pieces should be pulled from storage.

4.5 Set Construction.

Once a set plot has been finalized, you should speak with the Construction Manager about the design and provide copies of the plot.

4.6 Equipment.

Speak to the Producer, Construction Manager and the Master Electrician as soon as you are aware of special equipment needs.  The Producer needs to know what equipment must be located or purchased.  The Construction Manager will need to know if any special construction issues will arise from the placement of equipment and the Master Electrician will need time to review and install the equipment.

4.7 Preliminary Review.

The first deadline you will be given is a preliminary plot review.  By this time, you should have a preliminary plot of each scene.  This is the Artistic Director’s opportunity to give further feedback. You and the director should discuss and negotiate the preliminary work and you should leave the meeting with a clear idea of what changes need to be made.

4.8 Tour.

Once the set is available for use, you should plan to take the cast and crew on a ‘tour’ of the set, explaining how it works.

4.9 Final Review.

Throughout the process, you should be making changes here and there to perfect show’s sets.  Once technical rehearsals are underway, the Artistic Director and you should review the sets to ensure everyone is on the same page.  Make any necessary changes, but be sure that all concerned are informed.

4.10 Performances.

Remember that once a performance has begun, your job is on hold.  You may not make any changes to the design unless given specific permission.  Between performances, permission should be sought from the Producer.  Between call for a performance and the closing of the theater for the evening, permission should be sought from the Stage Manager.  The Stage Manager MUST be informed of ALL changes.

Chapter 5. Costume Design

5.1 Production Schedule.

Prior to auditions, the Producer will ask all production team members to turn in conflicts.  Do so timely.  After the Producer has received a rehearsal schedule from the Artistic Director, she will create a production schedule and distribute it to the staff.  This will include a schedule for each designer.  Keep to the production schedule as best as possible.  Contact the Producer, immediately, if you encounter any set-backs.

5.2 Directorial Input.

The Artistic Director will distribute a list of needs to the Production Staff.  Included in the needs-list will be a section on costumes.  He will list his ideas for each character’s costumes.  Pay close attention to the Property Designer’s notes as costume and prop design often tread the same ground.  NOTE:  You do not take directions from the cast.

5.3 Period.

You should familiarize yourself with the play, its time period, style, etc.  Contact the Scene Designer and the Artistic Director to ask questions and see designs and pictures of similar costumes from the era.

5.4 Stock.

Before any costumes are bought, made or borrowed, any appropriate pieces should be pulled from storage.

5.5 Making Costumes.

Costumes that need to be built should be designed by you but may be constructed by a volunteer.

5.6 Buying or Renting Costumes.

Often, costumes must be purchased or rented.  Get permission from the Producer before making any purchases.  The Producer will give you a list of purchasing options.  It is absolutely imperative you obtain a receipt for each purchase and present it to the Producer.  

5.7 Measurements.

You should meet with each cast member and take his or her measurements prior to the preliminary review.

5.8 Preliminary Review.

The first deadline you will be given is a preliminary costumes review.  By this time, you should have a preliminary sample (pictures, sketches or the physical costumes) of each costume needed.  This is the Artistic Director’s opportunity to give further feedback.  You and the director should discuss and negotiate the preliminary work and you should leave the meeting with a clear idea of what changes need to be made.

5.9 Usage.

Once a costume is available for use, you should plan when you would like the cast to wear costumes outside of Dress Rehearsals and when you do not want costumes used.

5.10 Final Review.

Throughout the process, you should be making changes here and there to perfect show’s costumes.  Once technical rehearsals are underway, the Artistic Director and you should review the costumes to ensure everyone is on the same page.  Make any necessary changes, but be sure that the actors concerned are informed.

5.11 Performances.

Remember that once a performance has begun, your job is on hold.  You may not make any changes to the design unless given specific permission.  Between performances, permission should be sought from the Producer.  Between call for a performance and the closing of the theater for the evening, permission should be sought from the Stage Manager.  The Stage Manager MUST be informed of ALL changes.

Chapter 6. Light Design

6.1 Production Schedule.

Prior to auditions, the Producer will ask all production team members to turn in conflicts.  Do so timely.  After the Producer has received a rehearsal schedule from the Artistic Director, she will create a production schedule and distribute it to the staff.  This will include a schedule for each designer.  Keep to the production schedule as best as possible.  Contact the Producer, immediately, if you encounter any set-backs.

6.2 Directorial Input.

The Artistic Director will distribute a list of needs to the Production Staff.  Included in the needs-list will be a section on light.  He will list the light specials that appear in the script, where they appear and if they are needed.  He will also list if he wishes to use any additional light specials.  The needs-list may also give some basic descriptions of his ideas for each scene’s lighting.  NOTE:  You do not take directions from the cast.

6.3 Preliminary Review.

The first deadline you will be given will be the preliminary light review.  By this time, you should have a preliminary plot and cue outline of lighting.  This is the Artistic Director’s opportunity to give further feedback.  You and the director should discuss and negotiate the preliminary work and you should leave the meeting with a clear idea of what changes need to be made.

6.4 Timing.

The production schedule will list run-through rehearsals so that the designers can see the production as a whole.  You should attend run-throughs in order to time how long light fades should last and when specials should occur.  Take meticulous notes.  It is essential that you know all of the necessary times so that cues may be written.

6.5 Cueing.

It is your duty to assign a cue for each light effect and specify exactly where in the script the cue should be located.  This information should be given to the Stage Manager and the individual operators involved with lights as soon as possible.

6.6 Equipment.

Don’t wait until the end to discuss equipment with the staff.  Speak to the Producer, Construction Manager and the Master Electrician as soon as you are aware of equipment needs.  The Producer needs to know what equipment must be located or purchased.  The Construction Manager will need to know if any special construction issues will arise from the placement of equipment and the Master Electrician will need time to review and install the equipment.  This includes the light plot; it should be turned in to the ME by the appropriate deadline.  Lend the ME a helping hand if he has questions about focusing needs.

6.7 Programming the Light Board

It is the designer’s job to program the light cues into the light board.  Become fluent with the board and be able to teach the rest of the technical crew how to use it.

6.8 Final Review.

Throughout the process, you should be making changes here and there to perfect light changes.  Once technical rehearsals are underway, the Artistic Director and you should review the sounds and their cues to ensure everyone is on the same page.  Make any necessary changes, but be sure that the Stage Manager is informed of ALL changes.  The operators should be informed as well.

6.9 Performances.

Remember that once a performance has begun, your job is on hold.  You may not make any changes to the design or issue any orders to the sound crews unless given specific permission.  Between performances, permission should be sought from the Producer.  Between call for a performance and the closing of the theater for the evening, permission should be sought from the Stage Manager.  The Stage Manager MUST be informed of ALL changes.

Chapter 7. Sound Design

7.1 Production Schedule.

Prior to auditions, the Producer will ask all production team members to turn in conflicts.  Do so timely.  After the Producer has received a rehearsal schedule from the Artistic Director, she will create a production schedule and distribute it to the staff.  This will include a schedule for each designer.  Keep to the production schedule as best as possible.  Contact the Producer, immediately, if you encounter any set-backs.

7.2 Directorial Input.

The Artistic Director will distribute a list of needs to the Production Staff.  Included in the needs-list will be a section on sound.  He will list the sound effects that appear in the script, where they appear and if they are needed.  He will also list if he wishes to use any additional recorded or live music or sound.  The needs-list may also give some basic descriptions of his ideas for each sound effect or piece of music.

7.3 Preliminary Review.

The first deadline you will be given will be the preliminary sound review.  By this time, you should have a preliminary sample of each sound needed.  This is the Artistic Director’s opportunity to give further feedback.  You and the director should discuss and negotiate the preliminary work and the designer should leave the meeting with a clear idea of what changes need to be made.

7.4 Timing.

The production schedule will list run-through rehearsals so that the designers can see the production as a whole.  You should attend a run-through in order to time how long sound effects should last and how long fades should last.  Take meticulous notes.  It is essential that you know all of the necessary times so that cues may be written.

7.5 Cueing.

It is your duty to assign a cue for each sound effect and specify exactly where in the script the cue should be located.  This information should be given to the Stage Manager and the individual operators involved with sound as soon as possible.

7.6 Equipment.

Don’t wait until the end to discuss equipment with the staff.  Speak to the Producer, Construction Manager and the Master Electrician as soon as you are aware of equipment needs.  The Producer needs to know what equipment must be located or purchased.  The Construction Manager will need to know if any special construction issues will arise from the placement of equipment and the Master Electrician will need time to review and install the equipment.

7.7 Sound Levels.

Don’t leave the sound levels up to the board operator.  Use rehearsal time and technical time to find ideal setting levels and integrate them into the cueing.

7.8 Final Review.

Throughout the process, you should be making changes here and there to perfect sound effects and music.  Once technical rehearsals are underway, the Artistic Director and you should review the sounds and their cues to ensure everyone is on the same page.  Make any necessary changes, but be sure that the Stage Manager is informed of ALL changes.  The operators should be informed as well.

7.9 Performances.

Remember that once a performance has begun, your job is on hold.  You may not make any changes to the design or issue any orders to the sound crews unless given specific permission.  Between performances, permission should be sought from the Producer.  Between call for a performance and the closing of the theater for the evening, permission should be sought from the Stage Manager.  The Stage Manager MUST be informed of ALL changes.

Chapter 8. Property Design

8.1 Production Schedule.

Prior to auditions, the Producer will ask all production team members to turn in conflicts.  Do so timely.  After the Producer has received a rehearsal schedule from the Artistic Director, she will create a production schedule and distribute it to the staff.  This will include a schedule for each designer.  Keep to the production schedule as best as possible.  Contact the Producer, immediately, if you encounter any set-backs.

8.2 Directorial Input.

The Artistic Director will distribute a list of needs to the Production Staff.  Included in the needs-list will be a section on props and furniture.  He will list the props that appear in the script, where they appear and if they are needed.  He will also list if he wishes to use any additional props.  The needs-list may also give some basic descriptions of his ideas for each prop.  Pay close attention to the Costume Designer’s notes as costume and prop design often tread the same ground.  Speak to the Scene Designer about who will be responsible for furniture.

8.3 Period.

You should familiarize yourself with the play, its time period, style, etc.  Contact the Scene Designer and the Artistic Director to ask questions and see designs and pictures of similar props from the era.

8.4 Stock.

Before any props or furniture is bought, built or borrowed, any appropriate pieces should be pulled from storage.

8.5 Building Props.

Props that need to be built should be designed by you or Scene Designer and you or a volunteer should build, paint and finish the prop.

8.6 Buying Props.

Often, props must be purchased.  Get permission from the Producer before making any purchases.  The Producer will give you a list of purchasing options.  It is absolutely imperative you obtain a receipt for each purchase and present it to the Producer.  

8.7 Preliminary Review.

The first deadline you will be given will be the preliminary props review.  By this time, you should have a preliminary sample (pictures, sketches or the physical props) of each prop needed.  This is the Artistic Director’s opportunity to give further feedback.  You and the director should discuss and negotiate the preliminary work and the designer should leave the meeting with a clear idea of what changes need to be made.

8.8 Replacement.

The Stage Manager will have provided rehearsal props for the cast.  Once the real prop is available for use, ensure that the Stage Manager and Property Master are made aware of its location and any special details about it.

8.9 Final Review.

Throughout the process, you should be making changes here and there to perfect show’s properties.  Once technical rehearsals are underway, the Artistic Director and you should review the props to ensure everyone is on the same page.  Make any necessary changes, but be sure that the Property Master is informed of ALL changes.  The actor should be informed as well.

8.10 Performances.

Remember that once a performance has begun, your job is on hold.  You may not make any changes to the design or issue any orders to the Property Master unless given specific permission.  Between performances, permission should be sought from the Producer.  Between call for a performance and the closing of the theater for the evening, permission should be sought from the Stage Manager.  The Stage Manager and Property Master MUST be informed of ALL changes.

Part II – Production Management

Chapter 9. Production Management

9.1 Appointment.


1.1.1 Recommendation.  The Theatrical Committee shall recommend one person to the Board of Directors for approval.


1.1.2 Approval.  The Board of Directors will approve the appointment of one Production Manager—Producer.

9.2 Qualifications.


1.2.1 Experience. Potential Producers must have previously served as Assistant Producers.


1.2.2 Board Membership.  Producers are often members of the Board of Directors.

9.3 Staff.

It is the producer’s duty to find a production staff.


9.3.1 Employees.  The Artistic Director, Musical Director and Choreographer are contracted employees of the theater and it is the duty of the Theatrical Committee and the Board of Directors to find these people.


9.3.2 Designers.  Each production will require scene, costume, light, sound and property designers. It is your duty and privilege to choose these personnel; however, the designers should be approved by the Artistic Director.


9.3.3 Management.  You are also responsible for choosing the management, but these decisions are yours and need not be approved by the Artistic Director; however, you should still consider his requests.


9.3.4 Crew. The Stage Manager and you are responsible for staffing a crew.  The Artistic Director should not be concerned with these choices unless he specifically disagrees with an appointment.


9.3.5 Parents.  Youth productions will require Stage Parents to help keep the children under control.

Note that ANY duty of a designer, manager or crewmember which is not completed by someone else falls to you to complete.

9.4 Assistant Producers.

You may choose to staff an Assistant Producer.  If you do, you are then responsible for mentoring that person and compiling specific duties for the Assistant Producer in regards to the production process before auditions.  An Assistant Producer is not a personal assistant and should not be expected to do anything that you would not do.

Appointment of Assistant Producers shall be as follows:

9.4.1 Recommendation. An Assistant Producer shall be recommended to the Board of Directors by the Producer.

9.4.2 Approval. The Board of Directors shall grant or deny approval for the appointment of an Assistant Producers.

Qualifications of Assistant Artistic Directors shall be as follows:

9.4.3 Experience. Potential Assistant Producers should have one to three years of experience in theater or drama, minimum.

9.4.4 Age. Potential Assistant Producers must be eighteen years of age or older.

9.5 Assistants to the Producer.

You may appoint an Assistant to the Producer.  This person is your personal assistant.  Before auditions decide if the Assistant to the Producer will also serve the Assistant Producer.

Appointment of Assistants to the Producer shall be made by the Producer.

Qualifications of Assistants to the Producer shall be decided by the Producer, but shall be at least the personal quality expected of any crew member by the theater.

9.6 Student Producers.

If you choose, you may staff a Student Producer.  A Student Producer should be treated with the same respect in which the Producer or an Assistant Producer is treated.  You are expected to create management work for the Student Producer and monitor the student’s efforts.

Appointment of Student Producers shall be made by the Producer.

Qualifications of Student Producers shall be as follows:

9.6.1 Experience. Student Producers should be active in school theater and/or drama.

9.6.2 Grade.  Student Producers should be in the sophomore level of high school or higher.

9.6.3 Age.  Student Producers must be fifteen years of age or older.

9.7 Rehearsal Schedule.

Before auditions, the Artistic Director, the Musical Director and the Choreographer need to sit down and plan a tentative rehearsal schedule.  This should include specific dates that specific scenes and musical and dance numbers will be rehearsed.  The rehearsal schedule may need to be altered after auditions per cast conflicts.  Ultimately, it is the Artistic Director’s duty to decide a rehearsal schedule.  He should not expect anyone to make the schedule for him; however, he is welcome to ask for help.  You should lend a hand where necessary.

9.8 Production Schedule.

Prior to auditions, you should ask all production team members to turn in conflicts.  Once you have received a rehearsal schedule, compile a production schedule.  This will need to include a schedule for each designer and manager.  Set deadlines for each designer’s preliminary work.  The Scene Designer should submit tentative plots no later than one week after auditions.  From the point in time that the set plots are available, the Light Designer should receive one and one-half weeks to finish a lighting plot.  Costume and property designs should be complete within four weeks after auditions.  Choreography should be set within two week after auditions.

9.9 Budget.

You will receive an approved budget by the Treasurer and/or the Finance Committee for the production.  It is your duty to manage the budget.  No one involved with the production should make purchases for the show without your permission.  Monitor all expenses and work with vendors and donors for maximum donations.  All donors should be included in the program.  Over-budget or house expenditures should be pre-approved by the board of directors.

9.10 Auditions.

Auditions should be advertised by you and the board at least two weeks in advance.  Make copies of the audition form.  Pay close attention to the auditions and ensure that they run smoothly.  Lend a helping hand when necessary and make casting suggestions to the Artistic Director.

9.11 Paperwork.

Keep track of the paperwork.  The audition forms double as bio forms; the cast should only need to supply a few extra details.  You should compile contact sheets and rules to pass out.  It is a good idea to date all forms that are passed out so everyone can keep updates straight.

Every participant (or their parent or guardian) needs to sign a copy of the harassment policy.

9.12 Scripts.

It is your job to pass out scripts.  Only those who need scripts should receive them and the serial number and assigned cast member of every script passed out should be recorded.  You are responsible for retrieving scripts and making sure that they have been thoroughly cleaned out.

9.13 Preliminary Reviews.

Your production schedule should assign each designer a preliminary review date.  On this day you should meet with the designer and the director and review what the designer has accomplished thus far.  Give feedback and encouragement.  Observe the review and ensure that the director keeps his distance and the designer is willing to take the directors opinions into consideration.

9.14 Rehearsals.
Although you are not required to attend every rehearsal, you should be present as much as possible.  Answer questions from cast and production staff members and use the time to accomplish production work, such as the program.  Show, through your actions and decisions, that you have a clear picture of your goals for the production.  Be responsible for fuelling the progress and organization of the production.

9.15 Reports.

Make regular reports to the Board of Directors and the several committees concerned on the status of the production.

9.16 Communicate.

Communicate with the director regularly about production progress.  Discuss the budget, publicity and design progress, and remember that these are your responsibilities, but it is important that the director stays aware of the situation.  Organize production meetings if it will help facilitate better communication.

9.17 Publicity and Programs.

Work with the Publicity Committee to ensure that posters are created and distributed and that ads in local papers and on local airwaves are made.  The Board of Directors and Publicity Committee should also provide information for the curtain speech which you or a member of the board should give.  Also, ensure that a program is created containing all actors, staff members, volunteers, paid advertisements, cast/crew biographies, notes from the director, thank yous from the Board of Directors, etc.  Be sure that you pay close attention to the production contract in case special billings are required to be placed on posters and programs.  You must follow these directions, it’s the law.

9.18 Performances.

Once the last dress rehearsal ends, the production management takes control of the production.  The Stage Manager is in charge of the performances, but you should be making sure everything happens appropriately.

9.19 Final Report.

Forward reports from the Artistic Director, Musical Director and Choreographer to the board.  After the final performance send a final report / evaluation of the production, the directors, Choreographer and the staff to the Board of Directors.

Chapter 10. Stage Management

10.1 Production Schedule.

Prior to auditions, the Producer will ask all production team members to turn in conflicts.  Do so timely.  After the Producer has received a rehearsal schedule from the Artistic Director, she will create a production schedule and distribute it to the staff.  This will include a schedule for each designer and manager.  Keep to the production schedule as best as possible.  Contact the Producer, immediately, if you encounter any set-backs.

10.2 Audition Setup.
Ask the Director if he requires help preparing for auditions.  Volunteer to make copies of audition forms, hang audition posters and other preparatory tasks.  Ask the Technical Director to have the rehearsal desk set up in the audience or set it up yourself if he is busy.

10.3 Be on Time.
You should always be on time and so should the company.  Ask actors to warm up as they arrive.  Ensure that the company is ready to begin rehearsal precisely on time.  Don’t keep the Director waiting.  If an actor is constantly late, speak to him about the situation.  Promptness is required of everyone.

10.4 The Stage.
It is your job to make sure that the stage is set and ready at the beginning of rehearsal.  The stage must be swept before every rehearsal.  These jobs may be delegated to other crewmembers, but it MUST be completed.  Expect the cast (or assign the cast) to set certain pieces furniture and props.

Also, check in with the Construction Manager often to see what progress the construction crew has made.  Find out what is now available for use and what is off limits.

10.5 You’re in Charge.
Keep charge of the situation.  Although the Director will be doing most of the stage work, the Stage Manager is in charge of the cast, crew and the space.  Enforce rules and keep the cast and crew quiet backstage.  The cast and crew should follow every direction that you give.  If you have problems with cast members that can’t be resolved personally, speak with the Producer and then the Artistic Director.

10.6 Take Rehearsal Notes.

Each rehearsal you should be taking notes.  Take notes for each individual staff member and forward those notes each night.  This is the best way of keeping everyone on the same page.  Notes should include questions and concerns, prop additions or eliminations or any other relevant events that occur during the course of rehearsal.

10.7 Props.
You should set up a time with the Property Master to locate and pull rehearsal props.  This should happen the first week of rehearsal and whenever a new prop is added.  As show props are integrated, rehearsal props should be returned to storage.

Arrange for prop tables to be set up.  Every prop should be assigned a specific location and should be returned there after use.  Usually, prop tables are covered in paper and a marker or tape is used to outline and label a prop’s spot.  You aren’t required to do this yourself, but ensure that the Property Master or the crewmember assigned to props does this.  Often, a production may go a few weeks or its entire length without a dedicated Property Master or props crewmember.  In this case, you and your assistant are responsible for ensuring that the duties of the Property Master are carried out.

10.8 Finding a Crew.

The Producer will do her best to locate crewmembers, but you should always be on the lookout for potential crewmembers.  When it comes down to it, it’s your crew and you’re responsible for them.  If you have a problem working with someone in the crew, speak to the Producer.  Before appointing crewmembers, speak to the Producer and the Artistic Director to ensure that they do not have any questions about the person’s abilities.

A crew usually consists of the following:

10.8.1 Light and Sound Operators.  The light- and sound-boards will require their own operator. Work with the Producer to be sure that the operators are trained.

10.8.2 Properties.  A crewmember should be assigned as Property Master to check all props before and after rehearsals and performances. This person may also be required to move or collect props during the show.  You may need to give the Property Master directions, but he should be given a little freedom to find the best way to do his own job.

10.8.3 Stagehands.  These crewmembers are responsible for moving furniture and changing the scenes.  You may need to give these crewmembers specific directions during tech.

10.8.4 Curtain Operators.  It may be necessary to find someone to run curtains.

10.8.5 Costume and Makeup Crew.  Most community theater participants do not know how to apply their own makeup.  A crew may need to be appointed to run costumes and help with makeup.

10.8.6 Other.  Each show has its own needs.  Create new positions when necessary.

10.8.7 Assistant Stage Manager.  If you employ an ASM, it is your responsibility to work with her in the hopes that she will be ready to take on the SM role in the future. The ASM is usually in charge of backstage operations.  She should be respected as if she were the SM by the cast and crew.

10.9 Crew Watch.
Set a night at least two weeks before the opening of the show for crew watch.  This is the night where all crewmembers that haven’t been following rehearsals show up to watch the show and get acquainted with the theater.  This should be a night of a run-through.

This is also a time for you to meet the crew and for the crew to get to know each other.  Explain rules and inform every one of call times.  Show the crew around the theater; explain their jobs to them and show them how to sign in.

10.10 Rules to Enforce.  Enforce these with everyone, but especially the crew.

10.10.1 Be on Time.  The crew has a call time for rehearsals and performances.  To eliminate confusion, ensure that they know to sign in with you.

10.10.2 No Alcohol or Smoking.  Crewmembers should not come to a rehearsal or performances inebriated.  No alcohol is allowed backstage, in the house or in the booths.  Smoking is prohibited in the Vanity Theater.

10.10.3 No Food or Drinks.  Food and drink is allowed upstairs and in the lobby ONLY.  No food or drinks backstage, in the dressing rooms, or house.

10.11 Responsibilities.
Share these responsibilities with the crew.

10.11.1 Attendance.  All crewmembers should attend crew watch, all technical rehearsals and all show performances.  The dates for such events will be determined per show.  Students should check their calendars with the dates to alleviate conflicts before committing to being on the crew for a show.

10.11.2 Dress.  All crewmembers are required to wear black clothing during performances.  Black clothes include: shirt, pants, socks and shoes.

10.11.3 Set the Stage.  After arriving and signing in, crewmembers should sweep the stage, as well as setting the stage for the top of the show.  Crew is ‘on duty’ from the moment of their arrival and should go immediately to work.

10.11.4 Lights and Sound.  Light and sound checks should occur at least one hour before the house opens.

10.11.5 Headsets.  Headsets should be passed out and turned on and checked at least one-half hour before the house opens.  There should not be excessive talking over the headsets during technical rehearsals and performances.

10.11.6 Restore.  After each technical rehearsal and performance, each crewmember is responsible for shutting down his area, then assisting others.  All sound and headset equipment should be shutdown, as well as the light board.  Make sure work lights are on before blacking out the stage.

10.11.7 Notes.  After each technical rehearsal and performance, the crew should assemble and receive notes from the Producer, Stage Manager or their assistants.  This is the crew’s opportunity to give input or voice opinions.  The crew’s opinion counts!

10.11.8 Dismissal.  No crewmember should leave until the Stage Manager or Assistant Stage Manager excuses him.

10.12 Purpose.

A promptbook is a copy of the script, which is set up so that the Stage Manager may use it to run rehearsals and call the show.  You should keep a script with you at every rehearsal, as it may be necessary for you to prompt lines to the cast.  Once technical rehearsals role around, the cast is on its own.  You shouldn’t prompt at this point.

10.13 Adding Cues.
During tech week, light, sound and deck cues should be added to the SM’s promptbook.  You should work out a time to meet with the designers and possibly the Artistic Director to add cues to the book.  Cue recording is the individual designer’s job; they should know where the cues go.

10.14 Light v Sound.
Light and sound cues are usually added to the promptbook at different times.  This helps avoid confusion.  Furthermore, cues of different types should be labeled differently to avoid confusion during a performance.  Light cues should be numbered (Cue 1, 2, 3 or LQ1, LQ2, etc.).  Sound cues should be lettered (Cue A, B, C or SQA, SQB, etc.) and require a fade out command (SQC begin fade or SQC out).  Deck cues may or may not require numbering/lettering.  Just be sure to be clear.

10.15 Warnings and Standbys.
A warning and a standby should precede every cue.  Warnings should be given a page before the cue.  (Warning Cue 1 or Warning SQA.)  Standbys should be given a few moments before the cue, so that the operator may reply, “standing by.”  (Standby Cue 2, <wait for “Cue 2 Standing By”>.)

10.16 GO v G-O.
GO is an order to execute the cue that is standing by.  If you wish to refer to an execution order, do not say GO.  This may cause a premature execution.  Say the letters separately, G-O.

10.17 Cue. 

Example cues may sound like…

SM:  Warning on LQ3 and SQF.
<Approximately one page of text.>

SM:  Standby LQ3.
Light Board Operator:  LQ3 Standing by.
SM:  <at appropriate point> GO.  Standby SQF.
Sound Board Operator:  SQF Standing by.
SM:  <at appropriate time> GO. <at appropriate time> SQF begin fade.
You may come up with your own system; however, make sure that each crewmember understands what your commands mean and be consistent.

10.18 Deadline.

All cues, warnings and standbys should be placed in the promptbook before the designated technical rehearsal on the production schedule.

10.19 Tech and Dress Rehearsals.
A dedicated day of technical rehearsal will be organized before the first dress rehearsal.  This is your primary opportunity to hammer out the small (and yet important) aspects of tech.  Dress rehearsals are also technical rehearsals.  Everyone (Cast and Crew) must be present at technical rehearsals.

10.20 Running the Show.
You’re almost to the point where the Artistic Director lets go and gives you the reigns, but not yet.  It’s up to you to run the show at this point, but the Artistic Director and designers might still stop things and give directions.

10.21 Sign-In Board.
Create a sign-in sheet in a noticeable location and make sure the entire cast and crew knows where to find it.  If everyone has not signed-in before the official call time, attempt to contact them.  If they cannot be reached you or the Assistant Stage Manager will have to track them down.  Inform the Producer before leaving the theater.

10.22 Sweep.
You’re not going to get away from this.  Make sure the stage and backstage is swept before the house opens.

10.23 Set Stage and Checks.

After the stage has been set and before the house opens, the stage furniture and props should be set and double-checked.  Light and sound checks should be going on simultaneously. 

10.24 Prop Check.

The cast should do one last prop check.  They should check their props only.  This should be done five to ten minutes before the house opens.

10.25 Presets.

Make a final check of the presets.  Be sure the running lights are on, as well as the headsets, monitors and pit lights (if necessary).  The Light Board Operator should load and execute the lighting preset.  Work lights should be shut off.  The dressing rooms and green room should be warned that “The House is Open.”

10.26 Opening the House.
Until the house officially opens, no unauthorized persons should be in the theater.  The house should open 25-30 minutes before curtain.  It is the Stage Manager’s (or the House Manager’s if one has been appointed) duty to open the house.  No cast or crew should be seen on stage or in the house (unless directed to do so) after the house opens.

10.27 Places.
Call places for all actors and crew five minutes before the performance is to begin.  Confirm places before opening the show.

10.28 Curtain.
The curtain should go up precisely at the time designated on the tickets, unless there happens to be delays backstage or in the lobby.  Attempt to avoid delays.  A prompt curtain is key.

10.29 Call the show.

You or the Assistant Stage Manager should call the show.

10.30 Final Curtain.
After the final curtain is drawn, begin restoring.  Monitor the crew to ensure that the restore occurs properly.

10.31 Dismissal.
Give any notes to the cast and crew, and then dismiss the crew.  The cast may leave as soon as they have finished restoring their costumes.

10.32 Production Notes.
Make notes to any designers or the Artistic Director or Producer and follow up on their notes the next day.

Chapter 11. House Management

11.1 Production Schedule.

Prior to auditions, the Producer will ask all production team members to turn in conflicts.  Do so timely.  After the Producer has received a rehearsal schedule from the Artistic Director, she will create a production schedule and distribute it to the staff.  This will include a schedule for each manager.  Keep to the production schedule as best as possible.  Contact the Producer, immediately, if you encounter any set-backs.

11.2 Cleaners.

Prior to performances, contact the cleaners hired by the House Committee and inform them of the appropriate date and time for them to clean the house and lobby.  After the cleaners have finished, check the house and lobby to make sure they did a good job.  If you are unsatisfied with the results, contact the Chairman of the House Committee.  After the cleaners have cleaned the house and lobby, it is your job to ensure that the house and lobby stay clean.

11.3 Daily Cleaning.

During performance weeks, the following cleaning should be done daily:  sweep the house and lobby, take out all trash, clean windows, clean bathrooms and restock any necessities.

11.4 Ushers.

You should contact family members of the cast, as well as members of the board and other patrons who might be willing to volunteer as ushers.  Ushers should know the layout of the auditorium seating.  Ushers pass out programs, as well as show audience members to their seats.

11.5 Opening the House.

When the Stage Manager confirms that the stage is set and the appropriate time has come, he shall give you permission to open the house.  Before doing so, ensure that the ushers are prepared and that the Box Office Manager doesn’t have any concerns.
11.6 Latecomers.

Prior to the opening of the show, speak to the Stage Manager about latecomers.  Due to certain artistic aspects of the show, extraneous light or sound during opening scenes may not be desirable.  If this is true, latecomers should be held in the lobby until an appropriate point in the act.  If open seating remains in the rear of the theater, latecomers should be asked to fill those places until an intermission.

11.7 The Audience and Behavior.

The audience is expected to act with proper theater courtesy.  It is your duty to ask any audience member who continually disrupts fellow audience members to leave the theater and not return for the remainder of the performance.  Rough-housing is not allowed in the theater or the lobby.  No refunds should be offered or granted to audience members who are asked to leave.

11.8 Concessions.

While attempting to find ushers, also allocate people to sell concessions at intermission.  Audience members should consume food and drink in the lobby and dispose of trash before reentering the house.  After concessions close, ensure that the concessions room is cleaned and that supplies are restocked.  All money should be collected and secured until it may be turned into the theater’s Treasurer.

11.9 Post-Performance

After a performance has ended, help audience members to the exits and encourage cast members to return backstage as soon as possible.  No children cast members under the age of thirteen should be allowed in the lobby or beyond without a parent or adult family member present with them.

Chapter 12. Box Office Management


Refer to “SCP Box Office Manager Position Description”


Refer to “SCP Box Office Manager Goals and Objectives”

Chapter 13. Construction Management

13.1 Production Schedule.

Prior to auditions, the Producer will ask all production team members to turn in conflicts.  Do so timely.  After the Producer has received a rehearsal schedule from the Artistic Director, she will create a production schedule and distribute it to the staff.  This will include a schedule for each manager.  Keep to the production schedule as best as possible.  Contact the Producer, immediately, if you encounter any set-backs.

13.2 Designs.

Work closely with the Scene Designer and obtain the set designs as soon as possible.  The Scene Designer will have a specific deadline for when all designs must be submitted, but the sooner the better.

13.3 Key.

You should obtain a key to the theater from the Producer.  Note that it is against theater policy for anyone to work in the theater alone on construction or with light or sound equipment.

13.4 Work Days.

You and the Producer should organized work days and find volunteer construction crew members.  Expect cast and crew members to help.

13.5 Stock.

Before any material is bought or borrowed, any appropriate pieces should be pulled from storage.

13.6 Buying Materials.

Often, materials must be purchased.  The Producer will give you a list of purchasing options.  It is absolutely imperative you obtain a receipt for each purchase and present it to the Producer.  

13.7 Equipment.

If you require special equipment for certain construction needs, speak to the Producer.  She will discuss options with you about renting or purchasing said equipment.  You should make your best effort to find someone who is willing to let the theater borrow necessary equipment.

Part III – Production Operations

Chapter 14. Master Electrician

14.1 Production Schedule.

Prior to auditions, the Producer will ask all production team members to turn in conflicts.  Do so timely.  After the Producer has received a rehearsal schedule from the Artistic Director, she will create a production schedule and distribute it to the staff.  This will include a schedule for each team member.  Keep to the production schedule as best as possible.  Contact the Producer, immediately, if you encounter any set-backs.

14.2 Designs.

Work closely with the Light and Sound Designers and obtain the design requirements as soon as possible.  The designers will have specific deadlines for when all designs must be submitted, but the sooner the better.

14.3 Hanging Lights.

It is your duty to hang and focus the lights needed on the lighting plot.  Ask the Producer to put you in contact with the appropriate House Committee member in order to obtain scaffolding.  Never hang lights alone, theater policy requires at least two people to be present for this type of work.  If you have questions about the light plot or the correct focusing method for the plot, speak to the Light Designer and ask him to help.

14.4 Sound Equipment.

Most of the necessary sound equipment is already installed; however, certain microphones will need to be hooked up.  This should be done during tech week.

14.5 Stock.

Before any equipment or replacement parts are purchased, any appropriate pieces should be pulled from storage. 

14.6 Buying Equipment.

Often, equipment must be purchased.  The Producer will give you a list of purchasing options.  It is absolutely imperative you obtain a receipt for each purchase and present it to the Producer.

14.7 Performance

During performances you should be on hand to solve emergencies.  Stay close by the Stage Manager and await instructions.

Chapter 15. Property Master

15.1 Rehearsal Props.

During the first week of rehearsal, you should assist the Stage Manager or Assistant Stage Manager in pulling rehearsal props.  The rehearsal props should be of similar size and shape to the actual prop.  As a show prop is obtained and introduced, you are responsible for returning the rehearsal props/furniture to their proper storage spaces in the ‘scary room.’  The Stage Manager or Assistant Stage Manager should assist you.

15.2 Use of Props.  

Once the Property Designer introduces a show prop, you should take it and properly store it for rehearsal and performance use.  Some props, however, should be held out until technical rehearsals begin.  This would include items such as delicate furniture, borrowed or rented pieces, breakables and food or consumables such as cigarettes.)

15.3 Prop Tables.
Watch rehearsals and arrange for prop tables and storage areas to be set up in appropriate places around the stage.  If you have questions, ask the Stage Manager whether tables are in the way.  Every prop should be assigned a specific location and should be returned there after use.  Usually, prop tables are covered in paper and a marker or tape is used to outline and label a prop’s spot.  It is your duty to do this.

15.4 Prop Placement.
Before and after rehearsals it is your duty to ensure that properties are returned to their appropriate storage space. 

15.5 Prop Running.
During technical rehearsals and performances you should be available to place props in their proper locations as well as run props for cast members.

15.6 Prop Storage.
After the production it is your responsibility to return props to storage, as well as organize, and sweep the storage facility.  You should also arrange for borrowed or rented props to be returned to their owner.

Part IV – Appendixes

Refer to “SCP Harassment Policy”

Refer to “SCP Audition Form” 
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