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What qualities and responsibilities should 
an Assistant Stage Manager have? 

What do YOU think makes a good ASM?



What makes a good ASM?

Keep your eyes and ears open

Be observant, you should always be listening and thinking 

ahead. Work things out, problem solve and form an opinion but 

remain quiet – know when to share your opinions, ideas or 

concerns.

Adapt!

Every production you do, along with every director, designer and cast 
members you work with – will require different approaches. 

Communication

Stage management connect people and departments, it’s important 
to have a broad understanding of all aspects of the production. You 
need to be able to cope with every eventuality.

Approach 

Approach all your duties with the prospective of this question at the 
heart of all your actions “What can I do to make this production the 
very best it can be?” A positive attitude goes a long way.

Health and Safety – always!

Organised and efficient

Calm under immense pressure

Keep their cool

Punctual and dependable 

Meticulous eye for detail 

Always thing ahead 

Enthusiasm and a sense of humour

Prepare for anything and everything!

Qualities and 

Responsibilities



Juggling 

Responsibilities

As well as making the tea and fuelling those at the production desk;

 Set up rehearsal room, mark-out production desk, enforce the flow 
of the room and always keep it clean, tidy and safe!

 Keep to strict time schedules and deadlines.

 Either in rehearsals or running errands, all while sourcing props...

 Gather and be the hub of all information.

 Keeping everyone in the production team happy.

 Start setting up the ’wings’, when the shows up and running – you 
will be running the deck. 

 You need to keep everything on track. Making sure everything and 
everyone is where they need to be, at all times. 

 Ensuring the smooth running of the show. 

“Failure to prepare
is to prepare

for failure”



Working with your Company & Production Team

Being able to communicate effectively is the most important of all life skills.

Communication is simply the act of transferring information from one place 
to another. Vocal and non-vocal, such as using body language and 
listening skills…

Clarity amongst the team is imperative. Being on the same page, tackling 
decision making and problem solving together is valuable. It all promotes  
understanding, and therefore confidence – a focused team is far stronger, 
motivated and efficient.

Knowing when to talk and share your opinion is vital too. 

Speak appropriately with a wide variety of people whilst maintaining good 
eye contact, demonstrate a varied vocabulary and tailor your language to 
your audience, listen effectively and simply work well in a group. 

Developing a good rapport… with management, creatives, technical crew 
- in-house and local crew – will get you more work. With actors, it’ll make 
your life a hell of a lot easier.

Communication …is key!



Whatever you do, 
try not to p*ss anyone off…

Stressful environment, 
tensions are high, 
especially on tour…

It’s vital you and your team 
deal with things calmly. 



“Theatre is a 

collaborative art”

……………………………………………………………..

To get the show up and running smoothly and on time, 

every department needs to cross that finish line. 

……………………………………………………………..



Backstage; through the eyes of an Assistant Stage Manager…

https://www.youtube.com/watch?v=HXaw_tDB3cI



The rehearsal process often consists of a SM team 

composed of 3, a CSM/SM, DSM and ASM. They act as the 

lynchpin between the artistic process developing in the 

rehearsal room and the people physically building, sewing, 

assembling and making the production outside of that 

room.

Attention to detail and good communication skills are 

essential here. Like a spider sitting in the middle of it’s web, 

the SM team should sit at the heart of the production and 

be the first point of call for anything concerning the show for 

all those involved in creating and running it.

SM team are there to prevent ANYTHING from adversely 

affecting the production.

Stage 

Management

in the 

Rehearsal 

Room



Deadlines 

& Schedules
Get organised and start planning! 

Get making a production 

calendar – for personal use, 
Company Stage Manager will 

create the Master…



Production Meetings

Attend Production Meetings and you 
will more than likely be taking the 
minutes for the meeting as the ASM. 

Have a template at the ready, 
write in 3rd person and abbreviate 
(use initials).  

You will spend the rest of that day 
trying your very best to produce and 
compose an incredibly detailed and 
efficient Minutes doc. to send to your 
CSM to send out… whilst still being 
present in the rehearsal room. 

You meet even more of the creative 
team; producers, artistic directors, 
designers…



Every job is different;
You never know what your 

next job might include…



The role may even require you to scoop some poop… of ALL sizes!



Getting the

Job

Be pro-active! 

Once you have names - do your homework, look up the 
creatives. See what they’ve produced before, read reviews, 
perhaps they have a particular style?

Contact the creative team you’ll be working with; Stage 
managers, Prop supervisors, Designers, etc...

Email, introduce yourself, offer any help in the run up to 
rehearsals starting, enquire about any information they can 
share with you. Show enthusiasm!

…it also looks great on the first day of rehearsals.



Getting the 

Script

Breakdowns… first up is to start reading!

Read the script (front to back & back to front!) 

Enjoy the first time, then the 2nd and 3rd - get the highlighters 
out, start breaking it down. Highlighting Props, Setting, Scenes, 
Character, and perhaps any technical elements…

It’s important to totally pick the script apart. You need to know 

as much as you can, like the back of your hand. But still be 
open to changes that might happen in rehearsals.               
Embrace everything!





Script Analysis
Develop your own method that suits 
you. Bear this in mind when 
preparing the paperwork too…

Get creating your scene 
breakdowns, as you’ll need to be 
able to go from scene to scene as 
quickly as possible, setting all props 
and set where they need to be from 
any point in the play.

Understand the genre, tone, Setting 
time and place, motifs, symbols, 
themes, conflicts, action, climax, 
foreshadowing…

ACT 1

F. Station



Research

Be interested and inquisitive

It’s vital that you absorb as much information as possible to equip 
yourself for the creative process and understand any design concepts 
for the production.

Real and authentic, true to the time…

 What period is the production set in? (Surreal, realistic, 90’s, 40’s?)

 What’s the style or concept the director and designer are after?

 What challenges may arise? Raked stage?

‘A Doll’s House’ by Henrik Ibsen

 What country, social class, or time period is this production set in?

 Does the piano need to be played live?

Or will it be on a click track?

 Is it cheaper to build to frame of the 

grand piano, and fix a keyboard into it?



Task 
Analysing 
the script…
Edit pdf file, if you don’t 
have the resources to print 
the script out…

You can open this in google 
docs and edit!



Preparation of a 

Rehearsal 

Room

First to arrive – marking up the room!

Setting up the production desk and position yourself nearby… 
think about the flow of the room.

Keeping the room clean and tidy. Always be thinking about 
health and safety. Prepare your SM Kit.

Information board – display set, costume designs and imagery 
for the company to see. Cast headshots too! 

Meet & Greet – you’ll be the one setting up the tea, coffee 
and treats – glamourous! Important to introduce yourself to 
everyone in the room.

Running the room like clock-work, working closely with the 
DSM. Be efficient, being organised and good time 
management is key.

Noise control – the room can get a little chaotic at times, it’s 
important you keep it controlled before the production desk 
start giving you looks. 



Mapping out your space





Preparation of a 
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Sourcing Props
Beg, borrow, buy, make, 

hire, don’t steal… 

Working with the director, designer and prop supervisor. 

Rehearsal props and actual props – Head to the prop store… it is 
important for the actors to have props to play with in the room. Be 
resourceful until you have the actual prop. For example, 
cigarettes can be rolled up paper.

Sourcing go-to’s – Repertory / company prop stores, free cycle, 
eBay, markets and even Facebook groups. I’d advise putting 
together your very own ‘yellow pages’ of companies to contact.

Thank you’s and advertising, people love theatre and thought of 
something they own being a part of the production will sometimes 
be enough.



Borrowing

It’s important to take 
pictures when borrowing, 
note any damages.

It could be insured by the 
company. Then if it gets 
broken, it will be covered / 
paid for. 



PROPS

Properties, Furnishings, set dressings, and all items large and small 
which cannot be classified as scenery, electrics or wardrobe. 

The items need to be correct for the time period of the production.

 Rehearsal and Actual Props

 Hand Props; Props handled by actors are known as hand props

 Practical Props; A bell that rings, gun that fires, a knife that cuts… 

 Personal Props; Specific props for actors, often kept in costume

 Paper Props; Newspapers, magazines, money and documents.

 Consumables / Perishables; Things that disappear… 

 Set Dressing; Decorative props (some practical) and furnishings

It's essential that a clear record is kept of the source of the props so 
that they can be efficiently returned at the end of the show. 

Types of Props

Props can be divided into several 

categories, which may make the 

realm of props a little less 

overwhelming



Action Props

Personal Prop

Hand Prop

Personal Prop

Puppetry Props

Prop Money



Consumables / 

Perishables

Things that disappear… Not just 
food and drink, but paper, things 

that break or need replacing, like 

Cake and Confetti! 

Break away props, Prop or item 

of furniture designed to 

break/shatter with impact. 

Breakaway furniture and some 

props are usually capable of 

restoration to be 'broken' again.

Consumable or perishable prop, 

which means they need to be 

replaced every night, such as 

food which is eaten or a letter 

which is torn up.

Smoking 

Plot  >>>



Drinks on Stage

 Red Wine

Ribena plus a dash of blue food colouring

Red Grape Juice*

Non-Alcoholic Red Wine

Water with red food colouring and a drop of caramel food 

colouring or burnt sugar

 White Wine

Non-Alcoholic White Wine

Diluted apple juice*

*Important: If you’re making fake white wine for stage use, don’t 

use grape juice if the ‘wine’ is sitting in a bottle undrunk for a few 

days. The juice will start to ferment, and the bottles may explode! 

For ‘wine’ that actors don’t have to drink, use a squash / cordial. 

Always make juice dilutions fresh each day. 

 Pimms

A splash of balsamic vinegar and lemonade

 Lager

Ginger Ale (slightly flattened)

 Port 

Pomegranate Juice

 Whisky / other Dark Coloured Drinks; 

Water with gravy browning (a great substitute for burnt  sugar but 

may not be suitable for vegetarians). Water with Cola Soda stream 

concentrate (suitable for vegetarians)

Diluted tea

 Champagne

A few drops of food colouring should be mixed into a glass of 

sparkling water to make the colouring solution. Pour cream soda 

into the champagne bottle carefully. Add two teaspoons of the 

colouring solution. Put three sugar-cubes into the bottle and push 

the cork in as fast as possible. Reapply the wire and foil from the 

original champagne bottle (or use aluminium foil that’s been spray 

painted gold). Shake just before use!



HANSEL & GRETEL

REGENT PARK OPEN AIR THEATRE

BEGINNING 

AMBASSADORS THEATRE

HTTPS://WWW.NATIONALTHEATRE.ORG.UK/SHOWS/BEGINNING



Always good to breakdown the 

production schedule and work out 
the number of performances, 

taking the dress and tech runs into 

consideration, so that you can 

work out how many consumables 

you will need quickly. 







Design



Marking up a 

Props Table

 A prop table, where props are laid for use, 
usually is divided into sections for each prop, 
appropriately labelled. It gives every prop a 
home where it belongs when not being used, 
often outlined to make their proper place 
obvious. It is then quite simple to look over the 
table to see if anything is missing.

 Routine – actors will want and need to get use 
to where things will be set. Things are bound to 
change, but just keep it as consistent as 
possible. 

 It is the responsibility of both the ASM and the 
actor that uses the prop to check everything is 
in the right place. Human error is less likely when 
two people are checking.

 Simple shelving tip: keeping heavier props on 
the lower shelves, lighter items on the higher 
shelves. Items used most frequently at eye level. 
Group items and make things as simple as 
possible. 







Prop Skips & Trundles

 A large wicker basket or box, often wheeled, which stores costumes or props for touring. 

 Prop skips and trundles are especially useful for travelling shows. Shelves are not as easy to set up and tour, and may 
be harder to check than tables, but trundles make set up and the get-out very quick, easy and efficient. 

https://www.youtube.com/watch?v=G50AzOZOZDM



Prop 

Maintenance

Be prepared!

Always be equipped to handle and fix anything.                  
Accessible SM Kit and wearing a handy pouch!

Assess for potential wear and tear on each prop, evaluate the 
condition far enough in advance of the performance to allow 
time to fix or find a replacement. 

Actors will usually let you know when a prop needs attention.

During a show, if a prop breaks and you don’t have a spare, 
you need to be able to fix or find a solution in an incredibly 
tight window. 



Props Lists & 

Paperwork

Provisional props lists, working prop lists… keeping everything 
up-to-date.

Props Bible

Provisional Breakdowns; scenes, characters, etc.

Provisional Prop List

Props List

Prop Budget Sheet

Setting List

Running List

Preset & Shout Check

Show Plot & Cue Sheets

Actors Tracks (DSM)

Borrow Forms and Credit lists







Props Budget





Props Running 

and Setting 

Lists

I would recommend creating templates now and save time later!

Figure out what works for you – everybody works and understands 
things differently. No right or wrong, as long as you’ve got 
something you can hand to someone else and they can cover 
you completely, and no all the details with ease.  

Keep everything up-to-date!

In the rehearsal room – always keep your notepad with you. Things 
are always evolving in the rehearsal room. It’s easy to be 
overwhelmed with  notes, it’s good to keep on top of it, and figure 
out a system that works for you. 

Work with your actors - figure out what needs setting where, in 
order to make their life easier backstage.









Cue Sheets /

Show Plots

Start creating your Show Plots and Q Sheets 

when your role backstage starts forming 

shape. 

Stage crew and scene changes, it’s 

important to create clear plots for others 

assisting on stage. Local crew in touring 

venues, and crew that don’t join you until 

tech/shows. 

When there is more than one ASM, I would 

always recommend a Master Copy.

Anything could happen to you or your 

team, you need to monkey proof all

paperwork. You’ll have numerous versions…



Shout 

Check
Shout Check is a way of checking all props at the top of 
the show or act, one person stands with the props setting 
list and says the prop and where it should be, and 
another person checks if it’s there, before they move on 
to the next thing.

It is incredibly useful and means you cover all bases, and 
nothing gets missed! Which can be easily done on a long 
run, where you may slack and get too comfortable.

https://www.youtube.com/watch?v=G50AzOZOZDM For Shout Check example play from 3:43.



Before the Show

 Set Props, Set and Furniture.

 Clear the stage for Warm-ups; Voice, 
Physical, Movement/Fight Call – Be present 
and observant!

 Shout Check; on and off stage.

 Once all departments are happy and set, 
the Stage Manager will liaise with Front of 
House, letting them know that we are ready to 
open the house.

 Beginners; actors gather VERY slowly. On A 
Midsummer Nights Dream I was responsible for 
checking mics as well as making sure everyone 
was where they needed to be.

 SHOW MODE; Running the deck. Health and 
Safety always. Be prepared for show stops. 
Prep for interval changes.

 End of show; pack up and go home!

 When the production comes to an end, you 
need to make sure everything goes back to 
where it came from or goes into storage. 
Borrow Forms.



Theatre Etiquette
……………………………………………………

1. Never enter the wings or cross the stage until you are called to do so.

2. You must always be in the theatre by the half hour call.

3. No visitors backstage after the half hour call.

4. Never take out the Safety Curtain

5. No eating or drinking in the wings, stage or the auditorium.

6. No eating, drinking or smoking in costume.

7. Do not walk under the iron line after the call “Iron coming in”

8. Never step over a bar 

9. Always call “truck moving”, before moving a truck or wheeled scenery.

10. During a performance never cross the stage during a scene change unless told to 

do so, or if something has gone  wrong and DSM has approved it. Try and get 

ensemble to fix or collect something if possible.

11. No flash photography in the wings or auditorium during a performance.

12. Fire guns will be kept in a locked box in the company office. The weapon will be 

loaded in the office and be the responsibility of the ASM until it is passed to the 

actor just before the cue to fire. No spare blanks. No spare blanks should be kept 

on stage, the weapon is then handed back to the ASM and immediately locked 

away. 

13. Pyrotechnics should be locked away and no naked flame should be used in the 

room.

14. Fire Officer needs to be informed  of the use of Pyrotechnics and naked flames. 

People need to be informed if strobe lighting and lasers are to be used.

15. Cigarettes and naked flames need to be extinguished in ashtrays with wet sand.

16. Glass should be avoided where possible, hand props should be coated in clear film 

to avoid shattering.

Show Calls – Back of House

Half hour Call – 35 mins before lights up.

Quarter hour Call – 20 mins before lights up.

5-minute Call – 10 mins before lights up.

Beginners – 5 mins before lights up.

Standby – Lights up!

On Comms

Always announce when you are on comms, “*name* on comms”. 

Never, ever talk during a standby.

Never say “GO!”, if you really do need to, say “G.O.”

The DSM should be the only one who talks, always ask if it’s a good time if you 
really do need to talk or inform them or something about the show.

Fit up / Get in / Get Outs

Hard hats must be worn until overheads are rigged, work in the grid or gantry is 
complete and you are told they can be removed by a resident member of 
company stage manager.

Steel toe capped boots should be worn

Never lift anything too heavy on your own.

Check a ladder before you climb it, have heavy loads passed to you on a 
ladder and watch over head clearance before you move a ladder. Always 
have someone foot your ladder. 



Terminology
………………………………………………………

1. Auditorium 

2. Proscenium Arch

3. Iron or Safety Curtain

4. Gauze

5. Deck

6. Trap

7. Prompt Corner

8. Wings

9. Flys / Fly Floor / Fly Tower

10. Sightlines

11. Full Black

12. Cross Over

13. Quick Change

14. Spike

15. Strike

16. Standby

17. Comms / Cans

18. Tat

19. Blacks

20. Frenchman

21. Show Relay

22. Truck

23. Centreline

24. Dock Door

25. Stage Door

26. Treads

27. Prompt Copy / The Book

28. Front of house

29. Ghost Light

30. Off-book

31. Preset

32. Work Lights / Blues

33. Control Booth

34. GO

35. Call

36. Cue Light

37. Cue-to-Cue

38. Dry tech

39. Dress Rehearsal

40. Tech. Rehearsal

41. Final Dress

42. Preview 

43. Reset 

44. Silk Flame



10th October

National Stage Management Day

…any excuse for more cake!



Going back 

to the start
…things to think about 

further down the line

Equipping yourself; tools, attitude, experience

Strings to your Bow; BSL, First Aid, Fly training

Online profiles; Mandy, LinkedIn, Free List (SMA)

Applying for jobs; CV’s and cover letters

Interviews; they’re not as scary as you think

Contracts; what to do with them

Subsistence; what are you entitled to?

Networking; who you know

Memberships; SMA, Equity and BECTU

Tax; getting your head around it



Study Task

1. Provide appropriate research for your given 

prop. Identify key questions that you would 

need to ask the Director/Designer/DSM 

regarding its usage. 

2. What strategies would you adopt for sourcing 

or making this prop. Prop researched to be 
shared with the group in your next session.



Terminology
………………………………………………………

1. Auditorium – Audience’s seating area.

2. Proscenium Arch – Fourth Wall, dividing the auditorium and stage.

3. Iron or Safety Curtain – Behind the Proscenium arch, fire safe – saving either 
side.

4. Gauze – Opaque cloth, becomes transparent when the stage behind it is lit.

5. Deck – the stage / the stage floor.

6. Trap – An opening through the stage door.

7. Prompt Corner – Area, traditionally stage left, where the DSM controls the 
performance.

8. Wings – The out of view areas to the sides of the performance area. ASM’s 
territory!

9. Flys / Fly Floor / Fly Tower – Scenery to be flown in from above stage, kept out 
of site. 

10. Sightlines – Series of lines drawn on plan to show how much of the stage can 
be seen.

11. Full Black - A set of black tabs / curtains that cover the entire width of the 
stage.

12. Cross Over – A hidden route or pathway leading from one side of the stage to 
the other. 

13. Quick Change – A fast costume change that does not allow time to get to 
dressing room.

14. Spike – To tape the position of the set props and furniture on the stage floor.

15. Strike – To remove or return the performance space to its original condition.

16. Standby - An instruction from DSM to be ready to execute a cue

17. Comms / Cans – A headset worn by crew for communication.

18. Tat – Small, but still useful, off cuts of cloth, black tabs or wood.

19. Blacks – Black clothing worn by stage management and all crew 
during production.

20. Frenchman – A scenic flat which is flown into position, usually with 
French braces.

21. Show Relay – Network of speakers carrying the sound of the show & SM 
Calls backstage

22. Truck – A piece of scenery on wheels, it may be on a track.

23. Centreline – Imaginary line running down the stage, centre of 
proscenium opening.

24. Dock Door – Big doors you unload touring trucks through  to get all 
equipment on stage.

25. Stage Door – The backstage entrance to the theatre for all cast, crew 
and creatives.

26. Treads – General name for any stage staircase or set of steps.

27. Prompt Copy / The Book – Master copy of the script, containing script, 
blocking and all show information

28. Front of house – Self-explanatory!

29. Ghost Light – A light onstage when the theatre is closed, like a night-
light.

30. Off-book – A point in rehearsals when an actor has learned all lines, with 
no script.

31. Preset - To position props or costume on stage prior to the opening of 
show, lighting and sound state set too,  while audience to enter.

32. Work Lights / Blues – Lights used for illumination in the wings and 
backstage. 



Terminology
………………………………………………………

33. Control Booth – the room in which lighting and sound equipment are operated

34. GO – An instruction from the DSM to execute a cue; lighting, sound, flies or stage cue.

35. Call – A notice of the time of rehearsal or performance, placed on a callboard.

36. Cue Light – A light that signals crew members or actors to prepare for an action when it is turned 
on and signals them to “Go” when it is turned off.

37. Cue-to-Cue – A run through of the performance with actors skipping dialogue and action from 
one technical cue to the next.

38. Dry tech – The same as Cue-to cue without the actors!

39. Dress Rehearsal – A rehearsal that includes costume.

40. Tech. Rehearsal – A rehearsal that includes technical effects; light, sound & scenery.

41. Final Dress – The last rehearsal before opening night; Preview.

42. Preview – A performance given before the publicised opening night, often invited audience.

43. Reset - 1) To go back to a particular point ready to run part of a scene again, during a technical 
rehearsal. For example, “OK that scene change went really well - can we please reset to the end 
of the previous scene ready to try it again?”
2) After a performance, the Reset involves all on-stage crew in moving scenery and props back 
into position for the top of the show, ready for the next performance.

44. Silk Flame - A substitute for a real flame, consisting of flame-shaped pieces of light-coloured silk, 
with an orange/red light underneath, and blown by a fan pointing upwards. The airflow keeps 
the silk upright, with a random movement which from a distance reads as a flame.



The role of an 

Assistant Stage Manager
during the rehearsal period

By Becca Moore


