Stage Management
1. The five qualities of a stage manager:
· Perceptive Listening – paying attention, absorbing info, reading minds/body language
· Observant – paying attention, using all senses
· Willing – prepared to work long hours, do hard work, don’t cry until the cast party
· Engaged – participating, following along in the script 
· Respectful – of actors, designers, and director

When is a stage manager hired for a production in the professional world? 2 weeks prior to the First Rehearsal. 
2. Terms:
· To prep a cue: Standby
· To start a cue: GO
3. Paperwork to be completed before rehearsals start 
· Contact sheet – phone numbers, emails, names of actors, designers, crew, director
· BINGO chart – all materials, cues, elements for every scene. Used for every tech aspect
4. Blocking Notation – universal language for blocking and cues 

Why is blocking Notation Important? Why is it a thing? Actors don’t have time to write down Enter Stage Left Cross to Downstage Center Sit Stand Cross to Actor 1 Exit Stage Left 

· LQ 100 GO – light cue
· SQ 5 GO – sound cue
· PQ 3 – projection cue
· BO – black out
· ENT – enter
· EXT – exit
· X – cross
· DL – down stage left
· DR- Down stage right
· UL- Up left
· UR- Up Right 
· CC- Center Center 
· CR- Center Right
· CL- Center Left 
· BR-Backstage Right
· BL-Backstage Left  
5. Rehearsal Report to be sent out after every rehearsal 
· Date/Time of the Rehearsal
· Date/Time of next Rehearsal
· Notes on Rehearsal – broken up by elements (EX: Josh missed his cues)
· Title of production
· Call for next rehearsal (which actors should be at rehearsal
6. Headset Etiquette
· NO HEADSET CHATTER!!!! (THIS MEANS YOU)
· No talking during standby
· Do not say any words that rhyme with GO (Schmo, slow, flow, throw, crow, low)

7. Proper Headset Protocol
· Say your name and where you can be found
· When getting on headset: “Byrd on headset”
· When getting off headset: “Byrd off headset”
· When trying to talk to one person in particular: “Byrd to Jack” “Go for Jack”
8. Proper Response to Drastic Changes (Genie coming down, electric coming up, five till places)
· Thank you
9. Pre Show/ Post show checklist 
· What is a pre show checklist? What does it entail? What should be on it? How should it be organized? 
· Pre show checklist is a checklist of things that need to be completed before we open house. 
· Post show checklist. What needs to happen before we can leave 
10. Stage Managers Kit- What is it? What should be in it? Lets make a list so we know what should go in it before the Musical 
Stage management Kit- Pencil, Paper, batteries, flashlight, highlighters, snacks, band aids, gaff tape, water, extra headset, walkie, extra prop, extra mics, tool(s),  cell phone charger, safety pins, scissors, colored pencils, first aid kit, spike tape!, 
11. Production meeting- meeting about the production we discuss what needs to happen, problems and an update of where we are in each tech discipline 
· Director 
· Designers
· SM
· ASM
· TD 

Paper Tech – SM LD Sound D sits down and writes in the cues into the script 

Dry tech – doing all the tech elements without actors 

Cue to cue – walking through all of the cues with the actors, its takes a while to get these perfect 

AEA- Actors equity association 

10 out of 12 – 10 hours working 2 hour break

Tech Rehearsal- When we incorporate the technical elements 

Dress rehearsal – run through of the performance with all tech elements and costumes 

Preview- dress rehearsal with audience last chance to change any tech elements 








[bookmark: _GoBack]12. Dance Floor Procedures
· Sweep the stage
· Roll out longest piece of dance floor and place it across the front of the stage along the plaster line
· Tape down one side with three perpendicular stripes
· Stretch, Jump, and Slide!
· Tape other side with three perpendicular stripes, tape DS side with one long stripe, tape both edges down with long pieces.
· Put down second piece of dance floor 1/8 to ¼ of an inch away from first piece.
· Tape one side, Stretch, Jump, and Slide! Finish taping. Tape the two pieces together with one long stripe parallel to the plaster line.
· Start #5 on Stage Left, tape it down. Start #6 where #5 stops. 
· Tape #5 and #6 together with long stripes parallel to the plaster line.
· Sweep (with a dust broom) and mop (with a towel around a push broom 1 to 3 alcohol to water ratio)





