platypus pangolin .5 doggo lizard boi

Good
morning! A T =

M a ke sure yo u h'ghkeY weird but cool icq'to everyone  kinda basic k'[?ad: gﬁ:ﬁm
decestgive.at always chill  extremely likable addicted to coffee
com I et e vour probably v strong  unproblematic foodisbae  always running late
p y great memes gives great hugs super cute

attendance task L i

Share out loud or in the (’
Zoom Chat Wthh animal always crackingjokes  oxtraef probably kinda goth  will throw hands

N

-,

actua"y smart wow so beautiful bad: 'tbh |V§ry ZOCiaI
you are today. Be sure to  aisoadumba sitoyijps AMEyEUE] smolll dugeous

funto be around  €asily confused great style

explain why.



Unit 7 - Stage Management
Week 3.2 - Stage Management

Duties and Paperwork

Technical Theatre 1
Distance Learning - Week 3.2
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Week 3.2
Breakdown
Monday (01.11.21)

Friday (01.15.21)

Slides Info

TASK: Stage Management
Discussion Board

TASK: Stage Management
Paperwork Examples

Bellwork Slides



Today’s Agenda (Monday, January 11 or Tuesday, January 12)

Zoom/Gathering Prompt
Go_4 News
Reminders/Updates
Stage Management Notes
Work Time

a. Discussion Board
b. Bellwork Slides
c. Wellness Check

ok o=



Go 4 News

GOPHER SRORTS



http://www.youtube.com/watch?v=IVGH8AHvJao

Reminders and Updates

Interviews for next year’s advanced technical theatre
class are next week. If you are interested in continuing
to Technical Theatre Il, then scan this code to fill out
the application and sign up for an interview time. You
must interview to be allowed in the class.

Interviews will be next Thursday and Friday (Jan.
14-15) from 5pm-6pm on Zoom. You will have 10
minutes where we will discuss you as a student and as
a technician. You will also be expected to present an hitps:/forms.qle/isGvQvZivaANFEXGO
item or project that you have completed as a

showcase of your skills (does not have to be

something from class).



https://forms.gle/jsGvQv7jvaANf6xG9

Notes Alert!

Write what you need from the following
notes in your journals.



What is Stage Management?

e Despite the term “stage management,” the actual practice is more accurately
described as the management of people.

e A stage manager is an individual in charge of the cast and crew during the
production. The stage manager is also responsible for calling and taking
notes for meetings between production staff and the director.



What do | need to be a Stage Manager?

Patience
Self-control
Organization
Professionalism
Timeliness



What do Stage Managers Do?

Stage management tasks can be broken down into four categories: auditions,

rehearsal process, production, post-production.

AUDITIONS

REHEARSAL PROCESS

PRODUCTION

POST-PRODUCTION

Show is selected
Production Team is selected

\

Show Opens

\

Show Closes



What do Stage Managers Do?

e Auditions
o Create an audition announcement
m Poster or digital ad that provides details for the audition
e What the audition is for, who can audition, when and where they are
e \What to prepare for the audition
e Who to contact for more information
o Create an audition form
m Physical or digital way of gathering information for individuals that intend to auditions
o Keep auditions running
m Let people know when they can go into the audition room, keep the order, notify
individuals if the auditions are running ahead or behind schedule



What do Stage Managers Do?

Rehearsal

O O O O O

Introduce and familiarize themselves with the cast
Create a sign-in sheet for the cast for each rehearsal to take attendance
Take rehearsal notes for cast, director, and production staff
Keep time during rehearsals and make sure director is keeping on schedule
Take blocking notes
m Notes for each actor’'s movement for each scene
Create a “shift narrative”
m Paperwork to track movement of props and scenery
“Cue-to-Cue” rehearsal

m This is a rehearsal specifically for the stage manager to practice calling the sound,
lighting, and scenic cues of the show.

m  A“cue’ is a prompt for something onstage to change. The stage manager is responsible
for notifying board operators, fly operators, and backstage crew when a cue is coming
up and when their cue has arrived.

m This rehearsal can take as little as two hours and as much as two days.



What do Stage Managers Do?

e Rehearsals (con’t)
o Technical Rehearsals
m These rehearsals normally take place the week before the show, after the Cue-to-Cue
rehearsal has taken place.
m Rehearsals for the tech crew to run through the show. The directors are not focused on
the acting, blocking, or costumes during this time. Instead, they are focusing on the
transitions, lighting, sound, and scenery.

e Production
o  Call the cues for the show!
o Let your ops and crew know a cue is coming up by saying “[TYPE OF CUE] [CUE NUMBER]
standby”
m Operators should respond with “Standing”
m This known as being “in standby.” Since this communication happens over comm, there
is no conversation allowed on comm when the crew is in standby.
o Tell them to trigger the cue by saying “[TYPE OF CUE] go”



What do Stage Managers Do?

e Production (con't)
o Take show notes
m Howlong was Act 1? Act 27?
m  What time did the show start? What time did it end?
m Was anyone late to call?
m Did anything break during show? Does something look off that the production staff
should look at before the next show?
m  What cues happened late? Why?

e Post-Production

If it's a musical, gather the librettos from the cast

Make sure all reports have been sent out for the entire process
Take down the show-specific items from the call board

Clean up production binders

O O O O



Production Binders?!

e Yes! Professionally, the stage manager will have TWO binders for each
production. One is the production book, and one is the calling script.

e Production Book
o Audition Notice

® (Calling Script

o  All cast info o This binder contains ONLY the script
m Contact with the cues written in
m  Emergency contact o Can also contain lighting, sound,
= Medical info and scenery cue sheets and/or shift
m Audition Forms .
narratives

Rehearsal reports
Production meeting reports
Show reports

Blocking script

O O O O



Anytime anyone gathers to
discuss / work on the show,
the stage manager should be
there and taking noftes.

The kind of report depends on who is there:
Director + Designers = Production Meeting
Director + [X0ts = I EICE]

Director + Designers + [X5t9g3 = Technical Rehearsal



Not JUST Paperwork...

o The stage manager is not only responsible for creating and maintaining
paperwork for the production

e The stage manager is the liaison between the cast and the director and the
crew and the technical director. They cannot play favorites and have a large

impact on the morale of a company. They are a
o Conflict resolver
o Listening ear
o Mess cleaner-upper
o Emergency preventer



How do they do all this???

Stage managers have an assistant stage manager that they can delegate
tasks to, like speaking with the crew and running things backstage while they
are calling the show.

Stage managers should have a kit with them at all times. This kit is their
emergency-preparedness kit for any and all circumstances that could happen

during show. It includes items like:

o Pencils (for when the cast forgets theirs)
Spike tape (to mark the stage)
Gaff tape (a quick fix in the moment) Feminine hygiene products

Safety pins And more! A stage manager can

Small sewing kit customize the kit for themselves
Mints or candy (for diabetics in the company) and their production.

Measuring tape
First aid kit

O O O O O
o O O O



Timeline Recap

] Make an
Audition
Notice

° Run the
auditions,
keep track of
forms

° Post a cast
list

AUDITIONS

Show is selected Show Opens Show Closes
Production Team is selected

PRODUCTION MEETINGS
Production Meetings are happening throughout this entire process. These are times for the design team and director to talk
about the progress of the show and any notes to work on. This makes sure the team is constantly on the same page
throughout the production process.




Find the discussion post in
Canvas for Stage
Management Day 1. Answer
the prompt using at least
three (3) sentences and reply
to at least one (1) classmate’s
response.




Work Tlme' e Attendance Task

Use this time to work on your o Due TODAY

tasks for this week!
e Stage Management Discussion

Remember, interviews for next year’s Board
technical theatre department are this week! o Due TODAY
Make sure you have signed up if you are = Atleast one post (3

sentences)
m Atleast 1reply

interested

e Bellwork Slides
o Due Monday 01/18 (no school)

e Wellness Check
o Due Monday 01/18 (no school)




Today’s Agenda (Wednesday, January 13 or Thursday, January 14)

Zoom/Gathering Prompt
Go_4 News
Reminders/Updates
Stage Management Notes
Work Time

a. Stage Management Paperwork Examples
b. Bellwork Slides
c. Wellness Check

ok o=



Go 4 News

GO P HE RS SRO RalES



http://www.youtube.com/watch?v=HMDx2ldFkrg

Reminders and Updates

Interviews for next year’s advanced technical theatre
class start today! If you are interested in continuing to
Technical Theatre Il, then scan this code to fill out the
application and sign up for an interview time. You must *®
interview to be allowed in the class.

Interviews will be on today and tomorrow (Jan. 14-15)
from 5pm-6pm on Zoom. You will have 10 minutes
where we will discuss you as a student and as a
technician. You will also be expected to present an hitps://forms.gle/isGvQvZivaANfEXGY
item or project that you have completed as a

showcase of your skills (does not have to be

something from class).



https://forms.gle/jsGvQv7jvaANf6xG9

Stage Management Day 2
Paperwork Examples
Pay attention to the format of the
following examples. After the lesson
today, you will be using your technology
to create your own paperwork examples




Audition Notice Example

Full size document is uploaded to Google Classroom

Auditions!!!
Saturday, October 20th
10:00am-4:30pm

What to Prepare:
1. 32 bars of a pop/rock song or a contemporary folk song (cuts must be clearly
marked in your music for the accompanist) AND
2. a 60 second selection from a children’s story. The selection may include narrative
and/or dialogue. *See audition notice posted 9/13/2018 for FAQ's and more info

Auditionees must complete both of the following
no later than Thursday, October 18th:

Audition Sign-up: Online Audition Form:
https://www.sign enius.com https://airtable.com,
508084aa8a72babfe3-peter shr9BnJUHQYqg6gbBs

QR Code: QR Code:




Production

Meeting Report

Example with
Email Text

Hello!

Attached is the report from today's
meeting. The preliminary prop viewing is
scheduled for this afternoon at 2:15p.

House rehearsals will take place in the Box

starting tonight.

This Thursday is our smash through,
starting at 7p. The design meeting
afterwards will take place in Garden.

PM 15 will be on Friday, Jan. 13 at noon.

Thanks,
Gl
Stage Manager
Email:

Cell:

Actual: 12:21

PRODUCTION MEETING REPORT #14

December 5, 2016
§ WEERS OUT

In Attendance: Royel Brartiey, Angel Garcia, Carcline Meader, Grace Cammack, Tasa

Roberson, ndm ithaca, Suraeed Goszales, Mary Widinglon, Arne Medleck-Ely, Kaitin

jones, Lavren
Madetyn Sandk
Absars: Nk Peaco
Notes bry: Grace Cammuack

n Landan

y House
r

g’m'd;'n

Directed by Royel Brarthey

WVicuum will maka its cwn seund

Phone tisging wil be & wousd cue fwbat does a Britih phone isg bhe?)

NEXT EVENT: UPCOMING EVENT:

Rehearsal A7
Smas-Threugh

Thursday, Decumber &, 2016

Act ] Scene 2

Monday, Decemier 5, 2016

7100zm, BIT, Box
700pm. BT, Box

Emilee Rotyman, Adam Whismas, Sarah Gard

*:Excused Location: FAC 129

AsLate

2, Ashley Salnas®

Z2Z0--4NCOO0O=™®w

SUMMARY

12:21-12
12:2

12:35-12:40 Lights, Sound, Props

NOTES

Madeleine Hale has been added 35 the additional French coach

Neat production meesing has been moved to 1/13 at noon

The desggs moeting ifter the srunh thro

ugh this Thursday wil be in Garden

Can we ook al the ghost light in the BT?

DIRECTOR:

Thare wil be 3 new draft of the schadule on Altabie s00m

Working on usdersbudy list

SET:

PROPS

New couch labric stoud be Bere scon
Updated Vectorworks files are on
Artatie

Adding 1 wicker chair DSL in Garden

r boows are squice inviesd of

od, Tara wil sew if she can soften

oo edpe

Prafminary prop viewing ot 2:15 today

LIGHTS

on Alrtatle

o for bghts Bangirg frem p

laster boass

HAR AND MAXELP

22 can kawp ber plercirgs

Teddy b akeady dressad at the top of

show

Rerderings wil be completed sfter bruak

SOUND.

Thanks,
Grace

Stage Marager

Page 20l 2

Full size document is uploaded to Canvas



Rehearsal Report
Example with Email Text

Good Evening Everyone,

We had a great rehearsal tonight—Ran the entire show with
crew. Attached to this email are the notes from this evening. If
there are any questions or concerns, feel free to email, text, or
call me.

Thank you,

JI

Stage Manager

Cell: INNENEG—_

Full size document is uploaded to Canvas

Rehearsal Time: 7:00 pm
00 pm 1 Stop #1: 8:

| Starti3: NjA | End: 10:
| Total Time: 1 HOUR 53 MINUTES
| 1 HOUR

was filled out

the right on the bhack

| Property Notes

s Dowre have petst fo

e Dowe have aring der for when Laurie

writing desk used in the March
has abroken/Gllen off leg-back right e

[ Lighting Notes

! Fun Fact

L

Rehearsal ReportNo. 25
Date: 10/0 7
Andrew Barrett Le

Laurenn Reynolds,

Rehearsal Work Scheduled
*=Completed
Full Run

Actors Called

Costume Notes

Zach =aid

Braxton

wondering when they wosdd be av

0 use

Laurel's black cloak has a clasp that has |
aound 1t in
¢ o unclasp it

k. <am we h

je of the ight |

worked g i the hood |

he n the right hand |

Aurel issues




Show Report
Example with
Email Text

Hello and happy opening!

Attached is the report from tonight's
performance. There are House notes
under Director, Scenic, and Props. Let
me know if you have any questions or
concerns!

Thanks,

Gl

Stage Manager
Email

Ce!: I

y House
»
PERFORMANCE REPORT# 1

Fubeury 9, 2017 g‘;(”'(t(”

Directed By Royel Brarthey

In Attendince: Caroline Meador, Grace Cammuchk, Srcakiya Couch, Madelyn Sander,
Garrett Benson, Durek McD o Kurr, Dakots Brown, Kalie Scott, Charpence
akdey Farrar, Alison Simpsen, Jax Ebert, Sean Jones, Ryan Lan
L Michae! Hoy, Kendra Dukatnik, Cranning Taytor, 22 Wright,
Calths tred, Alss Lawderdale, Jaysen Sanderson, Kyl Specht,
resy Hamner
G Houie Ceu
H House C Location: BIT, Box
Naotes by: Grace Cammack
Carokne Meador

HOUSE GARDEN

SUMMARY SUMMARY

e open
7 E 1:05 Migc Circle
730-8:09 Act 1.1 (32:23) 7:30-8:04 Act 2.1 {3247
B04-8:36 Act 1.2 (29:56)

termission
851-5:32

2552 At 2201

NOTES:

None

DIRECTOR: DRECTOR

Phease ook st Act 1.1 There wi & long Nose
nhowird pauie o the end walting to star

“

The pictures need 10 be more secure on
the wall, They shoke when doors open and
chose and the one necl 1o the 5L tockihe
fell off
The dinisg roam doors sren't runming s
ahly 35 they were
ve wine plyshed of Saby's ghass
the SR cowch chair, Didn't ook Ike there

arry spets but will &

PROPS

Page tol2

W e bow cn wirs, sharry, and bread

We wil seed six plates per show

- Nor

LIGHTS:

UGHTS:

None

Nore

COSTUMES

COSTUMES

Hone

Nore

HAR AND MAKELD

HAR AND MASEUP.

Nooe

No=w

SOUND

YOUND

None

Nore

NEXT EVENT!

UPCOMING EVENT)

Pertarmance 42
Friday, Febevary 10, 2017

7 30pm, BIT, Black Box

Performance 13
Saturday, F y 11, 2017
7-30pm, BT, Mack Box

haries,

Stage Management

Full size document is uploaded to Canvas

Page 2cf 2




What do you notice about this
paperwork?

What is consistent? What differs?



Things to remember...

Who? - Who is this message for? Email specific people, or keep your paperwork inclusive for the public if
it's a flyer

What? - What is the purpose of this paperwork? Reminders? Announcements? Do people need to do
anything in response to this paperwork?

When? - When are the important dates? When did this meeting take place? When are these auditions
happening?

WHEFE? - \Where is the meeting/audition? Where should people go? Be clear
BIRYR - \What is this meeting/audition for? A specific show? A specific type of rehearsal?

How? - How can people contact you if they have questions? How do they move forward after reading this
paperwork?



Audition Notice Example

Full size document is uploaded to Canvas

Auditions!!!
Saturday, October 20th
10:00am-4:30pm

What to Prepare:
1. 32 bars of a pop/rock song or a contemporary folk song (cuts must be clearly
marked in your music for the accompanist) AND
2. a 60 second selection from a children’s story. The selection may include narrative
and/or dialogue. *See audition notice posted 9/13/2018 for FAQ's and more info

Auditionees must complete both of the following
no later than Thursday, October 18th:

Audition Sign-up: Online Audition Form:
https://www.sign enius.com https://airtable.com,
508084aa8a72ba6fe3-peter shraBnJUHQYq6gbBs

QR Code: QR Code:
ElzgE
i
ot
Ol 2~

Questions? Contact Topanga Begnaud: tr_




Production
Meeting Report
Example with
Email Text

Hello!

Attached is the report from today's
meeting. The preliminary prop viewing is
scheduled for this afternoon at 2:15p.
House rehearsals will take place in the Box
starting tonight.

This Thursday is our smash through,
starting at 7p. The design meeting
afterwards will take place in Garden.

PM 15 will be on Friday, Jan. 13 at noon.

Thanks,

Gl

Stage Manager
Email:

Cell:

P
R
0
D
U
C
T
|
0]
N

) l l( NISC :‘T.‘,J" -m.l. b I

&

Directud by Roysl Branthey

gtﬂ'd(l! Wehearia A7

Act 1 Scene 2

Thanks,
Grace

Stage Marager

Full size document is uploaded to Canvas



Rehearsal Report
Example with Email Text n—

Ju

Rehearsal Work Scheduled

Y *=Completed
5 pr 3 / Full Run
? ‘ L ‘ : 10: Actors Called
Good Evening Everyone, | Total Time: 1 HOUR 53 MINUTES i, Liats & Excusod
| 1HOUR All Actors Called
. ? 3 al N L : Rehearsal ¥#26
We had a great rehearsal tonight—Ran the : . .k 7 ® 700 pm

entire show with crew. Attached to this email
are the notes from this evening. If there are
any questions or concerns, feel free to
email, text, or call me.

Thank you,
JI
How?
Stage Manager [ Cighting Notes

Cell: NG

I~
[ Fun Fact Stage Management

\ N/A ¢ Respike Mamee chair and table

Full size document is uploaded to Canvas




Show Report
Example with
Email Text

Hello and happy opening!

Attached is the report from tonight's
performance. There are House notes
under Director, Scenic, and Props. Let
me know if you have any questions or
concerns!

Thanks,

clll

Stage Manager

y House

r
PERFORMANCE REPORT # 1 (& ~ 1
Fubeuary 9, 2017 (7(”(1( n

Ovrected Sy Royl Brarthey

In Attendince: Caroline Meador, Qrsce Cammuck, Srcakiya Couch, Madelyn Sander,

Locaticn: BIT, Beox
Notes bry: Grace Cammack
Carobne Meador

HOUSE GARDEN

SUMMARY SUMMARY
700 Kowse open 7,00 House open
705 Magit Croe 7:05 Mg Cirche
730-8:08 Act 1.1 (32:23)
B04-8:36 Act 1.2 (29:56)

NOTES NOTES

rone Nore

DIRECTOR: DRECTOR

Phease ook st Act 1.1 There wi & long Nose
nhowird pauie o the end walting to star

SE

Tre pictures need 10 be
tre walk, They shoke whes
chose and the one rect 1o the 5L
fuil off

The dinisg roam doors sren't runming és
smoothly 35 they were

Some wine splyshed out of Saly's glass in
the SR couch chair, Didn't ¥

wire arry spots But will Shack temorow

PROPS

Full size document is uploaded to Canvas

W e bow cn wirs, sharry, and bread

We wil seed six plates per show

- Nor

UGHTS:

Nore

COSTUMES

Nore

HAR AND MAKELD

HAR AND MASEUP.

Nooe

No=w

SOUND

YOUND

Mooo

NEXT EVENT!

UPCOMING EVENT)

Pertarmance 42
o Eebcan i Joi2

Performance ¥3

e Eebcaace 1) 2037

7 30pm, BIT, Blyck Box

7-30pm, 8T, Mack Box

haries,
Stage Maragement

Who?
What?
When?




Use your iPads
or laptops to
begin creating
your own
paperwork
examples

For this unit, you will need an
example of each of the following:

- Audition Notice

- Production Meeting Report
(with email text)

- Rehearsal Report (with email
text)

- Show Report (with email text)

Choose a show for you to create
this paperwork over and fictional
people to include in your production
staff. You are the stage manager in
this situation.



Work Time!

Use this time to work on your
tasks for this week!

Remember, interviews for next year’s
technical theatre department start tomorrow!
Make sure you have signed up if you are
interested

Attendance Task
o Due TODAY

Stage Management Discussion
Board

o Due last class
m Atleast one post (3
sentences)
m Atleast 1reply

Stage Management Paperwork

Examples
o Due Monday 01/18 (no school)

Bellwork Slides
o Due Monday 01/18 (no school)

Wellness Check
o Due Monday 01/18 (no school)



