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Set Etiquette Workshop

Inspiration: Eternal Sunshine of the Spotless Mind (script extracts).

Task-
Using the script extracts below, you must work as an effective team and bring the written word to life.  
During this exercise ensure you concentrate on your communication skills and develop an effective method of work with your crew.

1. 5min - Arrange your self into crew roles.
2. 20min - Produce a shot list – director, DOP, 1AD.  Remaining crew ensure you know what your roles and responsibilities are.
3. 10min – 1AD Outline a shooting schedule for the session.
4. 5min – Crew meeting outlining the plan of action for the shoot (1AD, director, DOP, heads of department). 
5. Remainder of workshop - Block, light, rehearse, tweak, shoot.  Repeat. 


Script Extracts:
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Communication and Etiquette 

· Leave your egos at the door.   A positive efficient set requires that people treat one another with respect, and everyone is focused on the tasks at hand. 

· You must be professional and conduct yourself in an appropriate manner.

· Time management is crucial. 

· Don’t step out side of your own responsibilities.  For example you would not expect the data wrangler to comment on framing of a shot or the sound department to be telling the lighting department what to do.  This can cause unnecessary tension on set, and is not professional. A team will work more efficiently if individuals concentrate on their own responsibilities and carrying them out to the best of their abilities.  

· Be aware of emotional contagion, don’t get stressed, or raise your voice.  A negative atmosphere will not produce a productive work environment.  If there are issues/differences communicate in a professional low-key manner, by finding an appropriate moment to discuss concerns quietly or ask to take someone aside discreetly.  Don’t call each other out on errors, you must employ a tactful approach, so that issues/differences are resolved calmly, professionally and maintain a good spirit on set.

· Everyone is responsible for health and safety; safety should be at the forefront of everyone’s mind as they work.  

· Be positive, so that everyone’s spirits are kept up.  






















Here are some of the key crew roles and their core responsibilities:
(Please ensure you do further research into your role so that you are fully aware of what will be expected of you).


Art department 
· Art director -key responsibilities include: Essentially assistants to the production designer and help construct the aesthetics of the film.

· Art Prop master – key responsibilities include: The prop master acquires, organizes, maintains and accounts for all the various props needed for the production. A prop is basically any set decoration piece that can be moved readily easily. 

· Set decorator /dresser – key responsibilities include: The set decorator makes the decisions on what furnishings and other decorations are going to be used on set. This person works closely with the art director and production designer to create the optimal visual environment for filming. This may include various items such as paintings, fabrics, and other non movable decorative set pieces.

· Storyboard artist – key responsibilities include: The storyboard artist creates a series of illustrations and sketches based on the director’s vision during pre-production. Each sketch represents a different camera set-up. These drawings usually include camera angles, characters and set design. The illustrations are then used to assist the other head departments in understanding their tasks.


Camera Department
· Camera assistant (1AC)– key responsibilities include: The 1st AC is the chief assistant to the camera operator. The 1st assistant cameraperson is in charge of measuring and pulling focus during filming. This person also helps setup and build the camera, as well as maintain and clean the camera and lenses.

· Camera assistant (2AC)– key responsibilities include: The 2nd AC is also known as the loader. The 2nd assistant cameraperson is primarily responsible for maintaining and filling out all the camera reports. This person also runs the slate or clapper to maintain sync and the correct labelling for each and every shot.

· Camera operator – key responsibilities include: Positioning/moving the camera, exposing.  The camera operator physically controls and operates the camera during filming, under the direction of the D.O.P. (Director of Photography).  The camera operator controls the shot’s framing, and the camera movements as instructed by the director of photography.

· Data wrangler - key responsibilities include: Is usually responsible for organizing, labelling, downloading, duplicating and reformatting the digital storage disks for use on set and the editing room.

· DOP (Director of photography) - key responsibilities include:  The director of photography (D.O.P.) is in charge of the overall visual look of the film, as seen through the camera. They recommend which cameras and lenses to use for the production. They design the shot’s framing, and the camera movements in conjunction with the director. They are also in charge of the camera crew, lighting design and collaborating with the gaffer.


Lighting Department
· Lighting gaffer - key responsibilities include: The gaffer is also known as the chief lighting technician. This person is primarily responsible for developing a lighting plan according to the desires of the Director of Photography. The gaffer informs the grip on where and which lights are to be placed. The gaffer is in charge of creating the best possible lighting scenario according to the camera framing.

· Lighting grip - key responsibilities include: Grips essentially “shape the light”. This includes creating pattern and shadow effects, colouring light, diffusing light or blocking light. Grips provide the quality of light that the gaffer desires. They also provide a variety of rigging, securing and safety measures.



Production Department
· Director - key responsibilities include: The director is the leading creative artist. The director works directly with the actors on their performances and has final creative control on almost every aspect of the film. The director plays a large role in casting, script revisions, shot composing and even editing.

· 1AD – Assistant Director - key responsibilities include: The assistant directors (AD) department is the bridge between the director and the rest of the production crew. A first assistant director heads up the department and acts as the director's right hand, taking on the important practicalities of a shoot and ensuring a disciplined, safe and effective working environment. 

· Key grip - key responsibilities include:  The key grip is the lead grip on a film set and in charge of all the other grips. The key grip and best boy collaborate with the gaffer and D.P. to formulate the best tactic for accomplishing a given shot. The key grip oversees the proper camera rigging mechanisms as well as manages the light blocking and diffusing techniques.

· Producer - key responsibilities include:  The producer helps organize the entire production. This person helps develop the script into a workable project. They assist with the hiring of actors and key crew members, while keeping track of finances throughout the production. The producer oversees script progress and often assists in creating final distribution plans for the movie.

· Production designer - key responsibilities include:  The production designer works with the director and is primarily responsible for the design and overall visual “look” and “feel” of a movie. This includes the use of costumes, landscapes, props and other visual scenery that could reflect the movie script.


Script Department
· Script supervisor / continuity - key responsibilities include:  The script supervisor works closely with the director by taking detailed notes concerning what has been shot, needs to be shot, and also notes any deviations from take to take. He/she also makes sure that the dialogue corresponds with the script. The script supervisor also takes logging notes that are essential in the post production editing process, such as locating shots and finding the best takes. Many times the script supervisor assumes the role of continuity, ensuring the consistency between scenes and shots.


Sound Department
· Boom operator - key responsibilities include:  This person is responsible for properly positioning the microphone boom pole during the actual filming. The boom operator is the assistant to the sound mixer.  The boom operator must also be able to follow the actors movements while staying clear of the camera and lights. This makes it a challenging job for achieving the best possible audio.

· Sound mixer - key responsibilities include:  The sound mixer for film is head of the sound department and is responsible for leveling, monitoring and recording of audio during production. The sound mixer decides which microphones to use as well as placements of the microphones.






Tips
	Calling the Roll
· 1AD – ‘Quiet on set’
· 1AD – ‘First Positions’
· 1AD– ‘Turnover’
· Camera op – ‘Camera rolling’
· Sound op – ‘Sound rolling’
· Camera operator – ‘Mark it’
· 2AC – Calls out the scene …. 
· 2AC – brings the clapper down
· Camera operator – ‘Set’
· Director – ‘Action’
· Director – ‘Cut’

	Tips for Directors
Communication is key - Director is creative leader. Actors and crew work best with directors who have a clear vision and communicate it clearly 

· Know exactly what you want from the scene/shot 
· Some things to contemplate and consider are: identifying emotional tone, what you’re trying to convey in a scene/shot, from what/who’s point of view is the story being told, who are the characters/character.

Working with actors
· Be polite and low key with everyone
· Subtext – what’s really going on in a scene, inform actors what motivates the character.
· Talk them through the scene, what's at stake in the scene. 
· If the actor doesn’t have much training may ask them to personalise it.
· Be positive in front of cast and crew, on set is delicate situation.
· Use encouraging language.

But what if your not getting what you want as a director?
· Don’t tell the actor what to do/ correct a performance.
· Use encouraging language.
· ‘Lets try one more its growing, what do you think about trying …’
· Encourage an environment of co-creation, let them feel part of the creative process, it will raise confidence. 
 

	Tips for DOPs
As a DOP you may want to consider the following, and get conformation from the director:
 
Discuss the following with the director:
· What is the overall story?
· From who’s point of view is the film/scene/shot? (Is it in the characters head, an observation of the scene from a distance, an invisible presence….)
· What emotions are associated with the film/scene/shot? 

Based on the information from the director, consider the following in your visual approach for filming: 
- How does my intended camera work reflect a particular point of view?
- How does the intended visuals (camera work/movement/angles) reflect the directors desired emotional tone for the scene/shot?
- How might the audience visually perceive the film/scene/shot? And why?
- What’s my reason or motivation behind the intended camera work/camera movement/angle?
- How do my intended visuals help the audience understand the film/scenes meaning? 


	Tips for Camera Operators
· Know your camera, and how to operate it manually (adjust shutter speed, aperture, ISO, white balance).
· You should be able to manipulate the exposure to produce the DOPs creative desires for the visuals (for example shallow focus/deep focus, motion blur and so on).
· Ensure you are recording in the correct format you should always check the camera menu settings thoroughly  (main things to check: resolution, frame rate, audio settings and so forth).
· If using a clapperboard to mark clips ensure the board is clearly in frame and legible.


	Tips for Camera Assistant 
Clapperboard:
· MOS: Scene without sound, and place your hands between the sticks.
· Camera is the DOPs name.
· Roll: each new card is a new magazine as it were so a new roll. Normally each camera have own letter so A camera and B camera.  So roll 2 on camera A marked as A02.
Scene/Slate/Takes-
· UK system works with slate numbers: The slate number should start at 1 for the first shot of the day, and increment every time the camera position and/or lens is changed.   The take number should reset to 1 each time the slate number changes, and increment every time the camera stops rolling.
· American system neglects slate numbers.  A number is used for the scene you are shooting and a letter added for the shot you are on.  So first shot filmed for scene 3 would be 3, then 3A, 3B, 3C, etc.  Takes attached to shots not scenes, so if go from 3a to 3b start from take 1 on shot 3b again. 


	Tips for 1ADs
· Coordinate the departments to ensure the shooting stays on schedule, clear communication and people skills are key.  
· Be efficient and ensure you have in mind what needs to happen next on set, and that the heads of department are also on the same page.  Some questions you may ask yourself on set:
· Where are we in the daily schedule?
· What should we be starting now?
· What should we prep next?
· What should be finished at this point?
· Don’t police the departments but help each department do their job better by ensuring everyone knows what they should be working on, in relation to the schedule, the scene and what’s coming up next. 
· Touch base with departments between set-ups.  You are a hub of information; collect information from the departments as quickly as possible.  Listen, look and ask.  Track progress and keep things on time, follow up with departments to see how they are progressing.
· If issues arise get people working on finding a solution together for example if there are time pressures may take the approach: ‘lets take a moment and talk about the next scene, maybe we can simplify the coverage’ with your director and DOP. 
· Whether it’s a conflict among the crew or a safety hazard, its’ your responsibility to resolve it swiftly, and do so with a positive attitude.  


	Data Wrangler
· Have a designated area where cards are dropped off from the shoot, and picked back up to be formatted/reused.
· Only one person on set should be responsible for formatting, such as the AC.  
· Verbal communication during pick up whereby clarification is provided that the card has been processed and can be formatted is also good practice.
· Label cards that have not been backed up for example with red tape, but don’t stick directly onto the cards as it may cause damage.  Label the cases.   Once the card has been backed up and checked the coloured tape can then be changed to green, signalling that the card is safe to format.
Panic questions:
What if a drive fails? What if a drive is lost? What if a drive is damaged?
To avoid this panic you should have media backed up on two drives.  

· Follow a consistent filing structure, when backing up your files. 
Day 1 folder> A camera folder > A001 folder > all the card content, keep card  
                                                                                          filing structure intact

                                                               A002 folder > all the card content, keep card  
                                                                                          filing structure intact

                            B camera folder (if needed) > B001 folder > all  the card content,             
                                                                                                                 keep card filing       
                                                                                                                 structure intact

                             SOUND > SND001 folder > all the card content, keep card  
                                                                                filing structure intact

· As the data wrangler you are responsible for ensuring there is no loss of data, or corruption.
Tips:
· Identify the amount of data in GB on the original cards and ensure this number matches on your back up drives.
· Identify the amount of individual items/folders on the original cards and ensure this is the same on the back up hard drives.
· Keep red tape on cards from the shoot until you are sure the assets have been backed up and tested.
· Once backups have been made and the assets are on the hard drives test to identify corruption. 
· [bookmark: _GoBack]Carry out spot checks on the assets, play and scrub through clips.

	Consistent workflow.
· It can be beneficial to have a short 5min meeting at the start of a shooting day (including 1AD, director, DOP and heads of departments) to ensure everyone is on the same page by going over the schedule on the call sheet.  This will result in everyone knowing what is expected of them and will highlight if any issues may arise and if a rethink of the day’s structure needs addressing.
· Add some time onto you’re estimated shooting times, for example 15min each set up.  This will act as a buffer, and make scheduling easier if issues arise.  
· If something is stalled for example actors in make up – use the time effectively to attempt to acquire something else if possible such as a quick establishing shot.

Block, light, rehearse, tweak, shoot. Repeat.
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INT. JOEL'S APARTMENT BUILDING - MORNING 164A

Clementine watches the hall looking at apartment numbers
until she comes to Joel's. The door is ajar. Inside she can
hear Joel's voice, but can't make out what he's saying. She
stands there for a moment then enters.

INT. JOEL'S APARTMENT - DAY 165

Clementine looks around; the place is not what she expected.
She comes upon Joel in his study. The room looks as if it's
been ransacked. He's listening to a tape of his own voice
and holding a drawing. She stands and listens, too,
unbeknownst to him.
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INT. CHINESE RESTAURANT - NIGHT 66

Joel and Clementine eat dinner in silence. Joel looks around
at other couples in the restaurant. Some seem happy and
engaged. Others seem bored with each other. He turns back
to his food.

JOEL VOICE-OVER
How's the chicken? Is that like us? Are we just
bored with each other? I
can't stand the idea of being
a couple that people think
that about.

CLEMENTINE
Good.

He watches her as she downs her wine and pours herself
another glass. She holds the wine bottle up to Joel.

CLEMENTINE (CONT'D)
More?

JOEL VOICE-OVER

No. Thanks. She's going to be drunk and
stupid now.

There's a silence.
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