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CHAPTER I 

INTRODUCTION 

Statement of Problem 

The primary objective of the Texas Tech University 

Theatre department is to train theatre practitioners in the 

art of professional play production. In order to fulfill 

this objective, the department offers courses in stagecraft, 

acting, directing, lighting, costuming, design, history and 

management on undergraduate and graduate levels. Yet, in 

one important area, no courses are taught. In fact, "in 

the many levels of live theatre--educational, children's, 

community, showcase and professional--there are few pro

visions for training in stage management." 

A student in the Texas Tech University Theatre 

department may receive credit for fulfilling the duties of 

a stage manager, but the only source he may find to aid him 

in this job is a list of "Responsibilities and Duties of 

2 
the Stage Manager" in the "Manual of Operations and Proce
dures For Productions At The Texas Tech University Theatre" 

Lawrence Stern, Stage Management, A Guidebook of 
Practical Techniques (Boston: Allyn and Bacon, Inc., 1974), 
p. XI. 

o 

David Weaver, "A Manual of Operation and Proced
ures For Productions At The Texas Tech University Theatre" 
(Masters Thesis, Texas Tech University, 1977),p. 50. 
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and a reference to Lawrence Stern's Stage xManagement (Bos

ton, Allyn and Bacon, 1974). The advice of the director of 

the production may also be a valuable source; however, the 

beginning stage manager should help alleviate the problems 

of the director, not add to them by not knowing his duties. 

The above mentioned sources of aid to the student 

of stage management are a good place to begin. However, 

the beginning stage manager is often thrust into a situa

tion in which he must immediately begin performing stage 

managerial duties and may find the sources are either too 

brief or include extraneous material. 

The problem of this study is to provide for 

students of stage management a practical application of 

the procedures used in stage managing productions at the 

Texas Tech University Theatre. This practical application 

will be accomplished through the compilation of examples 

of methods and procedures taken from the production book 

and experiences of the stage manager of the production of 

Wings by Arthur Kopit as produced by the Texas Tech Uni

versity Theatre under the direction of Professor Ronald 

Schulz for the American College Theatre Festival XIII. 

Arthur Kopit, Wings (New York: Hill and Wang, 
1978). 



Review of Literature 

"There are few places where anyone can find any 

written summary of useful principles or primary needs of 

stage management." This lack of information is attested 

by the fact that only two__books can be found that deal 

strictly with the subject of stage management. Other 

theatre books might offer some information in a limited 

paragraph about the duties of a stage manager yet never 

explain how these duties may be carried out. 

Several of the general theatre books include out

dated information about stage managers. Yet, because of 

the limited sources, students may be led to believe that 
5 

"men usually make better stage managers than women," and 

that in order to be a good prompter, "one is chosen for his 

low but distinct voice." 

One of the limited sources which is not misleading 
7 

yet still outdated is The Stage Manager's Handbook written 

by Bert Gruver in 1952. Mr. Gruver wrote this guidebook to 

help the reader "utilize his basic knowledge in the stage 

Stern, Stage Management, preface. 

Henning Nelms, Play Production: A Handbook for 
Backstage Workers (New York: Barnes 6 Noble, 1950), p.8. 

John Gassner, Producing the Play (New York: The 
Dryden Press, 1941), p.181. 

7 
Bert Gruver, The Stage Manager's Handbook (New 

York: Drama Book Shop, 19 52). 



manager's specific field . . . and . . . consolidate his 
p 

knowledge in terms of the Broadway production." 

This guidebook is very thorough and includes infor

mation beginning with the pre-rehearsal period through the 

final weeks to touring. Union rules for stage managers and 

an example of a prompt script are also included. Every

thing a Broadway stage manager of 19 5 0 should know is in 

Gruver's handbook. Yet, even the revised edition written 

in 1972 by Frank Hamilton is outdated and not a relevent 

source for beginning stage managers. 

Stage Management by Lawrence Stern was written in 

19 74 and is the most recent book about "more than you ever 
9 

wanted to know about stage managing." Stern realized that 

"generally, stage management involves more responsibilities 

and resources than any one manager ever needs to apply to 

any single production." Therefore, his guidebook includes 

examples of many more methods than any one stage manager 

will need but tries to "show how the responsibilities of 

stage management are needed and applied." 

g 
Gruver, Stage Manager's Handbook, p. viii. 

q 
Ray Bradbury, Foreword in Stern, Stage Management 

Stern, Stage Management, p. 2. 

•^•^Stern, Ibid. , p. 2. 



Stern also includes many personal anecdotes that 

make enjoyable reading. Anyone interested in stage manage

ment should read this text. However, for the purpose of 

stage managing a production at the Texas Tech University 

Theatre, the book may contain too much information that 

may frustrate the beginner. 

The best source for the University Theatre stage 

manager to begin with would be the list of "Responsibilities 

and Duties of the Stage Manager" in the "Manual of Opera

tions and Procedures For Productions At The Texas Tech 

University Theatre". The only problem with the list is 

that it is brief and does not offer a practical application 

of the duties. 

The "Manual of Operations and Procedures For 

Productions At The Texas Tech University Theatre" was 

written because of "the need for .a formalized means of 

communication capable of reflecting its changing goals, 

12 
operations, and procedures." David Weaver was aware 

that in order for the manual to be relevant to the needs 

of the University Theatre faculty, staff and students, 

13 "it must be subjected to constant review and revision." 

1 ? 
Weaver, "Manual of Operations," p. 2 

13 
Weaver, p. 8. 



Therefore, the goal of this study is .to revise and 

expand the "Responsibilities and Duties of the Stage Mana

ger" into a manual form to be used as a text in training 

stage managers in the art of "making the entire production 

run smoothly, on stage and backstage." 

Discussion 

According to the "Manual of Operations and Proce

dures For Productions At The Texas Tech University Theatre," 

the stage manager's duties are divided into two groups. 

Prior to technical rehearsals, he is considered to be the 

assistant director and "assists the director by performing 

such tasks as preparing the stage for auditions, compiling 

property lists, and recording blocking in the prompt book, 

15 

and keeping rehearsal and production records." Begin

ning with the technical rehearsals, he becomes the stage 

manager and serves in a supervisory position rather than in 

the advisory capacity of the assistant director. No matter 

what the title, the duties and responsibilities of the 

Assistant Director/Stage Manager are carried out by one 

individual at the Texas Tech University Theatre as well as 

in the other levels of theatre. 

1 li 

Stern, Stage Management, p. 1. 

15 
Weaver, "Manual of Operations." p. 4 9 
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This study will not only focus on the responsibil

ities and duties of the stage manager but will also include 

the duties of the assistant director as stated in the 

"Manual of Operations and Procedures For Productions At The 

Texas Tech University Theatre." These duties will begin 

with auditions and continue through the close of the pro

duction. Also included will be the added responsibilities 

of stage managing a touring show for the American College 

Theatre Festival. 

The methodology used for this study began with the 

stage managing of the Texas Tech University Theatre produc

tion of Wings for the American College Theatre Festival. 

After discussion with the chairman of the Theatre depart

ment, the conclusion was reached that, because of the 

professional experience of the stage manager, this thesis 

project provided a good opportunity to research and document 

a practical application of the methods of stage management 

for future stage managers of University Theatre productions. 

Actual work on the production of Wings began in the 

spring of 1980 because of the demanding role for the leading 

actress and the challenging sound track that had to be 

written and recorded. However, the stage manager was not 

selected until October, 1980. 

Beginning with a production meeting on October 15, 

1980, the Stage Manager began accumulating notes about the 



-J 

8 

production and the duties as they were carried out. The 

duties which were not carried out prior to the Stage Mana

ger's appointment, such as setting up for auditions, were 

noted by reading the "Manual of Operations and Procedures 

For Productions At The Texas Tech University Theatre" and 

through discussions with the Director and actors. Forms 

for prop lists, rehearsal schedules, ground plans, and 

other important data were collected. The prompt book was 

prepared and the study period of rehearsal began. 

Due to the unavailability of the University Theatre 

stage, rehearsals began in the Foreign Language building 

on October 20. On October 27, rehearsals were moved to the 

stage and the ground plan was taped on the floor. Blocking 

began and was recorded in the prompt book. Runthroughs 

began November 6, and the first technical rehearsal was 

conducted November 12. Dress rehearsals started on Novem

ber 16 and Wings opened Friday, November 21, 19 80. 

Prior to rehearsals, arrangements were made to enter 

the American College Theatre Festival in San Angelo, Texas. 

The responsibilities for touring the show, including travel 

arrangements and hotel accommodations, were given to the 

Stage Manager. During the rehearsal period and performance, 

the Stage Manager completed the tour arrangements and on 

December 2, Wings was taken on the road. 

At the end of the area festival in San Angelo, the 



Regional Chairman for the American College Theatre Festival 

announced that Wings would travel to Ft. Worth, Texas in 

January to participate at the Regional level of the Ameri

can College Theatre Festival. At that time, the Stage 

Manager began taking care of the responsibilities of con

tinuing the tour which ended in Ft. Worth on Sunday, January 

24, 1981. 

Next, a study of the available literature for train

ing stage managers was compiled and discovered to be very 

limited. These limited sources, as well as discussion with 

faculty members of the University Theatre about the lack of 

well trained stage managers, led to the realization of the 

need for a stage manager's manual for the Texas Tech 

University Theatre. 

The organization of the manual is based upon the 

organization of the "Duties and Responsibilities of the 

Stage Manager" in the "Manual of Operations and Procedures 

For Production At The Texas Tech University Theatre." This 

organization begins with duties prior to rehearsal and con

tinues in chronological order as the production process 

continues until the final performance, including the duties 

and responsibilities of touring the show to two American 

College Theatre Festivals. 

The production process will be divided into the 

following areas: 
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1. Prior to rehearsals—which includes auditions, 

preparing a prompt book, and rehearsal schedules. 

2. During rehearsals—which includes recording 

business, blocking and technical cues, prompting the actor, 

publicity photographs, and prop lists. 

3. During technicals, dress rehearsals and perfor

mances—which includes pre-curtain check list, giving cues, 

and emergency procedures 

4. Touring procedures--which includes transporta

tion arrangements and accommodations. 

5. After the production--which includes preparing 

the official production book and tying up any loose ends 

of the tour. 

Each division will include examples of forms used 

by the Stage Manager and the University Theatre designers 

to realize the production. 



CHAPTER II 

A MANUAL OF PROCEDURES FOR STAGE MANAGERS 

AT THE TEXAS TECH UNIVERSITY THEATRE 

Introduction 

A person who has no training in acting will seldom 

win a leading part in a play. However, it is often assumed 

that anyone who wants the job can become a stage manager. 

This inexperienced stage manager will try to carry out his 

duties without really knowing what these duties are and this 

effort often results in a "great deal of trial and an enor-

1 R 

mous amount of error." This trial and error is also com

plicated by the fact that there are few sources where any

one can find a list of duties for the stage manager. 

If the inexperienced stage manager believes that a 

list exists that will tell him exactly what his duties are, 

he "would do better to seek calmer and more profitable em-
17 ployment in a different profession." To list all the 

duties of a stage manager as applicable to all theatre and 

plays would be an impossible task. However, "regardless of 

specific duties, the stage manager is the individual who 

Stern, Stage Management, preface. 

17 Gruver, Stage Manager's Handbook, p. xi 

11 
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accepts the responsibility that the rehearsals and perfor-

18 mances will run smoothly on stage and backstage." 

In order to be able to carry out the duties of mak

ing everything run smoothly, the stage manager must possess 

other qualities. According to Lawrence Stern, a good stage 

manager 

—accepts responsibility 
--keeps his cool 
--keeps his mouth shut, eyes, ears open 
—thinks ahead 
--is considerate 
--keeps his sense of humor 
--is organized and efficient-, „ 

--is punctual and dependable 

In addition to the above characteristics, a stage manager 

must also have leadership ability. He must be able to be 

the liaison between the director, designers, and staff. He 

must be willing to become the confidant and "mother-hen" to 

the cast and crew. Most importantly, he must also be will

ing to give over one hundred percent of himself to his job 

when others may not acknowledge his importance. Actors 

receive applause, and directors and designers receive ac

knowledgment through good reviews, but a stage manager is 

seldom recognized for the job he does. 

"^^Stern, Stage Management, p. 5 

-^^Stern, Ibid. , p. 271. 



However, if the stage manager has done 
his job well, the satisfaction he receives is 
second to no one's involved in the production. 
And his feeling for the finished product is 
usually intensely possessive.20 

Anyone who wants the job, who understands the afore

mentioned responsibilities and possesses the qualities above 

will be able to carry out the duties of a stage manager in 

any theatre for any play. 

The purpose of this manual is to educate the Univer

sity Theatre student who feels that he possesses these 

qualities and who wants to become a good stage manager. To 

prepare the beginning stage manager for every possible 

problem that he will encounter is impossible. However, 

this manual will present the responsibilities, problems 

and solutions of one University Theatre stage manager dur

ing the production period of Wings by Arthur Kopit for 

the American College Theatre Festival. This information is 

meant to be used as a reference source to help guide the 

beginning stage manager through the performance of his pro

duction assignment according to procedures established in 

"A Manual of Operations and Procedures For Productions At 

The Texas Tech University Theatre." 

20 Gruver, Stage Manager's Handbook, p. xi. 
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Organization and Use of the Manual 

The Manual is divided into five major sections: 

A. Prior to rehearsals. 

B. During rehearsals. 

C. During technicals, dress rehearsals, and 
performances. 

D. Touring procedures. 

E. After the production. 

Each division is subdivided into sections including 

information pertaining to the duties of the stage manager 

at that particular time of the production process. Examples 

of forms to be used will also be included in these sections. 

Following the five major sections, an appendix will include 

pertinent information from "A Manual of Operations and Pro

cedures For Productions At The Texas Tech University 

Theatre" with which the stage manager should become famil

iar. 

Because this manual is an extension ̂ of "A Manual 

of Operations and Procedures For Productions At The Texas 

Tech University Theatre," it will follow in the same style 

of decimal-numeric classifications. Each major section is 

assigned a letter and this letter will precede the decimal 

numeric classification for each topic. For example, to 

find the format used to assemble the prompt book, the user 

will obtain the number from the table of contents, A.3, turn 

to section A, and find sub-section 3 and topics 1 and 2. 
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As a matter of style the masculine pronoun "he" is 

used to refer to either a man or woman. This usage is in 

no way intended to reflect a discriminatory attitude toward 

either sex. 
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The Duties and Responsibilities of the 

Assistant Director/Stage Manager 

The director will choose a student volunteer as his 

assistant director/stage manager. The student may receive 

course credit for this job by enrolling in the appropriate 

Theatre Arts course (Th.A. 311, 431, 531). 

Prior to technical rehearsals, the assistant 

director/stage manager serves in an advisory capacity. He 

assists the director with rehearsals, recording blocking, 

and keeping production records. 

When the production begins technical rehearsals, 

the assistant director/stage manager becomes the supervisor 

of the cast and running crews. He is responsible for mak

ing everything run smoothly, on stage and backstage. He 

receives his authority from the director and the University 

Theatre designer and must report to them directly. 

(Appendix 1) 
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A. Prior to Rehearsals 

A.l. Auditions 

a. Attend all auditions. 

b. See that the audition., room is readied. 

c. Obtain scripts from the box office. 

d. See that each auditionee has been given a copy 

of the University Theatre Auditioning Procedures and Theatre 

Activities Data Sheet. (Appendix 2) 

e. Collect Data Sheets and give them to the 

Director. 

f. Keep track of the allotted forty-five minutes 

for the audition groups in order that each may progress 

smoothly to the next director. 

g. Be available to help the Director and audition-

ees with any questions. 

h. See that audition room is returned to proper 

order, that lights are turned off, and the doors are locked. 
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A.2. Cast 

a. See that all cast members have initialed the 

cast list. Notify any who have not. 

b. Keep a list of all cast members, their address

es, home and work phone numbers, and data sheets. 

c. Make a list of the correct spelling of each 

actor's name as he would like it to appear in the program. 

Add the crew members when they have been selected. 

d. Keep a record of all scripts and music issued 

to cast members. 
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A.3. Prompt Book 

a. Disassemble two scripts and place each page in 

the upper left hand corner of a sheet of 8-1/2" x 11" 

typing paper. If two extra scripts are not available, cut 

a window in each sheet of paper so both sides will, be 

visible. 

b. Use the right hand column for noting warnings 

and technical cues as they will be called in performance. 

See A.3.1. 

c. Divide the left hand page facing the script 

into three columns. See A.3.2. 

(1) First column is used for a numbered, 

detailed written description of all movement. The number 

corresponds with the circled number in the script at the 

actual cue for the movement. 

(2) Second column contains two or three draw

ings of the ground plan with the movement charted. 

(3) Third column contains all technical cues 

including light, sound and set changes. 

d. Bind the pages in a loose leaf notebook. 

e. Mark the technical cues, in pencil, in order to 

call them correctly during rehearsals. During rehearsals, 

the exact timing of cues will be pinpointed by the design

ers in consultation with the Director and permanently set 

during technicals. 
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A . 3 . 1 . Piompt Book, S c r i p t Page 

AWAKENING 34 

EXIT NURSE. VERY CHEERFULLY. 

SEC. 15 

SEC. 16 

MRS. STILSON: Yes no question they have got me I've been 
what that word was captured is it? No it's—Yes, it's capturea 
how? Near as it can figure. I was in my prane and crashed, 
not unusual, still in all not too common. Neither is it very 
grub. Plexit rather or I'd say propopic. Well that's that, 
jungdaball! Anyhow to resume, what I had for lunch? That's 
not it, good books I have read, good what, done what? 
Whaaaaat? Do the busy here! Get inside this, rubbidge all 
around let the vontui do some yes off or it of above 
semilacrum pwooosh! what with noddygobbit nip-n-crashing 
inside outside witsit watchit funnel vortex sucking into 
backlash watchit get-out caught-in spinning ring-grab grobbit 
help woooosh! cannot stoppit on its own has me where it 
wants [AND SUDDENLY SHE IS IN ANOTHER REALM. ^^^ 
LIGHTS TRANSFORMED INTO WEIGHTLESS BLUE, ( i ) 
SENSE OF EASE AND SERENITY1 Plane! See it thanks>^ 
okay, onto back we were and here it is. Slow down easy 
now. Captured. After crashing, that is what we said or was ^ ^ 
about to, think it so, cannot tell for sure, slow it slow / \ , £ / 
okay here we go . . . [SPEAKING SLOWER NOW] captured 
after crashing jby the enemy and brought here to this farm 
masquerading as a hospital. Why? For I would say offhand 
information. Of what sort though hard to tell For example, 
questions such as can I raise my fingers, what's an overcoat, 
how many nickels in a rhyme, questions such as these. To 
what use can they be to the enemy? Hard to tell from here. 
Nonetheless, I would say must be certain information I 
possess that they want well I won't give it I'll escape! 
Strange things happen to me that they do! Good thing I'm all 

rinht! Must be in Rumania, ^ust a hunch of course. fTHF 
SERENE BLUE LIGHT STARTS TO FADE] Ssssh,/^ 
someone's coming. x L / 

-Vit 
LQ 2 5 

LQ 2 6A 

LQ 26B 

FQ 4 

FQ 5 

f-On Emily's 
move 

LQ 2 5 GO 

FQ 4 GO 

A NURSE HAS ENTERED. THE NURSE GUIDES MRS 
STILSON TO A DOCTOR. THE BLUE LIGHT IS GONE. THE 
NURSE LEAVES<1A 

THE SPACE MRS. STILSON NOW IS IN APPEARS MUCH 

•FQ 5 GO 

LQ 26A GO 

LQ 26B go 
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A. 3. 2. Prompt Book, Chart of Movement Page 

MOVEMENT AND CHART OF MOVEMENT TECHNICAL CUES 
BUSINESS 

1. Emily 
stands XDSR 

2. D2 S N2 
enter UL. 
Set table 
S chairs. 
D2 sits. 

3. N2 XSR 
to Emily. 
Leads her 
back to 
chair C. 

4. N2 XUL 
and out. 

FQ 4 - DC,SR, 
ULj. 
URT 

LQ 2 5 

Set Change-
Strike flower 
table. Set 
desk 8 chair 
SL. Set chair 
C. 

FQ 5 - DC,SL't 

LQ 2 6A 

LQ 26B 
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A.4. Schedules 

a. Obtain the rehearsal schedule from the Director, 

type it, post it on the call board and give a copy to each 

cast member. 

b. Type, post on the call board, and distribute 

any other schedules, such as festival and touring dates or 

production meetings. 

A. 5. Ground Plan 

a. From the Designer, obtain a ground plan for the 

set and tape it off on the stage floor prior to blocking. 

b. When the positions of the set pieces are estab

lished definitely, spike them with tape. 

c. When several scenes are involved, use color 

coded tape. 

A. 6. Keys 

a. Obtain the necessary keys from the Business 

Manager, with the authorization of the Director of Theatre. 

b. Include keys to the theatre, prop cabinets, 

makeup room, dressing rooms, shop, and tool cage. 



A.7. The Theatres 

a. Become familiar with the layout of the Univer

sity and Lab Theatres. The more the Stage Manager knows 

about his surroundings, the more helpful he can be. 

b. Find the light switches, prop cabinets, dress

ing rooms, fire extinguishers, and first aid kit. 



24 

B. During Rehearsals 

a. Attend all rehearsals. 

b. Maintain order. 

c. Keep a rehearsal log, or a brief diary to be in

cluded in the production book. 

B.l. Rehearsal Area 

a. Arrive before the scheduled rehearsal time. 

b. Unlock the theatre. 

c. Turn on the work lights. 

d. Prepare the stage. 

(1) Sweep the stage. 

(2) Set up rehearsal furniture and props. 

B.2. Rehearsal Equipment 

a. Be prepared, bring several pencils. 

b. Keep a kit with things that might come in handy, 

such as safety pins, rubber bands, paper clips, stop watch, 

aspirin, etc. 

c. Make lists of rehearsal props, furniture, and 

costumes needed. 

d. Help the properties assistant gather rehearsal 

items listed. 

e. Obtain special items, such as a wheelchair, as 

soon as possible in order that the actor may deal with problems 

effectively. Keep a list of all borrowed props including the 

owner's name and address and phone number. 
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B.3. Call Board 

a. Make certain that all notices put on the call 

board are neatly typed and initialed by the Business Mana

ger. 

b- Post a copy of weekly rehearsal schedules. 

c. Post any other notices, such as costume fit

tings or photo calls, at least one week in advance. 

B.4. Cast 

a. See that all cast members called are present, 

b- Call all tardy cast members. 

c. Assemble the cast as indicated by the Director. 

d. See that cast members are ready to go on stage 

as needed. 

e. Make certain that all actors know to report to 

the Stage Manager before leaving the rehearsal area for 

costume fittings, etc. 

f. Enforce the University Theatre rehearsal rules. 

(1) Actors are allowed only in the Green Room 

and stage areas. 

(2) Smoking, food and beverages are allowed 

only in the Green Room and at the Director's table by 

invitation only. 

g. With the Director and Designer, make crew 

assignments for cast members and see that they attend crew 

night. 



B.5. Blocking 

a. Record all business, movement, technical cues, 

set changes and line changes in the prompt book as they are 

worked out during rehearsals. 

b. Report any subsequent departure from the prompt 

book to the Director. 

c. Keep lists of all properties, costumes, light 

cues and sound effects as they occur in rehearsal. 

d. Check the lists with the Director at the con

clusion of each rehearsal and, as necessary, arrange for 

their availability. 

e. Take notes of where the props are discovered, 

brought on, taken off, or left on stage. This list will 

help to organize the prop tables. See B.5.1. 

f. Simulate sound effects, light changes, set 

changes and special effects. Let the actor know when he is 

in a blackout or has just walked through the location of a 

wall soon to be constructed. 

g. Prompt the actor when necessary. 

(1) Discuss prompting procedure with the Direc

tor. Does he want lines to be letter perfect or is para

phrasing acceptable? Does he want the actors to call for 

lines or have the Stage Manager correct the actor? 

(2) Use a clear, emotionless tone of voice 

when prompting. Do not try to interpret the actor's lines. 



h. Read the parts of any actor not present, 

i. See that time sheets are kept for each actor 

Some will need them in order to receive course credit. 
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B.5.1. Property Check List 

Preset DSC -- easy chair 
table w/lamp (light on), clock, and 
magazines 

Prop table SR — Emily's book 
3 coats 
blood pressure cuff 
2 stethescopes 
medical supplies -tray w/test tubes 
2 clipboards 
Amy's notepad 
penlight 
oxygen mask 
white towel 
syringes 
I.V. bottle 
pillow 
flowers 
tray w/bowl, spoon, napkin 

Stage Left — hospital bed w/sheet, chart 
green chair 
card table w/ deck of cards, candy 
dish 
T.V. w/stand 
green wheelchair w/lap board, lap 
rug, magazine 
blue wheelchair w/brown lap rug 

Stage Right -- large grey table w/black briefcase 
(comb, knife, spoon, fork, tooth
brush, spiral notebook, papers) 

tape recorder, testing devices in 
drawer 

large grey arm chair 
green chair 
small grey table 
green plastic chair 
red plastic chair 
floor polisher 

Dn. Stage Left -- bench 
snow 
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B.6. Blocking Notation 

Each stage manager's method of blocking notation 

will be different. However the system should be consistent 

throughout the prompt book. 

Abbreviations may be marked in the script and later 

transferred to the chart of movement. See A.3.2., under 

Movement and Business. 

1. Emily stands, XDSR. 

(Emily stands up and crosses downstage right.) 

2. D2 and N2 enter UL. Set table S chairs. 
D2 sits. 

(Doctor §2 and Nurse #2 enter up left. They cross 
to table and chairs and set up for the next scene. 
Doctor ^2 sits down.) 

The technical cues may also be abbreviated. In A.3.1., 

FQ 4 GO means for the fly crew to begin their cue #4. In 

A. 3.2., FQ 4 is listed under Technical Cues and tells the 

Stage Manager that the down center, stage right, and up 

left panels will fly in while the up right panel flies out. 

Other methods of blocking notation, including "in 

the round" are listed in Lawrence Stern's Stage Management. 
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B.7. Conclusion of Rehearsal 

a. Make any announcements that need to be made. 

b. Call attention to notices on call board as well 

as handout sheets, such as photo call, etc. 

c. Hand out copies of weekly rehearsal schedules 

or other schedules. 

d. Ask about any problems that the Stage Manager 

can solve. 

e. Take notes given by the Director noting the ones 

that are the responsibility of the Stage Manager. 

f. Make a list of things that must be done, noting 

the ones that should be accomplished immediately, before the 

next rehearsal and what can be delegated. 

g. See that the rehearsal area. Green Room and the 

auditorium are cleaned and returned to proper order. 

h. Return all rehearsal props and costumes to the 

property cabinets and lock. 

i. Check to see that all lights are turned off and 

the stage night light is turned on. 

j. Lock all doors. 
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B.8. Publicity Photos 

a. Arrange for publicity photographs as scheduled 

by the Promotion Director. 

b. Obtain a list of scenes to be photographed from 

the Director. See B.8.1. 

c. Type up a list of scenes and distribute it to 

the cast. 

d. Arrange for the availability of lights, props, 

costumes and makeup necessary for the photo call. 

e. Notify the crews needed for the photo call one 

week in advance. 

f. Type up a list of identification captions for 

the photographers and have it approved by the Director. 

See B.8.2. 

g. Make certain that all actors are in costume and 

makeup on time. 

h. See that each scene is set and the actors are 

on stage ready to be photographed. 

i. Make certain that all props, set pieces, and 

costumes are returned to their proper places. 

j. Have actors clean up the makeup and dressing 

rooms after the photo call. 



32 

B.8.1. Photo Call, "Wings" 

Cast members indicated below are to be in costume and makeup 

promptly at 6:30 P.M. Mon., Nov. 3. 

Photo §1: 

Characters: Mrs. Stilson (Freda Williams), Doctor 

(Kent Kirkpatrick) 

Props needed: 2 chairs, table, testing materials 

(toothbrush, comb, match book, key, scoring sheet, pen) 

Scene: Unit 16, p. 37. Doctor: Mrs. Stilson, I 

have some objects here. . . 

Caption: Mrs. Stilson (Freda Williams) undergoes 

treatment for aphasia administered by a Doctor (Kent 

Kirkpatrick). 

Photo if 2: 

Characters: Doctors (Kent Kirkpatrick, Brad 

Campbell), Mrs. Stilson (Freda Williams) 

Props needed: Chair, clipboard with testing score 

sheet, testing manual, pen 

Scene: Unit 10, p. 30. Doctor: Mrs. Stilson, 

makey your naming powers. 

Caption: Stricken with aphasia, Mrs. Stilson 

(Freda Williams) hears her Doctors' (Kent Kirkpatrick and 

Brad Campbell) interrogation as gibberish. 
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B.8.2. Photographer Identification and Caption List 

Photo ̂ 1: 

Mrs. Stilson (Freda Williams) undergoes treatment 

for aphasia administered by a Doctor (Kent Kirkpatrick). 

Photo #2: 

Stricken with aphasia, Mrs. Stilson (Freda Williams) 

hears her Doctors' (Kent Kirkpatrick and Brad Campbell) 

interrogation as gibberish. 

Photo #3: 

Mrs. Stilson (Freda Williams) is under the delusion 

that her Doctor (Brad Campbell) and Nurse (Michele Penning

ton) are playing tricks on her and intend to do her harm. 

Photo__#4: 

One of the patients, Billy (Dan Foster) accuses the 

therapist. Amy (Kathy Massello) of stealing his cheesecake 

recipe. 

Photo ̂ 5: 

Victimized by stroke, Mrs. Stilson (Freda Williams) 

feels the isolation of not being able to communicate. 

Photo #6: 

Identification photo: Freda Williams, Kathy 

Massello, Kent Kirkpatrick, Brad Campbell, Dan Foster, 

Michele Pennington. 
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B. 9. Crew Night 

a. See that all cast members are assigned to a 

crew. 

b. See that all cast members participate on their 

assigned crew. 



C. During Technicals, Dress rehearsals, and Perform
ances 

Arrive at the theatre prior to the scheduled start

ing time, allowing enough time to check items on the Stage 

Manager's pre-curtain check list and enough time for the 

actors or crew member who needs more time to prepare due to 

special problems with makeup, costumes, etc. 

C.l. Pre-curtain Check List 

a. Check the stage and backstage areas for cleanli

ness and orderliness. 

b. Check the locations of fire extinguishers and 

functioning of emergency lights. 

c. Post the Sign-in Sheet on the stage door. 

d. See that cast and crew members have initialed 

the sign-in sheet by the pre-arranged time and call any who 

may be late. 

e. Check the placement of set pieces, including the 

working order of the fly system if used. 

f. Check the placement of props, on stage and on 

prop tables. 

g. Check the functioning of the monitor. . 

h. Go through the light check with the light crew. 

i. Check the functioning of the sound system with 

the sound crew. 

j. Check to see that all doors in the backstage 

area are open or closed, locked or unlocked as appropriate. 
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k. Check the positioning of the curtain, if used. 

1. Turn off work lights. 

m. Turn the house over to the House Manager forty-

five minutes prior to curtain. Only the Stage Manager can 

authorize the opening of the house. 

n. Allow no one to enter the stage area after the 

house is open. 

o. Give calls thirty minutes, fifteen minutes, and 

five minutes prior to the scheduled time for curtain. Give 

calls in person to avoid any communication problems. 

p. Check to see that crew members are going to 

their stations at the five minute call. 

q. Give the actors a five minute call before Green 

Room. 

r. Assemble the cast for Green Room at the time 

designated by the Director. 

s. Check with the House Manager to see how condi

tions are in the house, if the lobby is clear or if the 

audience is still arriving. 

t. Call places at three minutes. 

(1) Check to see that each actor is in his 

place before going to Stage Manager's desk. 

(2) Check to see that all crews are ready and 

on headsets. 

(3) Begin the show if everyone and everything 

is ready and the House Manager gives the all clear sign. 



u. If the House Manager is having problems with 

getting the audience seated on time, hold the curtain for 

a few minutes and notify the actors of the delay. Wait 

until the House Manager gives approval but do not wait more 

than ten minutes. 
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C.2. Technical Cues 

a. Give all technical cues, with warnings as 

marked in the prompt book. The technical cues will be set 

during the technical rehearsals by the designers in consul

tation with the Director. 

b- Mark the cues for lights, sound, scene changes 

and any other technical cues, in the right hand column on 

the script page of the prompt book as they are set during 

technicals. See A.3.1. 

c. Mark warnings for cues at least one-half page 

before the cues. This warning should allow the Technician 

enough time to check his cue sheet, his equipment and pre

pare to execute the cue. If a series of cues occur simul

taneously or closely together, give a warning for the entire 

series. 

d. Explain to the crew the method used to give 

cues and warnings. One typical method is to call the warn

ing and have the Technician acknowledge that he has heard 

the warning. The Stage Manager then calls the cues by 

saying LIGHT CUE 2 5, GO. On the word GO the Technician 

will respond and when the cue is complete, he should tell 

the Stage Manager, CUE, COMPLETE. Having the Technician 

acknowledge the warnings saves a lot of unnecessary mis

takes and lets the Stage Manager feel confident that 

everyone is listening and ready to do their jobs. The 
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intercommunication headsets are to be used only for giving 

cues and discussing any problems that may occur. Only the 

Stage Manager should initiate conversation except in the 

event of an emergency. 

e. Work out other methods for calling cues with 

the Technical Director and crew heads when special problems 

occur, such as difficult fly system moves or when several 

cues must occur simultaneously. The Stage Manager at the 

University Theatre can use a red warning light mounted on 

the fly rail to signal for fly system cues rather than 

giving verbal cues. 

C.3. Running Time 

Time each scene with a stop watch and record the 

running time as well as the playing time of the entire show 

during dress rehearsals and performances. 

C. 4. Intermission 

Call places and begin each act according to the 

routine set in the Stage Manager's pre-curtain check list. 

C.5. Emergency Procedures 

Know the emergency procedures outlined in "A Manual 

of Operations and Procedures For Productions At The Texas 

Tech University Theatre" and be prepared to take action 

in the event of an emergency. See Appendix 3. 
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C.6. Conclusion of Performance 

a. See that all equipment is turned off. 

b. Make sure that all costumes, props and scenery, 

etc., have been stored properly. 

c. See that the cast and crew have cleaned up the 

Green Room area before the audience is allowed backstage. 

d. Check to see if the Director or actors have any 

notes or problems that must be taken care of before the 

next performance. 

e. Make certain that house lights and all backstage 

lights are off. 

f. Turn on the night light. 

g. Lock all doors, including makeup and dressing 

rooms. 

C.7. Production Photographs 

a. Arrange for production photographs as scheduled 

by the Director or Promotion Director. 

b. Notify cast if photographs are to be taken dur

ing dress rehearsals. 

c. Get a list from the Director of scenes to be 

photographed and distribute copies to cast and crew. 

d. See that each scene is on stage and ready to be 

photographed. 

e. Start from the end of the show and work back to 

the front when photographing scenes from the entire play. 



C.8. Special Problems 

Each production of a play is different. Each has 

special problems. No manual can list all the problems that 

a stage manager will have to face. The following section 

is a list of problems which faced the Stage Manager of 

Wings. The problems are not extremely unusual and future 

University Theatre stage managers may have to deal with 

similar problems 

a. Special research for cast 

(1) Help in the scheduling of special research, 

such as visits to hospitals, when it involves the entire 

cast. Make certain it does not interfere with rehearsal 

schedules. 

(2) Notify the cast of the schedule and see 

that they attend. 

b. Cancellation of performances 

(1) Notify all cast and crew members of the 

cancellation of any performance or rehearsal, should any 

occur. 

(2) Instruct the company members on how to 

handle any problems due to the cancellation. 

c. Dismissal of a cast or crew member 

Should a cast or crew member have any unexcused 

absences or fail to carry out his duties he should be dis

missed. 
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(1) Make certain that all company members 

understand that unexcused absences will not be tolerated. 

(2) If such a situation occurs, discuss it 

with the Director, University Theatre Designer, and Techni

cal Director and upon their approval, dismiss the cast or 

crew member. 

(3) Immediately notify the Director of Theatre 

and explain the reasons for dismissal. 

d. Problems with cast and crew members 

Handle problems with cast or crew members, such 

as tardiness, with tact. Try to show the company member 

why he should be on time in consideration for the rest of 

the company. Do not try to threaten, punish, or humiliate 

him in front of other company members. 

e. Cue execution 

Sometimes a technical cue may not be executed as 

the Stage Manager calls it. When this situation occurs, 

the Stage Manager must remember not to panic. Calmly find 

out what the problem is and remember that the audience will 

often not realize that a mistake has been made if it is 

handled carefully. The Stage Manager'must remember to stay 

calm, find out what the problem is and think quickly. If 

there is something that can be done, do it. If not, just 

remember that the most important thing is that the audience 

must be able to see the actors. 
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f. Problems during technicals 

Technical rehearsals are often long and tedious 

A good stage manager must remember that he is in charge of 

keeping order, trying to instill calm, cooling tempers, and 

keeping a sense of humor. If the Stage Manager has done 

his job and keeps things running smoothly then he will keep 

the problems minimal during technicals. 

g. Company Morale 

The Stage Manager should remember that one of 

his most important responsibilities is to keep the company 

morale high. He must be ready to serve in the capacity 

of "Mother-hen" and be impartial when dealing with company 

problems. 
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D. Touring Procedures 

Every year, the Texas Tech University Theatre enters 

a production in the American College Theatre Festival. The 

production is presented in the area contest and if chosen 

advances to the regional contest in Ft. Worth, Texas. The 

play may then advance to the National presentation in 

Washington, D.C. 

As the Stage Manager of the American College Theatre 

Festival show, many more responsibilities may be added to 

the list of "things to do." If the Stage Manager will 

handle these duties, he can take a great deal of worry from 

the Director, Designer, cast and crew members, which is one 

of his most important duties. 

D.l. Registration 

a. Help the Director with the registration for the 

festival if he asks. 

b. Make copies of any materials sent from the 

Chairman of the festival that will be helpful to the cast 

and crew while at the festival, such as maps of the campus 

and city. 

c. Go to the registration desk upon arrival at the 

festival and make the necessary arrangements with the host. 

d. Pick up registration packets and issue to cast 

and crew members. 

e. Give the House Manager the programs for the play 
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D.2. Transportation 

a. Arrange for the rental of a truck large enough 

to transport the set, costumes, lighting equipment, etc. 

(1) Discuss necessary requirements with the 

Technical Director and Designer. 

(2) Have the rental company bill the University 

Theatre if possible. If not, arrange to have a check 

issued through the Business Manager. 

b. Arrange for the rental of vans to transport the 

cast and crew from the Texas Tech University Motor Vehicle 

Department. 

(1) Have the drivers fill out the necessary 

forms. Drivers must be on the staff and preferably someone 

in the company. 

(2) Learn the University Theatre account num

ber to which the vans will be charged. 

(3) Assign cast and crew members to each van 

and schedule departure times. 

(4) Obtain gas credit cards from the University 

Purchasing Department and issue to the drivers of the vans 

and trucks. 

(5) Instruct the drivers in the proper method 

of completing forms for credit card purchases. The Pur

chasing Department will give the Stage Manager an instruc

tion sheet for using the credit cards. 



D.3. Accommodat ions 

a. Reserve rooms for the cast and crew members. 

(1) Ask the hotel for convention rates. The 

Festival Chairman will usually prearrange a special rate 

with a specific hotel in the host city and will make the 

information available to the festival participants. 

(2) Make room assignments with at least four 

in each room. Take into account who will be staying for 

the entire festival and who will not. 

(3) Have the hotel bill the University Theatre 

and bring a copy of the Theatre's tax exempt form. 

(4) Make arrangements to take care of any 

deposit if required, with the Business Manager. 
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D.4. Per Diem 

The University Theatre will provide a per diem, 

an allowance for daily expenses, for each cast and crew 

member. The amount will depend on the budget allowed for 

the tour, the expenses incurred such as rental transporta

tion and hotel accomodations and the size of the cast and 

crew. 

a. Calculate the expenses and subtract from the 

budget allowed. The difference should then be divided by 

the number of members in the production company and the 

number of days that will be spent at the festival. 

b. Have the Director of Theatre approve the per 

diem. 

c. Discuss the method to obtain the per diem with 

the Business Manager who will know the necessary steps to 

take and the information needed which the Stage Manager 

should provide. 

d. Issue the per diem to each member of the cast 

and crew and have them sign for the money. The signatures 

may be necessary for the Business Manager to obtain the 

per diem and will relieve the Stage Manager of the respon

sibility of handling all of the cash. 



D. 5 . Organizational Meetings 

a. Schedule organizational meetings to discuss 

important festival information with the cast, crew. Direc

tor and designers. These meetings are especially important 

when advancing to the regional contest. 

b. Make sure that all members of the production 

are familiar with the contest rules. 

c. Inform company members of time schedules and 

the itinerary for the festival. 

(1) Departure and arrival to and from the 

festival. 

(2) Extra rehearsals of set up and strike of 

.production as well as the production itself, prior to the 

festival. 

(3) Rehearsal, set up, curtain and strike at 

festival. 

(4) Dressing room and makeup schedules if 

host theatre accommodations are cramped. 

(5) Company meetings at festival. 

d. Make copies of any helpful information sent by 

the Festival Chairman and distribute to company. 

e. Discuss transportation and hotel arrangements 

and assignments. 

f. Establish company rules for the festival. 

(1) Company members are expected to attend 
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all plays and critiques. 

(2) Company members are expected to act in a 

proper manner while at the festival. 

(3) Other than the per diem, hotel and trans

portation expenses, each company member is responsible for 

his own expenses, including hotel phone bills. 

(4) Limit the amount of personal luggage in 

accordance with the limited space available. 

g. Try to prepare the cast and crew for any 

changes that may occur due to the performance space. 
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D- 6. Load In/Load Out 

a. Help the Technical Director and Designer 

choreograph the- set up and strike. Make certain all company 

members have an assignment and carry out their jobs. 

b. Check with crew heads to see that all set pieces, 

props, costumes, lighting equipment, etc.sis packed up and 

loaded onto the truck in the proper order. 

c. Work with the Technical Director in supervising 

the load in, set up, strike and load out. 

d. Make a list of everything for which the Stage 

Manager is personally responsible, including the delivery of 

the programs to the Festival House Manager. 

e. Make certain that all drivers for trucks and vans 

have maps to the festival city and know the central meeting 

location, whether the hotel or theatre. 

f. See that every company member checks in with the 

Stage Manager upon arrival at the festival. 
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D.7. Excuse Letter 

Prepare a memorandum, signed by the Director of 

Theatre, to Texas Tech University faculty members notifying 

them of the students who will be attending the American 

College Theatre Festival and distribute to company members 

about two weeks prior to departure to the festival. The 

letter will not automatically excuse the students but may 

help them be permitted to make up missed work. See D.7.1. 



D.7 Memorandum to Faculty 

Texas Tech University 
BOX 4298 / LUBBOCK. TEXAS 79409 / (806) 742-3601 

UNIVERSITY THEATRE 

MEMORANDUM 

To 

From 

Faculty Members .teaching classes..with .st>idents_. 
listed'.below j 

Richard A. Weaver 
Director of Theatre 

Date: November 18, 1980 

Subj: University Theatre trip to the American College 
Theatre Festival December 2-7, 1980 

Students listed below will represent the University Theatre 
in the American College Theatre Festival in San Angelo 
December 2-7. Any consideration you can give these students 
in permitting them to make up any missed work will be 
appreciated. 

These students are Kathy Massello 
Ginger Tonne 
Mark St. Amant 
Dan Foster 
G.W. Frazier 
Steve Paxton 
Tom Blackburn 
Christopher Dunn 
Scott Green 
David Miller 
Trina Olssen 
Annie Hunter 
Sabrina Norvich 
Michele Pennington 

Terry Tittle 
Freda Williams 
Debi Buckner 
Brad Campbell 
Kent Kirkpatrick 
Sarah Einerson 
Jack Hagler 
Derek Horton 
Tom Colwin 
Morris Ellis 
Leigh Ellis 



D.8. Correspondence between festivals 

When progressing from the area festival to the 

regional, be sure to get the addresses of the cast and 

crew where they may be reached during the holidays in case 

of an emergency. 
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E. After the Production 

E.l. The Official Production Book 

a. Prepare the production book so that it is an 

accurate record of the production. 

(1) Title page, in the following form: 

Title of Play 
by Author 

as produced by 
University Theatre 
Texas Tech University 

Inclusive dates of performance 
Major Production No. 

Directed by Name of Director 

Production Book prepared by , 

Assistant Director/Stage Manager 

(2) Table of Contents. 

(3) Copy of the printed program. 

(4) Director's Notes if applicable. 

(5) Actors 

(a) Description of each character; nature, 
personality, etc. 

(b) Costumes worn by each actor. 

(c) Makeup used by each actor. 

(d) Chart of characters appearing on 

stage by scenes. 

(e) Small color photograph of each char

acter in costume and makeup. 
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(6) Settings 

(a) Description of each setting from the 

audience viewpoint. 

(b) Ground plans for each setting as 

used in rehearsals. 

(c) Pictures of each setting. 

(d) List of set props, by scenes. 

(e) List of hand props, by scenes. 

(7) Lighting 

(a) Description of the lighting of each 

scene from audience viewpoint. 

(b) All light cues. 

(8) Sound 

(a) Description of music and off stage 

sound effects. 

(b) All sound cues. 

(9) Script 

(a) Prompt book as prepared according to 

instructions listed in A.3. 

(b) The script is preceded by a page 

which explains all symbols, colors, and terminology. 

(10) Rehearsal data 

(a) Data sheets of each member of the 

cast. 

(b) Record of each rehearsal, showing 
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date and place held. 

(c) Summary of acting rehearsal and 

performance time. 

(11) Performance data 

(a) Time sheets for all dress rehearsals 

and performances. 

(b) Publicity. 

(12) Miscellaneous 

Items to be included at Director's 

discretion. 

E.2. Time Sheets 

Turn in cast and crew time sheets to the instructor 

of course for which the student is to receive credit. 

E.3. Scripts 

See that all scripts, librettos, and music that 

must be returned to the publisher are turned in to the 

Business Manager. 

E.4. American College Theatre Festival Expenses 

a. See that all bills are mailed to the University 

Theatre addressed to the attention of the Stage Manager. 

b. Turn in all bills to the Business Manager. 



E.5. Strike 

a. See that all cast and crew members are present 

for the strike following the final performance. 

b. Make certain that every cast member has an 

assignment, usually to the crew he was assigned to for crew 

nights. 

c. Supervise all areas of the strike as well as 

pitching in to help. 

d. Help the prop crew head with the return of all 

borrowed props. 

e. Turn in Stage Manager's keys to Business 

Manager. 



Appendix 1 

Organization for Stage Operations 

Prior to Technical Rehearsals 
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Director of Theatre 

I—r 

Musical Director 

Musicians 

Director 

Assistant Director 

Actors Choreographer 

Dancers 

Technical Rehearsals and Performances 

Director 

Stage Manager 

X 

-j Designers 

Technical Director 

Running Crew Actors 
T 

Conductor Dancers 

Musicians 
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Appendix 2 

Tryout and Casting Procedure Instructions Sheet 

1. Complete the Theatre Activities Data Sheet and 

give it to the Director or the student assisting with try-

outs. Assistant Director/Stage Manager-

(It is generally assumed that anyone interested in 

working on the production will be interested in working on 

any aspect of it, as he may be needed for the benefit of 

the production as a whole and that persons on one produc

tion crew may assist with other crews as needed. The basic 

production staff, however, will be made up, insofar as 

possible, according to the preferences indicated on the 

Data Sheets, with people not in the cast filling key pro

duction positions and with each cast member placed on the 

crew of his choice. 

2. The Director will select scenes frojnrthe play 

for reading in tryouts and will call upon certain individ

uals to read certain roles. You are encouraged to attend 

as many of the tryout sessions as you wish. Feel free to 

ask questions about any characters or scenes you do not 

understand. If you must enter or leave the room while 

readings are in progress, please do so quietly. 

3. On the basis of your reading, you will be con

sidered for all roles (unless you have indicated you do 

not wish to be considered for certain ones). Do not feel 
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Tryout and Casting Procedure Instructions Sheet, continued. 

that because you have not read a certain role in tryouts 

that you will not be considered for it. Some roles may be 

cast entirely upon the basis of readings heard in other 

roles. 

4. After the conclusion of the open tryouts (that 

is, those which were originally scheduled), individuals may 

be called back for additional readings. Please check the 

call board in the Green Room of the University Theatre each 

morning to see whether you have been called back for addi

tional readings. If you have not been called back, it does 

not mean that you are not being considered for a role but 

merely that you will not be required to read again that day. 

Check the call board the next day. 

5. After the necessary call-back readings have 

been completed, a general casting meeting will be called at 

which cast and production positions will be announced. This 

meeting will normally be held the Wednesday evening after 

the first open tryout. Please check the call board to see 

that you know when this meeting will be held. It is impor

tant that the entire company be present and on time for 

this meeting. 

6. Since the cast and production staff positions 

will be filled not only upon the basis of the readings but 

also upon the basis of information on the Data Sheet, be 
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Tryout and Casting Procedure Instruction Sheet, continued. 

sure that this sheet is accurate. If you have a change of 

schedule, or change your mind about wanting to be consi

dered for a certain role or production staff position, 

please see the Director (or Stage Manager) so that he has 

correct information. 

7. The purpose of the tryouts and the Data Sheets 

is to enable the Director and staff to get to know you, 

your interests and abilities. You will assist them, and 

yourself, if you can stop to talk with them about your 

interests. 
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Theatre Activities Data Sheet, Page One 

THEATRE ACTIVITIES DATA SHEET, p. 1 
PRODUCTION. DATE, 

NAME. CLASS. MAJOR-

LUBBOCK ADDRESS. PHONE-

1 (A) HOW MANY HOURS OF COURSE WORK ARE YOU NOW TAKING?. 

(B) WHAT THEATRE, MUSIC. OR DANCE COURSES ARE YOU NOW TAKING? 

(C) DO YOU HAVE A GRADE POINT AVERAGE OF AT LEAST 2.0 FOR THE WHOLE OF YOUR 
COLLEGE WORK COMPLETED AT TECH? , FOR THE LAST SEMESTER YOU CARRIED A 
COMPLETE ACADEMIC LOAD?̂  

2. PLEASE INDICATE BY NUMBER YOUR PREFERENCE ON ONLY THOSE THEATRE ACTIVITIES 
WHICH YOU WOULD LIKE TO PARTICIPATE ON THIS PRODUCTION. 

ACTING. DANCING. SINGING STAGE CONSTRUCTION ORCHESTRA 

ASST. DIRECTOR PROPERTIES SOUND 

_STAGE MANAGER -LIGHTING 

J>UBLICITY -BOX OFFICE 

-COSTUMES 

-MAKEUP 

IF THERE ARE ANY ROLES IN THIS PRODUCTION FOR WHICH YOU DO NOT WISH TO BE CON
SIDERED, PLEASE INDICATE 

3. PLEASE COMPLETE THE SCHEDULE BELOW, SHOWING YOUR CLASSES AND ANY OTHER 
ACTIVITIES (SUCH AS WORK) WHICH WOULD INTERFERE WITH DAYTIME SCHEDULING ON 
WEEK DAYS: 

MONDAY 
TUESDAY 
WEDNESDAY 
THURSDAY 
FRIDAY 
SATURDAY 

7:30 8:30 9:30 10:30 11:30 12:30 1:30 2:30 3:30 
I 

j 

PLEASE LIST ANY CONFLICTS YOU MAY HAVE WITH REHEARSALS AND CREW CALLS (1) AFTER 
7.00 P.M. MONDAYS THROUGH FRIDAYS, (2) SATURDAY NIGHTS, (3) SUNDAY AFTERNOONS 
AND NIGHTS, FROM NOW THROUGH PRODUCTION DATES. 

UNIVERSITY THEATRE 
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Appendix 2 

Theatre Activities Data Sheet, Page Two 

THEATRE ACTIVITIES DATA SHEET, p. 2 

NAME . 
(LAST) (FIRST) (MIDDLE) 

SEX AGE HEIGHT WEIGHT PARENTS' NAME 

1. PLEASE LIST ROLES YOU HAVE PLAYED, TITLE OF PRODUCTION, AND NAME OF PRO
DUCING GROUP. (USE EXTRA SHEET IF NECESSARY) 

ROLE TITLE OF PRODUCTION PRODUCING GROUP 

2. PLEASE LIST PRODUCTION POSITIONS YOU HAVE FILLED, TITLE OF PRODUCTION, AND 
NAME OF PRODUCING GROUP. (USE EXTRA SHEET IF NECESSARY) 

POSITION TITLE OF PRODUCTION PRODUCING GROUP 

3. PLEASE LIST ANY MUSICAL INSTRUMENTS YOU PLAY. 

4. NAME OF HOMETOWN NEWSPAPER— 

ADDRESS OF HOMETOWN NEWSPAPER_ . 
(CITY) (STATE) 

(ZIP) 



Appendix 3 

Emergency Procedures 

A copy of all emergency procedures shall be posted 

in the Stage Manager's prompt book during any performance. 

All staff and faculty members will make themselves familiar 

with the operation of emergency equipment located in the 

University Theatre. 

Emergency Fire Procedures 

In the event of a fire in the University Theatre 

during a performance, the Stage Manager will: 

a. Bring up the house lights on panic as a 

prearranged signal that the performance is to stop. 

b. Go to Downstage Center before the audience and 

read the following message: LADIES AND GENTLEMEN. WE ARE 

EXPERIENCING TECHNICAL DIFFICULTIES AND REQUEST THAT YOU 

VACATE THE BUILDING. PLEASE WALK TO THE NEAREST EXIT. THANK 

YOU. 

The House Manager will: 

a. Call the fire department at 765-5757. 

b. Call the University Fire Marshall at 742-3^1^. 

r. / -



Appendix 3 

Emergency Procedures for a Tornado Watch 

In the event that threatening weather is forecast, 

weather bulletins will be constantly monitored by the 

Business Manager throughout the performance. The Stage 

Manager will be informed that threatening weather is fore

cast. In the event that a tornado watch is issued the 

Business Manager will: 

a. Alert the Director of the play, the Director 

of Theatre, and the Stage Manager that a tornado watch is 

in effect. 

b. Turn on the portable radio. 

c. Issue flashlights to the ushers and house staff 

d. Ascertain that ushers are aware of the emergen

cy positions and duties. 

e. Instruct ushers to clear a path between the 

theatre and basement of all chairs and potential obstruc

tions . 
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Appendix 3 

Emergency Procedures for a Tornado Warning 

In the event that a tornado warning is issued (a 

tornado is on the ground and threatening Lubbock, and the 

Texas Tech campus) the Business Mâ ^̂ -ger will institute 

emergency procedures by: 

a. Positioning ushers in their emergency stations. 

b. Instructing ushers to open sliding doors in the 

Green Room to the east side. 

c. Informing the Stage Manager of the tornado warn

ing. (f^i\ hoj^e ^y^/^A6.ir/t^ /^A^o 3rH6r /y/^^/'Ctr:^ -J^DJAI >^^U<^ 

d. Taking the portable radio to the basement to 

monitor weather conditions. 

e. Opening all doors in the basement. 

The Stage Manager will execute emergency procedures 

by: 

a. Announcing to the company the issuance of a 

tornado warning and directing them to seek shelter in the 

basement immediately but calmly. 

b. Bring up the house lights on panic as a pre

arranged signal that the performace is to stop. 

c. Go before the audience and read the following 

announcement: LADIES AND GENTLEMEN. THE NATIONAL WEATHER 

SERVICE HAS ISSUED A TORNADO WARNING FOR LUBBOCK AND THE 
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TEXAS TECH CAMPUS. AT THE PRESENT TIME THERE IS NO IMMED

IATE DANGER, BUT WE HAVE BEEN INSTRUCTED TO SEEK A PLACE OF 

SAFETY. PLEASE STAND AND WALK CALMLY TO YOUR RIGHT. THE 

USHERS WILL DIRECT YOU TO THE BUILDING SHELTER. I REPEAT, 

THERE IS NO IMMEDIATE DANGER SO PLEASE WALK CALMLY TO YOUR 

RIGHT AND THE USHERS WILL DIRECT YOU TO A PLACE OF SAFETY 

IN THE BASEMENT. THE PERFORMANCE WILL BE RESUMED AS SOON 

AS WEATHER CONDITIONS PERMIT. 

The Stage Manager and the Bus4n-eG0 Manager will be 

responsible for ascertaining that all persons in the build

ing are in the shelter and that everything is orderly. The 

EuaJjies-s Manag^e^ and ushers will enforce the no smoking 

regulation in the shelter area during the emergency pro

cedures . 
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Emergency Procedures for a Power Failure 

In the event of power failure during a performance, 

the emergency lights will come on. The Stage Manager should 

take his flashlight and go before the audience. He will 

read the following message: LADIES AND GENTLEMEN. WE ARE 

EXPERIENCING A TEMPORARY POWER FAILURE AND ARE FORCED TO 

HALT THIS EVENING'S PERFORMANCE UNTIL POWER IS RESTORED. 

PLEASE REMAIN IN YOUR SEATS AS WE EXPECT RESUMPTION OF 

NORMAL ELECTRICAL SERVICE MOMENTARILY. THANK YOU FOR YOUR 

PATRONAGE. 

In the event the power is not restored within fif

teen minutes of the initial power failure, the Stage Manager 

will make the following update announcement: LADIES AND 

GENTLEMEN. DUE TO THE POWER FAILURE WE ARE FORCED TO CANCEL 

THE REMAINDER OF THIS EVENING'S PERFORMANCE. THE USHERS 

HAVE TAKEN UP POSITIONS WITH FLASHLIGHTS TO HELP YOU LEAVE 

THE THEATRE SAFELY. PLEASE WATCH YOUR STEP. AN ANNOUNCE

MENT WILL BE MADE ON RADIO AND TELEVISION TOMORROW CONCERN

ING A FUTURE PRODUCTION DATE AT WHICH YOUR TICKETS WILL BE 

HONORED. PLEASE KEEP YOUR TICKET STUBS AS THEY WILL BE 

NEEDED FOR ADMISSION. THANK YOU. 

:r//.v:̂ /-/̂ vr / /AJ T^(J ajer^r (^,H(^,< Qc-^v^c^ //^^^^^ ^o^.?^--

^/7/^ r̂ /T/v 7"̂ ,>̂  ^rr^. 
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