tower theatre

NOTES FOR STAGE MANAGERS

These notes must be followed at all venues used by the Tower Theatre Company.

These notes are designed to guide Stage Managers, especially those who are taking full stage management responsibility for the first time. Remember that you personally have the safety of all members of the cast and crew under your undisputed control on stage and must take a large measure of responsibility for the welfare of the audience, as the Front of House Managers change nightly and so cannot be aware of every potential danger.

If you are in need of help or advice please contact the Technical Co-ordinator for your show.

There are also sets of notes for Directors, Set Design, Lighting Design, and a series of Fire and Safety Notes. Master copies of these should be available in the Tower Office. If you require a personal copy, you can download most of the notes from the Tower web site.  Alternatively, ask the office to make you a photocopy. It may be wise to ask your director diplomatically (especially if they are new) if they have a copy of the Director's notes, and to provide them with a copy.  You might also like to read them yourself so you know what directors should know about technical issues.
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BLANK FORMS TO FILL IN !

During the planning stage :

PRE-SHOW SAFETY REPORT (currently completed by the Company)

BUDGET ESTIMATE SHEET (completed in conjuction with the Director at Production Meetings)

When you are in the theatre:

FIRE DRILL NOTICE

FIRE AND SAFETY INSPECTION RECORD

NB Current venues (Bridewell Theatre, Theatro Technis) have their own Fire & Safety forms that you will need to familiarise yourself with and sign where relevant at the Get-In.

After the run of the show has finished:

SAFETY MONITORING FORM

STAGE MANAGER’S REPORT

BEFORE REHEARSALS START AND GENERAL NOTES

1. It is most important to liase with the venue well in advance if the set design requires removal of any seats in the auditorium - check with your Set Designer ASAP.  Removal of seats requires agreement from the Artistic Director, as it will involve potential loss of ticket sales.

2. Ensure the Tower Office is notified of the audition dates, so that rooms can be booked for the auditions. Attend auditions. Make a list of all names, addresses and phone numbers of those attending, and note if anyone has any dates when they are unavailable for rehearsals (or performances!)  Generally, the Auditions Secretary will get the auditionees to fill out forms with this information, and give you the forms after the auditions.  Auditionees may also be asked to fill out a supplementary form indicating any other jobs they might be interested in doing on the production if they are not cast  (i.e ASM, Operating Lights, etc.)  You will not get these forms until the play has been cast. 

3. Check with the Director that a few copies of the script are available at audition time - these can be used for the crew or sold to the cast later.

4. When the Director has settled their casting be sure all cast know the date of the first read through, and all those who have not been cast are so informed by the Director personally. Wherever possible, invite those not cast to work backstage (as they must have this time available or they couldn’t have auditioned).  Either you or the Director should provide the Tower Office with a Cast & Crew List, and send a copy to Laurence Tuerk to put on the Tower web site.

5. Let the Tower Office know all rehearsal and performance dates and times.  Rehearsal spaces will be allocated by the Tower Office.  Do not ring the Bridewell to book rehearsal space – all bookings must be made by the Tower Office.  If there is a day when the rehearsal rooms look particularly booked, discuss alternatives with the Director.  Priority is given to shows in order of performance. Remember to notify the Office of cancelled rehearsals. Put up a rehearsal schedule in the Office, and give copies to the cast and crew.

6. Each show - (shows that run for only a few days excluded) - is entitled to a float if you need it to cover such things as small props, food eaten on stage etc - and any other small items that require cash payment.  All expenses must be receipted and at the end of the production must be collated and listed in detail and passed to the Office for authorisation (see notes on budgeting and Stage Manager’s float below).  If more float money is needed talk to the Administrator.  Any out of pocket expenses should be paid to you shortly after your claim has been authorised.

7. It is imperative that you have a Budget Production Meeting as early as possible – about six weeks before your get in. (This is the budget meeting as opposed to the artistic/technical meetings you will need with the show’s individual designers throughout the rehearsal period.) The budget production meeting should take place after most of the design process is complete, but before it is set in stone. This should include the Director, yourself, the Safety Officer, the Set Designer, Lighting Designer, Costume Designer, and Sound Designer as needed, and any members of the Technical Group as appropriate.  Each designer should have an idea of the costs required for their aspect of the production. Either the Artistic Director, Financial Director or one of the Assistant Artistic Directors must also attend to approve the budget.  There is a proforma to fill in (copy at the back of these notes).  The purpose of the meeting is to fill out this form with budget estimates and agree the specific budget for your show.  You will then be expected to stick to this budget.  A completed copy should be given to the Office. 

8. Be aware of the Fire & Safety Regulations when the set design is being discussed - and fill in the Pre-Show Safety Report (copy of the form is at the back of these notes) if necessary.  Remember if the Fire Officer demands that the set be changed, you will probably be the one who has to do it. and in very little time. He can, and will, cause the Theatre to be closed if, in his opinion, the public are in any possible danger.  If you think there is a problem contact the Safety Officer as early as possible.  If you need guns or gunshots as part of your show, then contact the Safety Officer immediately!

9. Although we now have only limited stocks of wood, paint and hardware, make sure your set designer checks what we do have before placing any orders.  We are spending too much on sets because things are being ordered that we already have.  Conversely, make sure that the designer has ordered what is needed.  (Remind your designer to refer to the Set Designer’s Notes)

10. Keys are kept in the Tower office, and you can borrow them as you need them - but please return them immediately after you have finished with them.

DURING REHEARSALS

1. At the first reading make sure all the cast have copies of the Rehearsal Schedule. This should have been decided in consultation with the Director.  If there is to be a prompter, make sure they have due warning as to when they are wanted in rehearsal.

2. REHEARSAL ROOMS MUST BE LEFT CLEAR AND TIDY AND WITH THE ROOM'S FURNITURE ARRANGED AS YOU FOUND IT. THESE ROOMS ARE USED FOR OTHER PURPOSES EACH DAY. All props and rehearsal furniture must be taken away at the end of each rehearsal (but small items can be stored overnight in the City Lit store on the right hand side of the corridor).

3. Prepare Stage Manager's copy of the script (known as the “prompt copy”) with all effects marked (this can be done using a photocopy of the script).  During the rehearsal plot moves (entrances, exits etc) and mark calls and cues etc. (this is important - if you have to miss a rehearsal for any reason somebody else may have to stand in at very short notice).  [See the section “Some notes on blocking” later in this document if you are unfamiliar with keeping a prompt copy].

4. Prepare a props list. Organise props (if necessary appoint a props ASM). You will need working props early on in the rehearsal process.  Props may be obtained from the props store by consultation with the Props Manager.  All props being used must be signed out by the Stage Manager.  The final props should be assembled for the Director’s (and set designer’s) approval at least a few weeks prior to tech week (save for any hires which from an economy point of view can only be hired at the last moment).  If you are having difficulty finding a prop., you can put a notice on the Tower web site and send an e mail to most Tower members to ask them to look out for it.  The Tower Office will advise on how to do this. When sourcing props, a photo is a good way of the Director being able to approve an item before any expense is incurred. Try not to borrow expensive, breakable or irreplaceable items from the cast/crew.

5. Organise crewing for the show by liasing with the show's Technical Coordinator. It is your responsibility to crew your own backstage crew, but you can ask the Coordinator to let you have names of people who might be interested. We have an extensive database from which we can provide lists of people for various jobs.  Often you will be given details of new members who would like to work on the show – please do try to get them on board as this is the way we develop new talent.

6. It is the Set Designer's responsibility to organise help for the get-in and set construction, but contact them to make sure this is happening.  Ask your lighting designer whether they need you to organise people to help with rigging on the get-in (we can provide a list of riggers if necessary). The cast and crew are ALL expected to help at the get-in unless the Designer and Stage Manager agree with the Director that they are not needed.

7. Monitor the progress of costumes, props, sound and lights during rehearsal period.  Call Lighting Designers, Set Designers, Sound and Lights operators to rehearsal as appropriate. Operators should attend at least one full run before the get-in.

8. Please ensure that your set and lighting designers place any orders using an official order form.  If you are unaware of this procedure please consult the Administrator.

9. You will be given a form to fill in with the Director to provide information for the programme. The programme should include a list of cast, all technical crew members, and a list of everyone who has worked on the set-up (including lighting). It will also ask for any special credits to be given (e.g. items on loan).  It will ask about the length of the show, intervals, descriptions of the settings for various acts.  This must be returned to the Publicity Team no later than the time stated.  All spellings should be checked (especially names). You will be given a proof a few days before the programme goes to the printers. At this stage you can add set-builders.

10. If you require large pieces of furniture, set, etc. collected, transportation needs to be arranged with the Set Designer in advance of the get-in. The Van Driver needs to be paid in cash (liase with the Office on this) and will give you a receipt.  Currently the Van Hire being used is Absolute Removals (contact Nick on 07932 697 484, prices ~£70-80 depending on size)

11. Your cast and crew may be asked by the publicity team to help distribute leaflets for the show. Be co-operative in organising this.

GETTING INTO THE THEATRE

1. For venues that we are using regularly, there are specific notes available relating to that particular site.  The notes below are more general, and should apply to any venue we are using.

2. It is advisable to have worked out in advance, with your Set Designer, Lighting Designer and Director, a schedule for the get-in and tech rehearsals.

Often Lighting Designers like to come in before the Set Designer on the get-in so as to be able to rig the onstage lights whilst the stage area is free.  After that the Set Designer should be in charge of the stage, and your cast, crew, and assorted helpers should be available. Make sure everyone has something to do, be it helping with the construction of the set, helping the lighting designer rig, sorting gels, bring through costume and props, collecting furniture in the van, or even making cups of tea.

Check when the photographer will be in and make sure that the set is complete by then! (usually at the first dress rehearsal). Make sure all the cast remain in costume after the run as the photographer may require posed photos.

Before the show opens you will also need to do your fire drill practice and complete various forms (see below). 

3. Make arrangements with the venue for food and drink during the rehearsal period.  Note that some venues do not permit any food in their auditorium. 

4. If necessary put up lists on the doors of dressing rooms to indicate which cast members are in each dressing room (often the cast organise their dressing room positions themselves).

5. A Fire Drill Notice should be posted in a prominent place on the backstage notice board (blank form is at the back of these notes). Before a dress rehearsal the Stage Manager should talk through a fire drill with those people names on the drill notice, making certain they are all aware of their specific duties. This drill should then be practised before the show opens. The fire drill practice note should be kept by you to show to a Fire Officer if requested.  At the end of the run the Fire Drill Notice should be left for the Safety Officer in the Tower Office. NB Please refer to the venue's own Fire Procedures

6. The Council Fire Officer may come in before you open.  It is important that someone who knows the show is there to meet him especially if you are planning to use pyrotechnics, "live guns" or smoke. If the Fire Officer asks about the show “fire officer” this is regarding the legal requirement that someone filling the role of fire officer is present in the wings with an extinguisher nearby at all times. The answer to this is that you, the Stage Manager or someone you designate, is always in the wings.  During the run make sure you adhere to this. You should always consult with the Tower’s Safety Officer well in advance so that the appropriate licences may be obtained where necessary.  The Fire Officer often makes a second visit during the run.  Be aware of this and always make sure you are available to escort him round politely and helpfully.  Remember he/she can shut the show down at a moment’s notice, even when the audience is already in.
If you have an inspection, complete the Fire and Safety Inspection Record form (blank form is at the end of these notes).

7. If strobe lighting is to be used it is necessary to make sure the audience is informed before entering the auditorium.  There is a standard notice in the office you can use for this purpose.

IN PERFORMANCE

1. FROM THE END OF THE FINAL DRESS REHEARSAL YOU ARE IN SOLE CHARGE. You have the authority to demand that any one leave the stage, lighting box and dressing room area. This includes the Director, Set Designer and any sundry visitors. No one is allowed on stage or in the lighting box without your express permission (excluding the Safety Officer and Company Officers acting in that capacity).

2. A Sign-in Sheet of cast and crew names should be put up on the backstage noticeboard; make sure people know that they are to tick their name off on arrival. Check everyone is in by 30 minutes before "curtain-up" or the time you have allotted. If the cast want to warm-up on stage make sure they leave the stage clear by 20 minutes before "curtain-up" at the latest.

3. During the running of the show the Stage Manager liases with the crew and sees that all props are checked before curtain up. The floor of the stage should be swept before each performance and furniture should be checked to ensure it is all on its marks.  A check list of jobs and props is recommended.

4. 20 minutes before "curtain-up the Stage Manager gives the 20 minute call to the cast and lighting box. 3 minutes before "curtain-up" give a 3 minute call, then a 2 minute call and a one minute call.  After the two minute call, request "beginners" for that particular act to come on stage. At one minute speak to Front of House to see if all the audience is in. Front of House clearance is necessary before you take the curtain up. If there is a delay announce it so that everyone is aware of the situation. The same procedure should be followed for "curtain up" at the end of the interval.  (Later in the manual there is a one page pre-show outline).

5. It is illegal to have any alcoholic drinks backstage or in the dressing rooms when the public are on the premises (this is a contravention of the Health & Safety Regulations and also fire regulations). There should be no drinks near lighting/sound equipment at any time because of the danger to the equipment of spillages.  Provide plastic cups and coffee/tea if necessary backstage but NO ALCOHOL. Make sure the cast and crew are aware of this during rehearsals and keep your eyes open during the run. Most venues (including the Bridewell) are now totally non-smoking, except in the bar.

6. Remind all cast and crew that they are not insured in case of accident unless they are Company or "Friends" members. Although other people are legally covered the insurance company will probably plead "own negligence" except in very rare cases. When it comes to the strike try to avoid allowing friends of the cast and crew who are not Company or Friends Members from helping out on stage, as they are a danger, being unfamiliar with our procedures.

7. It is the Stage Manager's responsibility to safeguard all cast valuables during a performance. Nominate someone on your crew to collect valuables and then give them back at the end of the show, keeping them locked up during the show.

8. Stage Managers, ASMs, and anyone else named on the fire duty notice must NOT leave the backstage area during the performance unless absolutely necessary.

PRIOR TO THE STRIKE

If you have borrowed or hired furniture, that is your show’s responsibility to return, so don’t forget to make arrangements for this. The safety of all furniture and properties used are your responsibility, to keep our goodwill we must return all borrowed and hired items to their rightful owners in good condition and as soon as possible. Liase with the Set Designer to ensure this happens.

Usually most of the strike will happen late at night after the last performance.  Remember however that you may only be able to return borrowed items on the following day, so you may need to arrange for people to be around the following morning too.  Warn the cast about this well in advance so they keep the time free!

THE STRIKE

· TAKE EVERYTHING APART THAT YOU BUILT UNLESS ANOTHER SHOW HAS DEFINITELY ASKED FOR IT.  NO EXCEPTIONS WITHOUT APPROVAL OF TECHNICAL GROUP

· STRIP ALL NAILS & SCREWS 

· TAKE THINGS BACK WHERE THEY BELONG.  This requires planning and determination!  Now that we are using hired venues, we must make sure that anything of value to us is removed and returned to its proper home.  What goes where :

The Arches

· Flats, doors, window pieces, columns etc.

· Timber, Hardboard and MDF (cleaned of nails/screws/staples) stacked neatly with other similarly sized pieces of timber.  

· Architrave and moulding.

· Vacform plastic sheeting.

· Paint and Paint Trays

· Re-usable bits of ironmongery 

· Tools

· Long lengths of scaffolding (over 10’)

· Furniture

· Steeldeck and Wooden Rostra 

· Small chairs, benches, desks, tables and wheelchairs

· Ladders

The City Lit 

· Props.

· Carpets, Blacks, Gauzes, Cyc Cloths and Drapes

· Costumes

The City Lit Electrical Store

· Stage lanterns, gels and cable

· Sound equipment

· Cable

· Gel boxes

· Smoke & Haze machines

· Mirror Ball

Bridewell store under the Dressing Room

· Stage lanterns

· Short lengths of scaffolding (up to 10’)

· Long term storage of ropes and pulleys etc for possible use elsewhere

The Bridewell Theatre 

· There is a small store reached by a trapdoor at the rear of the stage.  Down there are stored stage braces, stage weights, scaffold clamps and some other miscellaneous hardware

1. Make time to organise a list allocating tasks to members of the cast, crew and the director (do not include lighting and sound crew who have separate responsibilities). Obviously, give the more technical and difficult tasks to people who are capable of doing them. There are plenty of twiddly jobs for the less technically able.

2. Put this list on a notice board on the day of the final performance and announce that it is there and that everyone is expected to do something, so no weak excuses will be accepted.

3. You may wish to begin the strike as soon as the audience is clear. The sooner you start, the sooner you finish. However, it is traditional to allow the cast half an hour with their adoring public in the bar before they begin the strike. Tell them at what time they must come back, and send someone to round them up if they are tardy.  This includes the Director.

4. No one, Director included, has any authority over the strike (except the Technical Management Team or specifically authorised deputy) above your instructions and those of the Set Designer who should share the responsibility for the strike with you. (Lighting designers and sound designers should supervise their equipment strikes)

5. ALL cast and crew must help with the strike, don't accept any lame excuses; only accept very, very good ones, and then grudgingly.

6. Do not allow friends of the cast who have no experience at Tower strikes to help.  They mean well, but can be more hazard than help.

7. All backstage areas should be cleared out, cleaned, the rubbish bagged up and the shelves tidied. The Stage Manager should sort out the props, returning any borrowed props to their rightful owners. Replace anything that has been borrowed and broken out of the production budget (try to avoid borrowing family heirlooms etc.).

8. Costumes should be cleared from the dressing rooms, preferably via hangers and taken wherever the Costume Designer has specified.

9. The lighting box/control position must be left clean at the end of the strike (this should be done by the Lighting and Sound Operators).

10. All units built for your show must be dismantled down to component wood, unless an upcoming show has asked you to save them.   We do not have anywhere to store "built" pieces.

11. When dismantling scenery, strip everything possible and remove all nails and screws -reusable timber with nails etc left in is potentially dangerous, both to Tower members and those who collect the rubbish. We do not re-use nails or screws  (nails are usually bent and screws will often have knackered heads from the way many people use electric screwdrivers).  Any food or other perishable items left over MUST be disposed of or given away.

12. Sweep the stage and the auditorium at the front of the stage.

13. Finally, paint the stage. Depending on the venue and set this may require 2 coats.

DON'T BE AFRAID TO ASK MORE EXPERIENCED MEMBERS FOR ASSISTANCE.

LIGHTING AND SOUND STRIKE
Responsibility :  Lighting/Sound Designer/Operator

Before the last night, the lighting/sound designers and operators should discuss who is going to do the strike.  Normally, the designers and operators will do it between them, but on a complicated show, a team of people may be needed.  

· Establish with the venue what equipment is to be left in situ, and which struck.  Should gels, gobos etc. be removed?

· Obviously all our own and hired equipment must be struck and returned.  Be very careful to get all our accessories back (cables, Grelcos etc.) 

· If more people are needed for your strike, recruit as necessary.  Consult with the SM if you want to use cast or stage crew.

1. As soon as the audience has left the auditorium, turn off the power to the equipment and remove all electrical items from the set.  By all means, have a drink after this, but bear in mind that equipment gets damaged if it is left on the set.

2. Strike other rigged equipment and cables as necessary.  Liase with the SM to decide in what order to do things.  Put away all the venue's equipment if requested.

3. Collect all the Tower's own, hired and borrowed equipment together.  Pack it up and label it clearly.  Make sure any spares or unused accessories are included.

4. Tidy up the Lighting Box.  Remove all rubbish.  Clear our personal belongings, including good luck cards, scripts, cue sheets.

5. On the lighting and sound desks, clear all memories, turn all routing to off position and put all equalisation controls back to mid-position.  Put the covers on.

AFTER THE SHOW IS OVER

Just two more forms to fill in !!

Stage Manager’s Report 

Safety Monitoring Form

Blanks are at the back of this pack, and they should be fairly self-explanatory, but if in doubt how to fill them in, then please talk to the Technical Director.

PART 2

Well, you are half way through the notes now!  Please keep going ….

The rest of the document comprises more detailed advice/instructions on some aspects already covered, plus a set of blank forms which you'll need.

So let's start with more detailed

NOTES ON BUDGETING

As we all know, the Tower is always short of funds. On the other hand we all want to put on our productions in the best possible way, and this will always involve spending money. The production budget is the system we use to decide how much money to spend on a particular show.  It is a common mistake to assume that there is a fixed, pre-determined amount available for each show. There is not.  If there were, it would encourage people to spend this amount whatever the real requirements were. This would lead to too much money being spent on some shows, and too little on others. Instead, we expect each production to decide what it wants to do and prepare proposals accordingly.  The production team (director, designer, Stage Manager etc) can then set their own priorities and in their joint artistic and commercial judgement use money to maximum effect on their show.  The aim is to help everyone involved to put on the show in the way they want and to help everyone involved to put on the show in the way they want and to encourage creative ideas. Obviously, there is a limit to what the Tower can afford, and at times the Artistic and Financial Directors will have to say no. But in general, production teams are very cost-conscious. At the budget production meeting your proposals will be brought up before the Committee member attending your meeting and your budget will be determined.

How to organise your budget

Every production should have a formal budget meeting.  This should be held before any money needs to be spent, but after initial design ideas have been agreed. About 6 weeks before the show's opening is probably about right. The director or Stage Manager should call the meeting, inviting set, costume, lighting and sound designers, the show's publicity co-​ordinator and the musical director if there is one.  Representatives of the Technical Group will come if invited their main role is to provide advice on the cost of materials and various aspects of safety.  The Artistic Director or one of the Assistant Artistic Directors must also be invited. As these are very busy people let them know well in advance and let them have alternative dates. The meeting is an important part of the process of putting a show on; don't try to skimp the time by trying to fit it in an odd half-hour before a rehearsal. Allow at least 1½ hours.

Account Suppliers

No account supplier should be asked to supply goods without an order number reference. Order forms are in the office and bear the appropriate number on them. A show reference should also be quoted.

What to put in the budget

1. The basic list – A budget form should be included in your Stage Managers pack. If not, please request from your Technical Co-ordinator.

Most shows will need to consider the following :

Set materials

Furniture hire

Properties (don't forget food and drink)

Costume materials

Costume hire

Lighting consumables (gel, gaffer tape etc)

Special Publicity and Photographs

Transport costs to and from the venue (e.g. van hire)

For hired items, don't forget the cost of delivery and collection if you are unable to do this yourselves. Include VAT in all figures.

3. What you may need to consider on some shows

These items will not be a cost on every show, but if needed they must be included in the

production budget

Hire of scripts, scores or band parts

Musicians expenses

Hire of outside rehearsal space

Special effects (pyrotechnics etc)

Lighting/Sound hire

4. What you do not need to worry about

The following items are either charged to the overall Tower funds or will have already been taken into account by the Artistic Team :

Play royalties

Theatre rental

Performing Right Fees

Electricity, gas, water

Replacement light bulbs for our standard stock equipment

Rubbish removal costs

Basic publicity

Programmes

Insurance

5. How much money is too much?

As noted above, there is no pre-determined figure for the total budget and every effort should be made to make it as small as reasonably possible. If your total costs appear to be higher than £450, then prior authority at the budget meeting needs to be obtained.

Popular misconceptions

A. Buying for stock on a maintenance budget

Every so often someone has the idea that we should "invest" in materials for stock that can be charged to an overhead maintenance budget, so that the show does not bear the cost. This is not permitted because

a)
There is no actual saving - the Tower has to pay the bill whatever the budget it is allocated to.

b)
We have no storage space for stocks.

c)
Past experience suggests that the one show's idea of a good investment may not be another's - for example, one colour lighting gel may not ever be used by another designer, and therefore buying for stock is a complete waste.

If you need something for your show, say so and ask for the money; don't try to hide it.  However, if you can share the cost with another show because they want the same as you, then by all means go ahead and split the bill.

B. The Stage Manager's expenses/float is the props budget

Sometimes Stage Managers are given a float to cover incidental cash expenses. Mostly these tend to be for props but the money is for all expenses. The float is just part of the total budget; the props budget may be less than or greater than the float depending on the show.

More usually the Stage Managers keep an account of expenses occurred and reclaim it all at the end of the run.

THE STAGE MANAGER'S EXPENSES

As Stage Manager you are obliged to personally keep an account of incidental cash expenses. It is essential that you keep all the receipts with the account. 

The accounts, whether written or typed, should be set out as shown below.

ACCOUNTS FOR [XYZ SHOW] - [date] to [date]

Receipt No.
 Date
Item
Amount 
VAT (Y/N)

1

[item 1]
£ xx.xx
N

1

[item 2]
£ xx.xx
Y

2

[item 3 etc.]
£ xx.xx
N



TOTAL
£ xyz.xx


Points to remember are as follows : -

i. All receipts should be numbered on the accounts with corresponding numbers on the receipts themselves.

ii. Items on which VAT is charged and where the VAT number is shown on the receipt should be identified on the accounts so that the VAT may be claimed back. (This excludes food and other VAT exempt items.)

The following items cannot be claimed for

i. Scripts

ii. Haircuts

iii. Personal travel expenses (except for fuel for van hire)

iv. Teas (food, coffee etc) other than where required as a prop - the cast and crew must pay for these themselves.

v. Clothing - unless Wardrobe has specifically authorised a member of the cast to purchase an item of clothing, the costs are not recoverable.  Cast members are expected to supply their own tights, knickers, hairpieces, hairnets, modern accessories, etc.

vi. If in doubt as to whether an item is recoverable, check first with the Tower office.

VERY BASIC NOTES RE BLOCKING

"Blocking" is what takes place in the first few rehearsals. Basically the Director instructs the actor where they should walk stand or sit during each section of the play and the Stage Manager jots these movements down in pencil on the script as you go along. It must be in pencil because these moves are likely to change quite a few times as you go along.  Some basic signs used for blocking are:

SL = stage left 

SR = stage right 

CS = centre stage 

US = upstage  

DS = down stage

↑ = stands

↓ = sits

→ = crosses, goes to

nt = enters 

xt = exits

Use your imagination for the rest i.e. whatever you understand

So use the initial of the characters name and the movement i.e. for character name Tony

T chair SL = Tony moves to chair stage left

BASIC NOTES ON "THE BELLS",  "THE LIGHTS" ETC – THE SM TIMELINE

Here is a basic procedure to follow.  It assumes your performance is starting at 7.45 p.m., and that the venue has bells FOH for the audience and cue lights for lights and sound.  You'll obviously have to modify what's done depending on the actual facilities in the venue you are using.

Introduce yourself to the Front of House (FOH) Manager and let them know anything they need to know regarding the show, how you will be handling things, etc.

At 7.15 give your cast their 30 minute call.

Check that all cast and crew have arrived and signed in on the notice board.

Between 7:15 and 7:30

· Collect valuables and lock away.

· Allow lights & sound to complete any checks (perhaps including a blackout check to make sure all working lights are off.) MAKE SURE YOU HAVE TURNED OFF ALL WORKING LIGHTS before you open the house

· Don’t forget to close the tabs if you are using them.  Let lights & sound know they should be in the pre-show state (i.e. is there any music playing?)

· You may let the FOH manager know that they can open the house.  Announce to the cast that the house is open (so that no one wanders onto the set, if you are not using tabs)

· FOH managers generally expect to open the house at 7:25 - 7:30, but will wait for your call.

7:30 – 7.45

· Repeat the call: i.e. "your 15 minute call"

· Again at 7:35 give "ten minute call"

· At 7:40 "five minute call"

· Ring three long loud bells at 7:42.  Call “three minutes” .

· Two bells at 7:43.  With the two minute bell call  " two minutes, beginners on stage please"

· One bell at 7:44.

Ensure that your beginners are in the wings waiting and prepared

Speak to Front of House for clearance i.e. that all the audience is in. If he/she asks you to wait – that’s ok - but ask them to tell you as soon as all the audience are in.

When you have clearance

· Check with Lighting and Sound that are ready to start.

· Start the show!

Repeat the bells and the calls procedure during the after the interval

After the show : Remind the cast & crew of their call time for the next performance. Return the valuables.

Below is an example form of the procedure :

The Stage Manager's Timeline for Example Show


Pre Show Setting & Checks



6.30 pm
Open theatre doors if needed, put up warning sign if needed



6.45 pm
FOH manager report to SM – brief re fire drill



7.10 pm
30 min call
Check all cast have signed in

Check cans & Lx/SFX (check light off in plugs room)

Loo run!



7.25 pm

Instruct cast that house is about to be opened and clear stage

Liaise with Lx/SFX to ensure checks complete before instructing FOHM to open house – have FOH do start bells



7.28 pm
15 min call




7.32 pm
10 min call




7.38 pm
5 min call
NB have FOH do start bells



7.43 pm
“Beginners call” if FOH okay



Expected
Tue
Wed
Thu
Fri
Sat am
Sat pm


Act 1 Up
7.45 pm








Ii
7.48 pm








Iii
8.01 pm








iv
8.13 pm








v
8.33 pm








Act 1 Down
8.48 pm








Length
63 min








Interval Up
8.50 pm
15 minutes – Interval Setting



8.54 pm
10 min call




8.59 pm
“3 min” bell
Ask FOH to carry the bells out



9.00 pm
5 min call




9.01 pm
“2 min” bell




9.03 pm
“1 min” bell
“Beginners call” if FOH okay



Interval Down
9.05 pm
Give Lx/SFX go ahead



Expected
Tue
Wed
Thu
Fri
Sat am
Sat pm


Act 2 Up
9.05 pm








vii
9.20 pm








viii
9.42 pm








Act 2 Down
9.55 pm








Length
50 mins








Post Show Setting & Checks


A STAGE MANAGER’S GUIDE TO FIRE AND SAFETY

The Company's over-arching safety policy is as follows :

These instructions must be complied with at all venues used by the Tower Theatre Company.

All theatre equipment must be used in a way that does not endanger the health and safety of any person.  On seeing a safety hazard or potential safety hazard it is the duty of anybody using the theatre to take some action to make the equipment safe.

After taking such action, the details should be reported to the Stage Manager and, if electrical equipment is involved, to the lighting staff.

If it is not possible to rectify any hazard at once, the fact must be immediately reported to the Stage Manager and, is members of the public are present, to the Front of House Manager.

Action must then be taken by the Stage or Front of House Manager to keep people clear of the hazard, and they should contact a member of the theatre competent to make the equipment safe.

The Tower Theatre’s Health & Safety Officer will be available to give advice on any safety related issue

Most venues we use are public theatres - the safety of the audience, cast and crew must always be considered to be of the utmost importance.

Basic Principles

1. Nothing should be able to drop on, or otherwise injure anyone, particularly a member of the audience.

2. In case of emergency, there should be clear gangways for any member of the audience cast or crew to make a rapid escape from wherever they happen to be. (The two foot fire line)

3. Do not ever wedge open Fire Doors, they are there for a purpose.

4. Every precaution has to be taken against a fire starting, or if it does start, spreading and causing injury.

5. If an emergency does arise, it is important not to add to our difficulties by cutting off our means of escape or access to emergency equipment or by having hazardous items around.

COMMON SENSE AND FORETHOUGHT ARE OUR BEST FIRE PREVENTION EQUIPMENT

Under the hectic conditions frequently encountered backstage, regulations have to be adhered to. However, not all the regulations are sacrosanct, providing that provision has been made to avoid any danger that could occur. Have your alternative suggestions prepared for the Fire Officer - don't let him "find out" so that it looks like we are trying to dodge the rules.  IF IN ANY DOUBT, ASK THE COMPANY SAFETY OFFICER IN ADVANCE AS THEY ARE IN CONSTANT TOUCH WITH THE VARIOUS REGULATORY BODIES AND SHOULD BE ABLE TO HELP YOU.

The Company Safety Officer must be invited to your production meeting.

Remember that you as Stage Manager or someone you designate, must be in the wings at all time, filling the role of fire officer.  

Fire Drills

These MUST be carried out before the show opens. Depending on the venue, you will have been given a Fire Drill Notice and a Fire Drill Sheet. Both must be completed. The Notice should be posted backstage and the Sheet should be kept by you.  Both should be available for inspection by the Fire Officer.  When the show is finished, the fire drill notice should also be passed on to the Tower Office for filing. 

When carrying out the fire drill, make sure everyone knows what task the have to do in the event of a fire. Remind everyone that in the event of a fire you will say there has been an "INCIDENT". NEVER use the word "FIRE", especially publicly, as it tends to create panic.

Familiarise them, and yourself, with the various fire extinguishers on stage and backstage and how to use them. Know where the fire blankets are.

Anyone named on the Fire Drill Notice must be backstage for the duration of the performance. Remember there is no point in allocating fire drill jobs to people in the lighting box as they are too far from backstage.

As Stage Manager you are responsible for the stage and backstage area in the event of a fire during the run.  Front of House are responsible for the audience.

Important points to remember 

1. The venue does not require a Fire Certificate. Theatres are exempt.

2. Any Local Authority Certificates (the need for which have been notified to the Company Safety Officer well in advance for things like smoke, lighting cigarettes, live candles, gunshots, flashpots, electrical installations such as cookers, large load bearing structures above 4 feet in height) are available for inspection.

3. No alcohol is allowed backstage during performance week, nor in the box at any time. Be aware of "No Smoking" areas.  Smoking in the dressing rooms must be negotiated by cast members: you may have one dressing room allocated as the smoker’s dressing room to accommodate smokers.

4. Corridors must be kept clear.

5. Litter should be kept to a minimum and in metal bins.

6. Cigarettes and matches being used on stage require ashtrays with sand or KY jelly or wet cotton wool (remember to rewet it each night). Remember that due to recent changes in the law  prohibiting public smoking show that contain lit cigarettes require agreement from the Local Council – check with the Theatre Manager in advance.

7. Any potential obstructions backstage should be painted white or white reflective tape should be used.  Minimum exit clearances must be maintained.  You may not place anything in the fire lane (even temporarily) without the approval of the Company/Theatre

Pre-Show Safety Report

Play:



Dates of Performance:

Date of Inspection:

Director:

Stage Manager:

Set Designer:

Lighting Designer:

Details of effects:

Flames or ignitions (including cigarettes etc)
Yes [   ]
No  [  ]

If [Yes] describe use:











Smoke Machines
Yes [   ]
No  [  ]

If [Yes] describe use:











Strobe or other special lights
Yes [   ]
No  [  ]

If [Yes] describe use:











Gunshots
Yes [   ]
No  [  ]

If [Yes] describe use:











Knives
Yes [   ]
No  [  ]

If [Yes] describe use:











Flashpots or Maroons
Yes [   ]
No  [  ]

If [Yes] describe use:











Details of set construction:

Standard materials:

Grade 1 board, 1 inch PAR wood, fire-proof canvass, metal, emulsion paint.

Any non-standard materials
Yes [   ]
No  [  ]

If [Yes] state material, use and action taken to render it safe.







































Load-bearing structures

(over 1.22m or 4ft)
Yes [   ]
No  [  ]

If [Yes] describe structure and include a plan:



































Alterations to auditorium

(removing seats and additions)
Yes [   ]
No  [  ]

If [Yes] describe alterations and include a plan:



























This form should be completed at or before the production meeting for the show.

The Fire & Safety Officer must be informed of the date, time and place of the production meeting and can normally be expected to attend.

PRODUCTION COST ESTIMATE FORM

PRODUCTION:


PRODUCTION MEETING DATE


DIRECTOR


STAGE MANAGER


ARTISTIC TEAM REP



Estimated Max Cost
Actual Cost

Set Construction: 



Materials



Paint



Furniture Hire



Material Hire



Transport Hire



Lighting/Video:



Consumables



Hire



Sound:



Consumables



Hire



Wardrobe:



Materials



Hire



Cleaning fee
30.00


Music:



Fees



Hire



Stage Management:



Props Purchase



Props Hire



Sundries







Hire of rehearsal space



FOR COMPLETION BY OFFICE:



Venue rent



Royalties



Additional Publicity



Total



APPROVED BY


DATE



EXPENSES COMPLETED AND CONFIRMED BY OFFICE ON:


NOTES ON COMPLETION

ALL REQUESTS FOR REIMBURSEMENT OF EXPENSES MUST BE RECEIVED IN THE OFFICE WITHIN TWO WEEKS OF THE END OF THE RUN.

FAILURE TO SUBMIT THE ESTIMATED PRODUCTION COSTS IN ADVANCE WILL RESULT IN DELAYS IN PAYMENT OF EXPENSES.  

ALL COSTS MUST INCLUDE VAT AND A VAT ESTIMATE MUST BE PROVIDED FOR EACH EXPENDITURE.

EACH SHOW MUST HAVE A PRODUCTION MEETING WHERE ALL COSTS ARE CONSIDERED AND ESTIMATED.

THE ATTACHED FORM IS COMPLETED BY DIRECTOR/STAGE MANAGER EITHER AT OR BEFORE THE PRODUCTION MEETING LIAISING WITH THE AT REP.

A COPY OF THE COMPLETED FORM SHOULD BE SENT TO THE OFFICE FOLLOWING  THE PRODUCTION MEETING AND TO THE COMPANY COMMITTEE VIA THE ARTISTIC TEAM REP.

ANY “EXTRAORDINARY” ITEMS THAT MAY BE HARD TO SOURCE OR EXPENSIVE SHOULD BE IDENTIFIED EARLY ON AND APPROVED

A BUDGET OF £450 IS ALLOCATED, IN THEORY, FOR EACH SHOW, HOWEVER, ANY SAVING ON EXPENDITURE WOULD BE APPRECIATED

ANY EXPENDITURE PUTTING THE SHOW BUDGET ABOVE THIS AMOUNT MUST BE APPROVED IN ADVANCE

UNAPPROVED EXPENSES WILL NOT BE REIMBURSED.

Fire Drill Notice 

To be completed by the Stage Manager and posted on the backstage notice board for the entire run.  

Form to be filed in the office Safety file after the last performance.

Play :



Dates of Performance :

In the event of fire during the performance, the following will carry out the duties indicated:

Dial 999 for fire brigade



Control exit of actors and crew from Dressing Rooms into street by emergency exit



Go to point of outbreak and deal with fire, using appliances available
1.



2.


Signed

Stage Manager

Notes



1.
If clothing catches fire, use blankets, not water

2.
Use carbon dioxide (small) extinguishers for electrical fires only.

3.
Use water (large) extinguishers for all other fires.  Hold extinguisher as close as possible to flames, and try to knock flames away from burning substances with a jet of water.

Fire and Safety Inspection Record

Show:


Playing Dates:


Inspection Dates:


Inspection Satisfactory

Fire Officer…………………………………………………………………………………….

Stage Manager / Production Rep      ………………………………………………………

Consent Issued for:



Real flame



Smoke


Dry Ice


Pyrotechnics


Firearms


Strobe

Suggested Action
Stage Manager’s Signature 




Stage Manager’s Report

Private and Confidential

(Please return this form to the Technical Director via the Tower office on completion of the run).

Show:


Dates:


Stage Manager:


DSM (if applicable):


Prompt:


Crew:


Did you have any new members in your crew ?  Yes / No

If so, please let us have your comments i.e. How did it work out? Would they be willing to ASM again? Do they have the interest or potential to become a Stage Manager ?



Any general moans or groans – i.e. equipment not working – non-attendance at strike – problems with cast or director.

(Please don’t say too many forms to fill in…)



Safety Monitoring Form

Show:


Dates:


Stage Manager:


[image: image1.png]



· Were there any accidents during your show ?


· If so, were these recorded in the accident book ?

(The only acceptable answer to this question is ‘YES’, the accident book is kept in the top middle drawer of the desk in  the office).

· Were there any ‘near-misses’ which in your opinion could have resulted in an accident?

(Please detail any near-misses below:)



· Do you have any other safety concerns which you would like brought to the attention of the Technical Management Team ?



Signed________________________________ Stage Manager

Yes / No





Yes / No





Yes / No





Yes / No
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