The role of an

Assistant Stage Manager

during the rehearsal period
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The role of an

ASM during
rehearsals

What qualities and responsibilities an ASM has
Research

Preparation of a Rehearsal Room

Sourcing Props

Marking up a Props Table

Prop Maintenance

Props lists

Props Running and Setting Lists

Show Plot and Q Sheets

...and more!




What qualities and responsibilities should

an Assistant Stage Manager havee




Qualities and
Responsibilities

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!

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 | do to make this production the
very best it can be?” A positive attitude goes a long way.

Health and Safety — always!




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

Set up rehearsal room, mark-out production desk, enforce the flow

J U g g | I n g of the room and always keep it clean, tidy and safel

Keep to strict time schedules and deadlines.

R eS p O ﬂ SI b I | I TI GS 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.




Working with your Company & Production Team

Communication

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 lof easier.




hatever you do,
*ss anyone off...

il try not to p




“Theatre is a

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

Co"aboraﬁve arf” every department needs to cross that finish line.




Backstage; through the eyes of an Assistant Stage Manager...

https://www.youtube.com/watch?v=HXaw_{DB3cl




Stage
Management

INn the
Rehearsal
Room

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

Have a template at the ready,
write in 3'¥ 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
; producers, artistic directors,
designers...

o

uction Meetings

WILLIAM SHARTTPIARE

A MIDSUMMER NiGHT'S DREAM unpm

|

Production Meeting Minutes

Thursday 20th June 2019 at 13:30 | Production Meeting Mo, 5

AIﬂlDbnMMER NIGHT'S DREAM PEN

IR:

Attendess: Andy Beardmors, Nick Slater, Dominic Hill, El Boyle, Debra Tidd, Robyn Clogg, Becea
Moore, Jo Bowman, Chris Lake, Cat Gray, Ben Ormerod, Sarah Donaldson, William Village, Rachasl
Cannming, Lucy Martin, Kate Griffiths, Jay lones, Chris Caston, Joe Kirk, Russel Martin, Chaire?

Apologies: Paddy Cunnenn, lan Brane and Adam Sguire.

Rehearsals

1. Get-out of Studio 1 on Saturday 22 June for Evita on Monday. Two piles are needed to
be made; 1 pile to head straight aver to the mainstage/backstage and another pile to
head into Studio 2 for us to rehearse with on the Monday

"

A list is to be made about what we need in Studio 2 for our last run and we are the stagger
our lunches an the Maonday to avoid traffic upstairs

3. Rachael made a request to be able to work with the puppets and puppeteers.

Production Management

1. ASmoking Plot is needad as soan as passible, Robyn will be daing this assoan as we
Enow what we will require in regard to smaking - although what we do know, is that it
will be Amber James [Mppotto) and Pierra Nigl-Mee (Demetrivs)in Scene 5:1.

1. AStilt Contingency Plan has besn made, Robyn and Debra have this document.
Simple and easy to follow, ie if the stage is wet = no stilt show.

3. Climbing at Height, we will need to fit the harmesses durding Tech. It wias discussed
whather we cauld pre-ampt and fit harnesses ta the cast members we balisye ta be the
climbers, before Tech - to not eat into time durding Tech. Wardrobe are not able to fititin
this week, o this may have to be something that we come back to Dry Tech when we see
an appartunity to do so. Simon and Mei were the nameas mantioned to be dimbers,
There are X full harnesses and 5 belt harnesses,

Schedule
4. Stwdio 1 will be cleared of all steel deck on Sunday 23 June.

% The Build - anybody not invalved in the build is to stay chear and give & wide birth an and
backstage. It is impartant that cast stay clear of the ft-up, until we are told it is all good.
Steefies are required, there may be maments where hardhats are reguired, but no high-
Wi, when an-site.

B Monday 4™ June, st 19:00 — Mick is ta ook 3t Hammack and Towers, while Stage
Management set up for Tech Rehearsal backstage. Mick to explore space for the Seife
Stotion. Ready for the Focus spcsion at 22:00.

1. Set build is going well in preparation for the Big Build on Sunday 23™ June

2. A request for Stilt racks to be built has been made, in order !Lv{;,-. to store the stilts in a
safe place where they cannot be damaged during the run. Nick to talk to Chris about this.

1. Microphone and sound consumables — 3 question was asked about seasoned stock. Jay
to let in house sound department know what he needs

"~

Autogroph to get out tech equipment from Studio 1 on the Sunday 23" June, while they
are here for the Build

3. There will be no sound available for our run on Monday 24% June in Studio 2

Uighting

1. Ben needs to talk to Chris Easton regarding High-stands and Parcan’s

»

We will be able to re-cap Tech sessions for Ben, if schedule doesn’t allow then filming will
have to suffice. Filming moming sessions when Ben sn’t available. Ben is to assist and
demonstrate a programme that she can download on her Mac that enables her to record
particular sessions with ease

The webcam will be set up with Robyn, to record the action carefully and precisely. Due to
a concern for time and Ben not traipsing through hours of footage

3. The Light-up Balloons have been given the go ahead, we now only require 8 Light-up




You never know what your
next job might include...




The role may even require you to sCoop some poop...




Geftting 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, infroduce 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.




Geftting the

Neifle]]

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

Enjoy the first ime, then the 2nd and 39 - 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 sfill be
open to changes that might happen in rehearsals.

Embrace everything!
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Develop your own method that suits
you. Bear this in mind when
preparing the paperwork 1oo...

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...

FProps
- Lo B

o
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Oiher / Themes

4 Dantiy the Champion of the Workd

Dad T was in Dream Country

Danny No you wesen't. What's the big secret? Why woa't yoo tell me?

Mll a:.u Deauny. In my very own Dream Couniry. Burit's too late now
Il tell you tomormow. Promise. Come on. Besy day omomow

Danny ts coaxed invide the caraven
The Lighting fades and the rcens staris o change
Flaso Sranon
A cockerel crowe, Lights fude &0 dowly. Morming

Two petrol pumps, a small wooden shed office) andthe warkshop. & %
Closed™ sign heangs over one pump " -

Chickens scurry freely around the petrod pumpa. clucking happly

A salaas o e

Saoon car, with @ haxi sign on fop, enters and Hops al the purngs, making
ne Jf«-k.-nv seamer. The driver, Chartle, loudly sounds kis hore, then el
out of the car and shoutt iowards the ¢ Sravar fwlich may ov may ot still be
vinible depending om the dexipn, size of sage eic )
Charlie Shop

Dad and Danay enier runmin: o
v enl g from the caravan. floth are dresse
working clothes, overalls ov somesuch : —

“Open™)
Oharlie (reading rignificance into thix remark g
2 0 i ark) Aha! Noproblem .

Momin', yoang Dacny B
Damny Mocuing, Mr Kinch
e A Dad Danny will look afier yom, Clarfie
»Surry._' Charlle Okeydokey!
Closed ’
and "Open" pyg
on the other
sige

; Dad Sony, Chadie. Late night! (He changes the “Sorry, Cloged™ slgnio

Sign

Roes to the shed and opens wp, then crosses 1o pen the workshop

Dannyapers P 2 0
Iy aperates the pump experily carefully inserting the nozzie and tuming

om the petrod

Danay Fill her vp, Mr Kincly?

ACT 1
F. Station

Act] 5

Charfie That's it, Danmy. Full mank. Long day woday. Pick up Mr Pratchen
from the airport, then ke Mes Wimon 10 her sister-io-law’s, then collect
the wife and the shopping from the market

Dunny Nice day for it

Charlle Ah. Warming up nicely. | like Seprember

Daniny Do you need col, Mr Kinch?

Charlle No, no. “O8'II" pay for the peuol, then "O' ™ be of! Ha ha!

Danxy mmiles, hangs the nogzle back on the purmp and collecty Chartie’s é
money

Danmy “Oi' gt your change!

He goes 1o the shed

Prop Money
- How mucf'\ money
is needed?
- What time period, old
Round coins? Shillings?

Charlie Ha' Good one! fodern money?

Dad revarns from the workshop
He's bnght, your Durmy!
Dad The Lght of my lide, Chalic!
Charlie (meaning/ily) Ay joy, Willumn?
Dad B0
Doy returey, wnseen by Doad and Charlie, He overhears thelr easthunge

Charlle Last ight! Aay luck?
Dad No, oot athing. (Noticmg Danmy) See you, Charhe, have a good day!

He renens jo the workshep

Danny Change, Mr Kinch
Charlie Thanks, Danuy. (Getting in hir car) "0l be secing you! Tata!

He drives off
Danny looks pensive. He tums wowards Dad in the workshop. Dad Is busy

Suddenty Mrs Clipstone enters pushing herpram. We hear her babycrying é

Mo Clipstone Hush, Christopher, hbash! (Seeing Damny) Good moring,
Darmy! Pra
. Pram and Baby
Denay Hallo, Mes Clipstase! 14 the baby seen? Do we 7
need a realistic baby doll? Is it just
baby bundle in the pram and SFX,
wireless speaker in pram?



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.

Reseg 'C h Real and authentic, true to the fime...

What period is the production set in2 (Surreal, realistic, 90's, 40's2)
What's the style or concept the director and designer are aftere

What challenges may arise¢ Raoked 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¢
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S0 ek W DReLs Oon peyment of afes, Mixan lufringement of the Copyright
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DANNY THE CHAMPION OF THE WORLD

Fin pecformed by the Sheqgmn Thwstee Company atthe
Sterman Theatow, Ciandiff, an 19* Novesnber 2004, The
cast wes &3 follows:

Dauany Gafl Jumescn
Dad Dafydd Foyr
Charslic Kinch Iwss Toke
Rahbetts Gagedh Wyn Griffithe
Mr Huzell Nick Waylesd Bvens
Dr Spenicer Nia Davies
My Clipstone T Jinwes Mai
Sergeant Samways Matthew Bidley

Other chamcters played by poenibers of the cast

Direcred by Phil Clark

Designod by Sean Crowdcy

Lighting Design by Cees Jarnes
Mipsizal Directica by Pucla Garciser

Task

Edit pdf file, if you don’t
have the resources to print
the script ou

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 teq, coffee
and treats — glamourous! Important to infroduce 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.
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Preparation of a

Rehearsal
Room

First to arrive — marking up the room!
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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 teq, coffee
and treats — glamourous! Important to infroduce 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.
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Gabrielle Brosk: Michael Ekcock Remy Beasley Toahas Al L Coauili
HIERMIA LYSANDER HELENA FLUTE

STARVLING SNOUT

Pierro Niel.AMlee
DEMETRIUS

Amber Jame: Kieraz Hill
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Emily Roze-Salter
FAIRY FAIRY



Sourcing Props

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
e —— > gl ’ company. Then if it gets
] # = : broken, it will be covered /
FE o ’ paid for.

=]




MNOLN

Props can be divided into several
categories, which may make the
realm of props a little less
overwhelming

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.



Personal Prop
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Consumables /
Perishables

Things that disappear... Not just
food and drink, but paper, things
that break or need replacing, like
Cake and Confettil

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.

HONEYROSE |
Earth Impact /

TOBACCO FRE%

NICOTINE FRESS
100% NATURRES
HERBAL SMOKING MINERREY

.




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!
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Always good 1o 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.
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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.
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A large wicker basket or box, often wheeled, which stores costumes or props for touring.

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

hitps://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
condifion 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.




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

Props Bible
Provisional Breakdowns; scenes, characters, etc.

Provisional Prop List

Props Lists & Props Lis

Prop Budget Sheet
Paperwork Sefing Lis

Running List

Preset & Shout Check
Show Plot & Cue Sheets

Borrow Forms and Credit lists




Initial Props List
A Nodsummer Night’s Dream

* Fegent’s Park Open Air Theatre R sl
. AMNDI19 NIRE
LLLL=
Props Item Artfsc Preset Description Character Prop Ends Motes
2% Tables 11 Preszst Onsztage | Creates banguet table hlowes U5 To be part of the stage set throughout?
Tableclaths? 11 Prez=t Onsztages
15x Wedding Chairs 11 Preszst Onztage | 10 around the tabls Cther chairs for set dressing?
Helium Balloons — 11 Preszst on stage | Coloured assortments. | Some held by actors. | Coloursd onesz get | Some set on stage, attached to chairs?
Colouwred and Black & and brought on | Helium or on sticks? popped Howr do we attach these? Hermia pops
White by actors. balloons, trashes the place — leaves only
black =2nd white ballogns left in the space.
Tabkle of cakes, tisred 11 Taken onto stage? Weather. Some to by
and other shaped cakes eaten, thrown?
Flovwrers in Wases 11 Freszst Onztage | Dreszing, hidden props Do these hold the purple flowers?
1950's type instruments Weatherproof? hicrophones and instrumernts.
Booze Bottles 11 Prop Tables Fill with weater? All Cast
Vodka Chasrpagee Bottles 11 Presst Onstage | 2
Champagne flute glassss 11 Props Tables 12 Waiters/Fairies Strike Offstage
Biscuitz/Crushable food 11 Props table? Crumbles / crushed Thesews Crurnbs om floor Mot necessarily biscuit — food on table?
3x Silver Trays 11 Props Tables Waiters/Fairies Strike Offstage
Canapes 11 Props Tables Waiters/Fairies Strike Offstage
Ripped up Love Letters 11 Ferzonzl From Dem. to Helena? | Egeus Throowen on floor?
Lowe letters from 11 Ferzonzl 1-2 lowe letters Lysander Fresz=nts them when confronting Egeus.
Lysander to Hermia Can these paper props be waterproof?
Fairy 5tilts and Crutches 21 hztt, Simon, Mei.
Changeling boy puppet 21 Handlers: Emily and Yana
Cupid Puppst with bow 21 An arrow to be a sparkler?
and arroves
Buckst 2.1 Set Onstage 2in rehearsal room! Arrow flies inta this, and flowers grow
Lowe Potion flower 2.1 Floweer to be Pink, as it's more noticeable.
hattress 22 Lysanmder Brought on by Lysandsr
Blanket 22 Herrmnia
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Props List

A Midzummer Night's Dream
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Props ltem | mctsc | Preset | Description Character |  Prop Ends Motes
Actl
2 x Banguet Tables Preset | ©5 marks | Black marks on cloth US - Strike US SR table stuck by 3k through SR Wom
preferably 5L table struck by Quince + Snout 5L Vo to 5k
10 x Chairs (Takie) Praset | Onstage, set Placad messiky. 2 Mietal - Stack s of treads | Stack of 4 US of 3R tresds, 3 US of 5L treads
around the table | chairs, 1x at sither end. + 1% 5truck by Uz | 2 metal chairs get knocked owver by Fainy's
4 % Chairs (et Dressing) Preset | Onstage On grass banks DEL+ R - - Offstage chair on each side placed on its side
2 = White Tablecloths Preset | Onstage Diry / Stained Piei strikes Onstage 5L o Dy Dock 5hd strike from gl in 5L WIng to Dry Dock
Hang Cloths over costume rail to iron out
Z xVodks Bottles Preset | Ontable one =R side of each table Demetrius & Flute SR Prop Table Both bottles empty with no stopper, labels S
L x Booze Battla Preset | Ontable 2% 5L Table, 3 = 57 Table Demetrius, Lysander | SL=3R Props Table | Curous label facing US, 5K side of tables
10 x Shot glasses Preset | Ontable 1x for each seat Full Cormipany SL+ER Props Table | Some knocked over on table
Party Popper/Streamers | Preset | Ontable Creating mass over table - 5L with Claoths Collect from tablecloths, place in washing bowd
7 » White Balloons Praset | attach to Chairs Heliurm and Silver string Lysandser & Hermia Popped by Cast 3 Chairs without Balloons; 1 UF = 2™ from 5L
gnd 205 = 2" & 4" from 5L
4 » White Balloons Preset | attach to Treads Heliurm and silver string Lysander & Hermia Fopped by Cast artached to top of 5L ad 5R treads
4 x Microphones Preset | DSR-DSL-USR-USL | Sound P throughout Full Company - CsR Mic only; all others start offstage
Double Bass Praset | USR on Platform Weather Contingsncy SnUE (Tomi] Hzawy rain=strike | Cover iz under the platform, come rain or shing
3 x Vadks Bottles 11 Offstage 2x 5L and 1x 5R Prop Tables | vans, Mei and Emily 1x 58 Props Table | 2= struck under 5L Platform near Waom
Flwwer Pin Brooch 1.1 Perzonal - DR Knitted flower broadh Lysamder Dressing Room Lysander keeps this on his person
Cocktail 3ticks 11 perzonal - DR Ta pop balloans with Hermia - Mesds a new one ezch show
Lowve letter 11 Perzonal - DR Lysandear to Hermia Egeus - 1x per show - as it gets scrunched wp!
Urmkbro Bag 12 Fersonal - OR Filled with random bits Quince Frop Hut Just has to be taken to Gareth's dressing room
Box File with 4« Scripts 12 Perzonal - DR In arder of; Baottom, Flute, Quince;Bottom, Flute, | Prop Hut and in Stareeling’s soript needs a hand ﬂ.lll of loose
stareling + snout stareling + Snout Fechanical Bags paper for an ‘invisiblz" Puck 1o pick up
Reflactive Bag with 12 Perzonal - DR Front Pocket; Oyster Card Bottom Highlighters given to Quince, starveling, Snout +
Ovyster Card and in Travel wallet and all 4 = Flute. 1% in Box File, 1xin Starvling's bag and 2x
4x Highlighters highlighters in cass. end up on Lee and Josh's Dressing Room tables.




| Praps Casting [ Zath Agpril 2019 |
G g e Canapes Zreaii A& e drt i £0.00
[ o Ha groe
i e oo claroty ssmadad cenldye o or Ewe Tiered caks To &ras, Sk s 650,00
) Table of "other fake cakes - et oo - SPanky o o goorsily oot Aevng on i donann e,
Items Mote :;:r: Props Total A T
Cupcake s for throwing o el 4 s e i i E0u0D
Consumalbles - |agreed wat h Nick] to be paid from - i e —— Fake flowesrs g v oo e v e s fgfianaion
I l Soripts - sorme with binders,  some not. Prindng cae i nduded | nmo ng £80.00
Props realisedin rehearak £1,000.00 - prR———
Preview notes £500.00 B i Aipars el racted % thin Eage
Tradigaat - (Flgurs sgresd wilh Mick) Wil sleo uee FPark fax] sooound snd I iy crivar, S part B rrmskosns, callarson In angesion Fuckeacks [ ——
furinar fran eporf raquime, coured from anoiher budged. B £500.00 il = e
x 3 Fairies on stilts = g ] i 00 £ T E000
Traved e m— Fair s, orutches = 41 x] g ] it 30,99
e BRI Votréss Puppet (pald from ceparats budgad)
Lightweiight [Plastizote 7] - Castern women head Long fringed hair, with
larg & hands. including silk baby unraveling into bloodied slk. m-“""“\"_“ — T £ aseese  E0OD
Lmldrq:pet- ‘With bow & armows, shoot into Hactonst xrec £0.00
x 30 Ballroom chairs - Thairs piled up, thrown about ? F—— £300.00 Bucket for armows Arrcpecu bt i, He Mcrwers oy am E£30.00
Chair laibour P s, ek £200.00 | Fowers (pansie e} for ket e s £200.00
Chair mate rials Fn wn £100.00 Whiczing moment for pud:
W 8 foka i h ring ent Tor pu Sourd eftec T
Asnrkdoﬂﬁntd&dhum i E000 | F— IIIIIIIII
Black and white balloons E50.00 % 5 Olbeeron legs - (pad from o budged; appear over sheeping I h:i_d::::un-i
Heurm arasiy A & o i b £0,00 Titania rusded. Marlas £ rpecne E00D
Bealbosne: | filled wa th albowe) i i1 O ey ~ 000
x3 Sibver trays unk LR, o el £21.96 | Pansy flower jno need to see potion drip) cxanded b s e
k25 Champagne flutes n ELAL (e, 5 s E41T5 B cha kst o, st e 7
Champagne substitube ol B s o i " £0.00 Scripts s pille vt s a7
& Catander P ol
| Bresa kabde chair
Duellling Lhing e in the s E000

Ibemes t o b used for shadow sexy fime

Tt s s o I o

E£0.00




A MIDSUMMER NIGHT'S DREAM 2019 - Props Breakdown

Prop Item | seene | Deseription [ Character(s) Rehearsal Source Show Prop Notes
2y Tablas Presgt Precet Onstage - creates banguet table St = haks
White Tablecloths Preset Second diagonally, wine stained - after party I Chiis ta surce
10 Wedding Chairs Preset 10 sat the banquet table JE R [ Adapt = paint and upholster
1x Vedka battle Preset One on the SR tabie, for Rery to drink from - [ 1 ]
1x Boare bottle Preset On the SLtable for Derm. + Lys To fight over I ]
10x Shot glasses Prese. Preset on Banguet table [
Black and Wihite Balloons Preset — I
Coloured balloon Balleons Preset Some held by actors. [ ] [ ]
ax microphones Preset 1=DSR, 2= DSL, 3= USR, & = UL I R
Double Bass preset. If ot raining...contingency for on/off stage I R
Viodka bottle / boors bottle 11 Waiters to serve more vodka? Waiters - Mei, Emily + vana [ [
Canapes - erushable food? 1.1  Wailers I serve more faod? waiters - Mei, Emily + Yanz [N DD
Love Letter 11  Lysander to Hermia - Theseus scrunches it Egeus [ ] I
Fairy tits and Crutches 21 Simon, Mattand Mei | I
Knee Pads 21 Simon, Matt and Mei | L0 L [ Gloves?
Changeling [ Indian bay puppet z1 ] [ peing made - ETA?
Cupid Puppet 21 ] [ eing made - ETA?
Bow and Arrow 21 FE T T Arrows - scott Penrose to come up with idea
Bucket 21 ] I
Love Potion flower 22 I I
Mattress 22 1
Blanket 22 I —
Hammack | Bower 22 ] [ Hiek to source Hamenock, abric?
Oberon Legs 22 (T T T peing made - ETA?
Pansy Flower 31 Starvling I D
= Hype Backpack 31 Reflective Backpack Bottom 1
- Highiighters 21 Bottom 1
- oyster cans 31 Bottom I R
- Leggings 31 Bottam I D
- Full of noemal everyday things- bt 3.1 Battam I R
- Camping bag 3.1 Personal Props CQuinee I D
. camping crar Quines T
- Rollontopof bag 31 Qince 1
- Walking poles 31 5 A4 Scripts —cane binding Qinee I R
- Bowef Seripts 31 Quince ]
- Headtorch 31 Quinee I D
- Flashlight 31 CQuinee I D
- Naotebsck and pen 31 Quinee I D
. Glassescase 31 Glasies (Wardrobe) uince —
- Festaid kit 31 Quince I R
- Mepbag 31 Quince ]
- Compass 31 Quinee I D
- Woven Bag 31 Staruling (Liz) I D
- Yoga Mat (Purple) 31 Starving (Liz) I N
C Pk Staning (L) ]




Props Running
and Setting

ListS

| 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-datel!

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.
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Preset
Box 2
Scene 36 suitcass

Preset
Box 3
hinged lid

Preset
Box 13

mens only magzazine & 5 x
shoes

Preset
Box 17
Holiday brochure,
Irish Times Newspaper,
Mrs Shears Jacket

Preset
Box 3
green comb with hair
crusty pants

Preset
Box 19
Monkey wrench,
scooby doo tis

Preset
Box 11
Scene 36 toilet

Preset
Box 29
wooden spoon, choclate
biscuit, rat cage




Cue Sheets
Show Plofts

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 untfil
tech/shows.

When there is more than one ASM, | 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...

ASM Master Show Plot

The Curious Incident of the Dog in the Night-time

National Theatre / Schools Tour
Updated: 22.08.19

N A

All Props set in and on top of the benches and boxes. All set boxes in place (6 =2, 3,5, 7,
PRESET 11 & -6=13, 17, 19, 23, 29, 31). Orange Chair, Wellington and Garden Fork.

TURN ON all electrics (Train, Magic Box and 4x Trees).
All chairs ready to seat audience. Lead the audience around the set, filling up the first row,
moving onto the second row and then the third. As they settle tell them ho get comfy and
put all bags, coats, etc. under their chairs to create more leg room. Very important that
the 3 aisles and run around are clear, no trip hazards, etc.

Once all the audience and actors are in place... Standby Christopher (Cayvan), give the go
ahead to Show Operator. Turn Lights OFF on Operator's cue. Prepare for loud boom!

Beginners | Cayvan Coates (Christopher, £2)
Evan Milton (Policeman/Rev. B, E2)
Madia Williams [Judy, E3)

Marcia Lecky (Siobhan, E3)

Crew: Becca Moore, Claudia Joyce, Simon Gethin Thomas, Cat Pewsey and Nick Slater.

Mick Pearse (Ed Boone, E£1)

Chris Nayak (Duty Sergeant/Roger, E1)
Lily Knight (Mrs. Shears, E1)

Micky M (Mrs. Alexander, EI)

CURIOUS INCIDENT OF THE DOG IN THE NIGHT-TIME

Where | Cue

Action

Notes

ac Clearance from Operator

Standby Christopher

On Operator’s VISUAL Cue

- Clearance from Qperator

Turn House lights OFF

On Operator’s VISUAL Cue

Walk around the space, clearing all bags under chairs, checking a

isle and gangways are clear.

E3 End of Policeman Scene
Policeman/Evan: “Did you
kill the dog?”

STRIKE Wellington from Mrs.
Shears (Lily).

F/O - STRIKE Mrs. Shears’ Pink
Dressing Gown and Slippers

Meet in aisle and place in its
storage box quickly.

Hang dressing gown on Costume
Rail, slippers to QC

= QC | Station - Police Officer:
“Do you understand?”

STRIKE Police Shirt and Black Tie

E2 Policeman exits. STRIKE Pitch Fork from Evan STRIKE Pitch Fork to costume rail.
> ac [Policeman) - able to start QC. Policeman QC into Ensemble @ E1
with Grey lacket.
F/O - E1 to assist (with Evan) QC | Hang up Police costume.
E2 Christopher at Police QC Duty Sergeant (Chris) Hang back on Costume Rail

COMIING HOME SEQUENCE

HQ /E1 | Coming Home
Qac Ed Boone: “Mother’s gone
Chairs | to Hospital”

QC Evan from Ensemble into
Rev.P

Remove Grey Jacket into Tweed
Jacket, Jumper and Collar.

COLLECT Rev. P Glue & Scissors

Keep Grey Jacket handy!

E1 Ed Boone's Exit: “Mother’s
gone to Hospital”

Rev. P Enters E1

E3 SNDQ “School Bell”

STRIKE Green Fleece from Ed
Boone (Mick) after he exits at E3

F/O —to E1 and pass fleece to ASM

SET Magic Box behind chair

For Ed to take onstage & collect
green fleece from ASM

STREET SEQUENCE

E1 Rev. P exits E1

STRIKE Glue and Scissors
F/ON —QC Rev.P into Ensemble

Grey lacket
RESET Rev.P costume inc. Collar

E3 After Football Match into
Mr. Thompson's House

STRIKE Mr. Thompson' Grey
Jumper

Mrs. Shears (Lily) throws the
jumper into the E3 aisle — catch!

6 MINUTES — CHALK FACES SEQUENCE

E2 Siobhan: “She moved very,
E2 very slowly.." After 6
Minutes.

STRIKE Football from Ed Boone
QC Ed {Nick) into Green Fleece.
F/0 —E3 for ASTROBOY

STRIKE Football, Pink Cardigan and
Corfu Magazine to skip if poss.
Collect White Torch

B

Assistant Stage Managers

ecca Moore & Claudia Joyce

ASM Show Plot
Updated: 22,/08/2019




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/watch2ev=G50AzOZ0OZDM
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Before the Show
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Set Props, Set and Furniture.

Clear the stage for Warm-ups; Voice, Pl . i ol
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 e =
House, letting them know that we are ready to ool
open the house. :

Beginners; actors gather VERY slowly. On A
Midsummer Nights Dream | 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 homel!

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 Efiguette

Show Calls - Back of House
Half hour Call

Quarter hour Calll

5-minute Call

Beginners

Standby

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 fime 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.

Never enter the wings or cross the stage until you are called to do so.
You must always be in the theatre by the half hour call.

No visitors backstage after the half hour call.

Never take out the Safety Curtain

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

No eating, drinking or smoking in costume.

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

Never step over a bar

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

During a performance never cross the stage during a scene change unless fold 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.

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

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 untfil it is passed fo 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.

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

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.

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

Glass should be avoided where possible, hand props should be coated in clear film
to avoid shattering.




Terminology

Auditorium

Proscenium Arch

Iron or Safety Curtain
Gauze

Deck

Trap

Prompt Corner

Wings

Flys / Fly Floor / Fly Tower

Sightlines
Full Black

Cross Over

Quick Change
Spike

Strike

Standby

Comms / Cans
Tat

Blacks
Frenchman
Show Relay
Truck
Centreline
Dock Door
Stage Door

Treads

Prompt Copy / The Book

Front of house
Ghost Light
Off-book

Preset

Work Lights / Blues

Control Booth
GO

Call

Cue Light
Cue-to-Cue
Dry tech

Dress Rehearsal
Tech. Rehearsal
Final Dress
Preview

Reset

Silk Flame




10t October
National Stage Management Day




Going back
to the start

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




1. Provide appropriate research for your given
prop. ldentify 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

Auditorium - Audience’s seating area.
Proscenium Arch - Fourth Wall, dividing the auditorium and stage.

Iron or Safety Curtain - Behind the Proscenium arch, fire safe — saving either
side.

Gauze - Opaque cloth, becomes transparent when the stage behind it is lit.
Deck - the stage / the stage floor.
Trap - An opening through the stage door.

Prompt Corner - Areq, traditionally stage left, where the DSM controls the
performance.

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

nys‘-T/ Fly Floor / Fly Tower - Scenery to be flown in from above stage, kept out
of site.

gghﬂines - Series of lines drawn on plan to show how much of the stage can
e seen.

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

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

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

Spike - To tape the position of the set props and furniture on the stage floor.
Strike — To remove or return the performance space to its original condition.

Standby - An insfruction from DSM to be ready to execute a cue

Comms / Cans — A headset worn by crew for communication.

Tat — Small, but still useful, off cuts of cloth, black talbs or wood.

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

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

Show Relay - Network of speakers carrying the sound of the show & SM
Calls backstage

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

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

Dock Door - Big doors you unload touring trucks through to get alll
equipment on stage.

Stage Door - The backstage entrance to the theatre for all cast, crew
and creatfives.

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

Prompt Copy / The Book — Master copy of the script, containing scripf,
blocking and all show information

Front of house - Self-explanatory!

IGP;]ost Light - A light onstage when the theatre is closed, like a night-
ight.

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

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

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




Terminology

Control Booth - the room in which lighting and sound equipment are operated
GO - An instruction from the DSM to execute a cue; lighting, sound, flies or stage cue.

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

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.

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

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

Dress Rehearsal - A rehearsal that includes costume.

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

Final Dress — The last rehearsal before opening night; Preview.

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

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 fo try it againg”

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.

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



