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CHAPTER I 

INTRODUCTION 

Statement of Problem 

A primary goal of the Texas Tech University Theatre 

is to prepare students for the professional theatre arts 

world. Accordingly, the Texas Tech Theatre Arts Depart

ment provides a wide range of courses in all areas of 

theatre production. Courses are offered in acting, 

directing, scenery design, costume design, lighting, and 

playwriting. One essential area of play production, stage 

management, is notably lacking from the curriculum. Most 

educational theatres recognize the importance of the stage 

manager since he is "the person responsible for making the 

entire production run smoothly, on stage and backstage, in 

pre-rehearsal, performance, and post-performance phases." 

The training of stage managers, however, is overlooked in 

many educational theatre programs. 

Texas Tech students may earn academic credit for 

serving as a stage manager for a university or lab theatre 

production; therefore, it is important that they develop a 

Lawrence Stern, Stage Management, A Guidebook of 
Practical Techniques (Boston: Allyn and Bacon, Inc., 
1974), p. 1. 



working knowledge of their stage management responsibili

ties. "A new stage manager typically makes his or her own 

kind of improvised performance, trying to carry out 

functions of stage management without ever being able to 

find out for sure what his functions are.""" This type of 

trial and error frequently causes problems for actors, 

directors, and stage managers. The only sources available 

to the stage manager at the Texas Tech University Theatre 

is a list of "responsibilities and duties of the stage 

3 

manager"; David Weaver's Manual of Operations and Pro

cedures for Productions at the Texas Tech University 

Theatre; Lawrence Stern's Stage Management: A Guidebook 

of Practical Techniques; and Terry Tittle's thesis, A 

Manual of Procedures for Stage Managers at the Texas Tech 

University Theatre. The stage manager's manual is intend

ed to be used as a "practical application of procedures 

used in stage managing productions at the Texas Tech 

University Theatre," and to give the stage manager a 

4 

comprehensive list of procedures. The manual of pro

cedures has been used as a guideline for every stage 

Ibid., p. xiii. 

David Weaver, A Manual of Operation and Procedure 
for Productions at the Texas Tech University Theatre 
(Masters Thesis, Texas Tech University, 1977), p. 50. 

^Terry Tittle, A Manual of Procedures for Stage 
Managers at the Texas Tech University Theatre (Masters 
Thesis, Texas Tech University, 1977), p. 31. 



manager between 1983 and 1986. Since its initial adop

tion, the Texas Tech University Theatre's Manual Pro

cedures for Stage Managers has been neither evaluated nor 

revised. 

Since some procedures invariably change within an 

organization, manuals of operations should be periodically 

reviewed and revised. The problem of this study will be 

to provide the Texas Tech University Theatre with an 

evaluation of the Manual of Procedures for Stage Managers 

at the Texas Tech University Theatre. The second part of 

this problem is to determine which procedures are still 

effective and efficient and which procedures should 

logically be updated. The similarities between the 

productions of Wings in 1983 and Monday After the Miracle 

in 1985 provide an excellent opportunity systematically to 

evaluate all areas of the manual of procedures. Both were 

single set productions designed for touring. Both were 

entered in the American College Theatre Festival and 

toured to two locations, and both were complex produc

tions. This study will be conducted by (1) applying all 

applicable procedures from the manual, and (2) evaluating 

the procedures while stage managing Monday After the 

Miracle by William Gibson as produced by the Texas Tech 

University Theatre under direction of Professor George W. 

Sorensen for the American College Theatre Festival XVIII. 



Review of Literature 

There are many general theatre books that outline 

certain stage management functions. In Carl Allensworth's 

The Complete Play Production Handbook, Joann Green's The 

Small Theatre Handbook and John Gassner's Producing the 

Play the stage manager's responsibilities are briefly 

outlined. Jon Greenberg's Theatre Careers discussed the 

different types of stage managers. Hendrick Baker's Stage 

Management and Theatre Craft and John Youngs's Directing 

the Play discuss the production as a whole. However, 

these books only outline the stage manager's functions 

briefly. Because stage management encompasses so many 

types of responsibilities, it is dangerous to rely on 

these general theatre books for detailed theatre manage

ment procedures. These books are usually concerned with 

the production as a whole and devote only a few brief 

pages to the duties of the stage manager. 

There have been only two books written about stage 

management. Because of this lack of information, "there 

are few places where anyone can find any written summary 

of useful principles or primary needs of stage manage

ment.' Bert Gruver's The Stage Manager's Handbook is one 

of the two books written exclusively for the stage 

VJilliam Gibson, Monday After the Miracle (New York 
Atheneum Publishers, 1982). 

Stern, preface. 



manager. This handbook was the official union handbook 

until it became outdated. 

Although Mr. Gruver's book was revised in 1972 by 

Frank Hamilton, it is still outdated. This guide book is 

very thorough; it begins at the pre-rehearsal phase and 

takes the stage manager through all of his responsibili

ties until the actual closing of a production. The 

beginning stage manager might find this book's information 

presented in a stilted manner. 

The second book. Stage Management: A Guidebook of 

Practical Techniques, written by Lawrence Stern, is a more 

recent book. It has replaced Gruver's as the main docu

ment of stage management practice. This book is valuable 

to the student who is contemplating stage management as a 

professional career. There are many virtues that a stage 

manager must have, and this book describes them all in 

great detail. This book has an incredible amount of 

detail and huge compilation of firsthand knowledge. The 

new stage manager reading all of this information for the 

first time might find Stern's book "more than you ever 

7 
wanted to know about stage managing." 

The general sources and specific stage management 

books will be helpful to the average stage manager, but 

7 
Ray Bradbury, Foreward in Stern, Stage Management 

A Guidebook of Practical Techniques, p. xii. 



fail to provide specific application to a specific the

atre's operation. "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 Procedures for Production at the Texas Tech 

University." This manual provides a generalized list of 

procedures for the stage manager. The A Manual of Proce

dures for Stage Managers at the Texas Tech University 

Theatre gives a detailed list of responsibilities for the 

stage manager. 

The Manual of Procedures for Stage Managers at the 

Texas Tech University Theatre was written to "revise and 

expand the 'Responsibilities and Duties of the Stage 

Manager' into a manual form to be used as a text in train-

9 
ing stage managers." The information found in this 

manual should be used as a helpful guide for the beginning 

stage manager. 

Organization of Study 

At Texas Tech University Theatre, the duties of the 

assistant director/stage manager are performed by the same 

person. These duties are divided into two specific 

groups. Prior to technical rehearsals, the student serves 

as the assistant director. His responsibilities include 

o 

Tittle, A Manual of Procedures for Stage Managers. 
9 
Ibid., p. 6. 



"such tasks as preparing the stage for auditions, compil

ing property lists, recording blocking in the prompt book, 

and keeping rehearsals and production records." At the 

beginning of technical rehearsals, the assistant director 

becomes the stage manager and "serves in a supervisory 

position rather than in the advisory capacity." 

Before a student is to assume his position of assis

tant director/stage manager, he must locate and familiar

ize himself with the list of "Responsibilities and Duties 

of the Stage Manager" and the Manual of Procedures for the 

Stage Manager. This study will focus on evaluating the 

responsibilities of both the assistant director and of the 

stage manager. It will start with the duties of the 

assistant director, beginning with preparing for audi

tions, and follow through the closing duties of the stage 

manager when he prepares for the strike. 

This study begins with the stage managing of the 

Texas Tech University Theatre production of Monday After 

the Miracle for the American College Theatre Festival. 

The similarities between the production of Wings and 

Monday After the Miracle led the chairman of the theatre 

department and the stage manager to decide to conduct this 

study to decide if the procedures in the Manual of Pro-

•'̂ Ŵeaver, p. 49. 

•^•'"Tittle, p. 6. 
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cedures for Stage Managers were still efficient and 

effective. This is the first time since the manual was 

put into effect that any evaluation has been conducted. 

Starting with the pre-rehearsal phase and going 

through the touring phase, the stage manager referred to 

the Manual of Procedures for Stage Manager as a guide. 

The stage manager made some changes in procedures, but 

most of the procedures were used as written in the manual. 

The stage manager found that, because these procedures had 

been implemented without any type of evaluation, some were 

left incomplete. Because this study is an evaluation of 

the Manual of Procedures for Stage Managers, the produc

tion process will be divided into the following areas: 

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 
performances—which includes pre-curtain check
list, giving cues, and emergency procedures. 

4. Touring procedures--which includes 
transportation arrangements and accommodations. 

5. After the production--which includes 
preparing the official production book and tying 
up any loose ends of the tour. 

Also included are examples of forms, lists, and other 

information that the stage manager used during the produc

tion process. 

12 



CHAPTER II 

AN APPLICATION OF THE MANUAL OF PROCEDURES 
FOR STAGE MANAGERS AT THE TEXAS 

TECH UNIVERSITY THEATRE 

Introduction 

A new stage manager is faced with many problems, one 

of which is deciding what to do first. There is not a 

definitive list of responsibilities for a stage manager to 

follow, and when he realizes this, he panics. Respon

sibilities will vary from one production to another. It 

is important, however, for the stage manager to realize 

that he is responsible for everything backstage as well as 

everything on stage. The stage manager must make sure 

that everything he does is a contribution to the produc

tion. 

Recruiting a competent stage manager saves the 

director considerable work. A director should select a 

stage manager that possesses strong personal characteris

tics. "A good stage manager assumes responsibility; keeps 

his cool; keeps his mouth shut, eyes, ears open; thinks 

ahead; is considerate; keeps his sense of humor; is organ-

13 ized and efficient; and is punctual and dependable." 

Stern, p. 7. 
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There are certain qualities that a stage manager must 

possess in order to be efficient. Organizational and 

leadership abilities are the two primary qualities of an 

efficient stage manager. "He or she must be the take-

charge type and a self-starter and must be the kind of 

14 
person who has the capacity to accept responsibility." 

Because this is an evaluation of the Manual of 

Procedures for Stage Managers, it will be divided in the 

same style of decimal-numeric classifications used in 

Tittle's Manual of Procedures for Stage Managers. The 

stage manager for Monday After the Miracle will state 

whether the procedures are effective and efficient. The 

stage manager will also make suggestions for revisions if 

necessary. 

The masculine pronoun "he" is used to refer to either 

a man or woman. This usage is not intended to be discrim

inatory in any way. 

Stern, p. 5. 
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A. Prior to Rehearsals 

A.l. Auditions 

According to the Tittle manual, the stage manager's 

responsibilities start with readying the room for audi

tions and go through returning the room to order after the 

auditions. Due to the changes in the audition procedures 

by the University Theatre, there are some changes that 

should be made in the stage manager's handbook. 

a. The auditionee is no longer given a copy of the 

University Theatre Auditioning Procedures by the 

stage manager. This list of procedures, as well 

as a sign-up sheet for auditions, is now posted 

on the call board prior to auditions. 

b. The audition stage manager, not each individual 

production stage manager, is responsible for 

handing out the Theatre Activities Data Sheet 

(Appendix 2). 

c. The audition stage manager, not each production 

stage manager, is responsible for collecting the 

data sheets and distributing them to the direc

tors prior to the general audition. 

d. The production stage manager should speak with 

the director prior to call back auditions. The 

stage manager is then responsible for having all 

requested materials at the call back auditions. 
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e. The production stage manager should meet any 

special requests made by his director. The 

stage manager of Monday After the Miracle ran 

the call back auditions for the director. The 

stage manager was responsible for pairing the 

auditionees for readings, seeing that no 

auditionee was overlooked and that each 

auditionee was allowed the same amount of time. 

These duties were unusual, however, and should 

not be made part of the manual. 

A.2. Cast 

In addition to following Tittle's procedures regard

ing the cast, the stage manager for Monday After the 

Miracle also kept a list of the addresses and home and 

work phone numbers of both the cast members and the 

production staff. This list was copied and distributed to 

cast members and production staff. This addition to the 

manual is recommended. 

A.3. Prompt Book 

The procedure listed in the stage manager's handbook 

is an excellent way of compiling a prompt book. These 

procedures seemed to be very thorough; however, the stage 

manager of Monday After the Miracle used the following 

procedures: 
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a. Purchase a three-ring binder, biology paper, and 

rubber cement glue. 

b. Place the biology paper in the three-ring 

notebook. 

c. Make a xerox copy of the script. 

d. Cut out each page of the xerox script. 

e. Place the first page of xerox script on the back 

of the first page of biology paper. 

f. Cement the xerox paper in the center of the 

biology paper. 

g. Number each line in the script, starting with 

one. Start renumbering at the top of each page. 

See A.3.1. 

h. Follow this same format for the rest of the 

prompt book. 

i. Note warning cues in the top left-hand corner of 

the page preceding the cues, 

j . Use the left-hand side of the left page to mark 

the technical cues as they will be called in 

performance. See A.3.1. 

k. Divide the right hand page facing the script 

into two columns. See A.3.2. for example. 

(1) Use the first column for a detailed written 

description of all movement. 

(2) Write all technical cues, including light, 

sound and panels in the second column. 
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1. Note all blocking and technical cues in pencil 

in order to make corrections easier. 

A.3.1. Prompt Book, Script Page 

LQ23 
MQE 

1^24 
MQF 

J O H N Scrious> 
- ANNIH. Minor. Where would she be if 1 wercn t the ugly 

duchess•' —and I don't have her instead of your baby. 1 have 
i \ o u . Be ready or I'll go alone. {S/w goes up into the hcJroom 
- to change. John glowers Jt Pete.) 

P E I T : . {Shows the candy.) 1 -
' J O H N . Swedenborg. I want her. {He tromps upstairs, after 

Annie. Pete is left alone, holding the candy.) 
PETl:. This house is worse than the other— {Helen comes in 

'With tablecloth and napkins, to set down; senses Pete, stops.) 
HELEN Who IS, there? 
PETE. {Voice over.) Pete. 

-HELEN. {Pleased.) You are, spelling! More than, your 
. .'name.'* {Pete takes a deep breath.) 

' ' P E T E . {Voice over.) Helen, thy beauty is to me/Like those 
--Nicean barks of yore — 

HELEN. Oh.? 
•'PETE. {Voice over.) That gently o'er a perfumed sea/The 
'weary, wayworn wanderer bore — 

- HELEN. Thank you. {She pats his cheek; pauses on her way 
r.iout.) Do you, always speak in, rhyme.'' {She goes out.) 

- r PETE. I will from now on.-tiLights fade on him and the 
- 'house. Music, time passing. And daylight up on the 
• bedroom and stairs, as Ed descends with his doctor's bag; at 

.•'the couch he sets it down, stands scribbling a prescription. 
.Annie appears above, buttoning up.)-,^ 

ANNIE. I've been praying for offspring. 
^ED. It can't hurt . 

ANNIE. Can't help, I'm a retiredC^\\\oW. Is it menstrual? 

ED. No. 
ANNIE. It's been irr<guiar. 

- ED. No. Here, you can take this for the tiredness No pro
fuse flows!' 
ANNIE Not now. 
ED. 1 want to see you in my office. Teacher. Arc you in town 
this week.? 

40 
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A.3.2. Prompt Book, Chart of Movement Page 

Movement and Business Technical Cues 

LI 

L4 

L5 

L6 

L7 

John X to Table 

Ann spank John on bottom 
with down stage hand 

Ann exit vcs 

Pet X in house 

John exit vcs 

LQ23—L22 Lights 
Out "Do you always 

MQE—L22 Music In 

LQ24--Lights up as 
actors are on stage 
and Pete is off 
stage 

L8 Pete X out of house to 
terrace 

L15 Pete X to chair sit looking 
up at Helen 

L21 Helen turn away from Pete, 
then say line, bring hands 
around with you. 

Start Transition 

Helen exit through gallery 
Pete gather things left on 
table Exit SR. 

Ann enter in B.D. sit on bed 
unbutton blouse. 

Dr. Ed at right of platform 
writing a prescription 

End of Transition 

L32 Ed X to Ann 

MQF—Music out 
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A.4. Schedules 

The procedures on scheduling listed in the stage 

manager's handbook were efficient and effective. The 

stage manager of Monday After the Miracle suggests the 

following additions. 

a. Make sure that copies of the rehearsal schedule 

are given to the cast as well as the production 

and technical crew. 

b. Type and post all production meetings at least 

one week in advance. 

c. The day before the meeting call and remind each 

person that must be present at the production 

meeting. 

A.5. Ground Plan 

Tittle's procedures were very effective and effi

cient. However, due to the unavailability of the Univer

sity Theatre stage, rehearsals for Monday After the 

Miracle began in the Business Administration Building. 

The stage manager of Monday After the Miracle was unable 

to tape the ground plan prior to blocking rehearsals 

because the use of tape in the business building was 

prohibited. 

A.6. Securing Keys 

The procedures in the stage manager's handbook for 

securing and handling keys to various buildings were 
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very precise. There are no changes or additions to be 

made to these procedures. 

A.7. The Theatre 

The procedures written on the theatre in the stage 

manager's handbook were very precise. There are no 

changes or additions to be made to the procedures for the 

theatre. 

^ 
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B. During Rehearsals 

The procedures written for rehearsals in the stage 

manager's handbook were very sparse. Different produc

tions call for varying procedures, and it would be impos

sible to list all stage manager's procedures for a 

production. The stage manager of Monday After the Miracle 

suggests that each stage manager speak with the director 

of his production to learn of specific rehearsal proce

dures. For example, the director of Monday After the 

Miracle had his stage manager note all lines that were 

skipped or incorrect. At the end of each rehearsal, the 

stage manager gave line notes. 

B.l. Rehearsal Area 

Tittle's procedures were very effective and effi

cient. However, due to the unavailability of the Univer

sity Theatre stage, the first three weeks of rehearsals 

for Monday After the Miracle v/ere held in a class room in 

the Business Administration Building. Because of this 

location, it was not necessary for the stage manager to 

use Tittle's procedures until moving into the University 

Theatre. 

B.2. Rehearsal Equipment 

The procedures written on the rehearsal equipment in 

the stage manager's handbook were very precise. There are 
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no changes or additions to be made to the procedures for 

rehearsal equipment. 

B.3. Call Board 

In addition to following Tittle's procedures regard

ing the call board, the stage manager for Monday After the 

Miracle also posted all production meetings. It is 

important that members of the production staff are aware 

of these meetings. During these production meetings, each 

person on the production staff reports on the status of 

his production area. This addition allowed for more 

efficient communication. 

B.4. Cast 

The procedures listed in Tittle's stage manager's 

handbook concerning the cast are very thorough. There are 

no changes or additions to be made. 

B.5. Blocking 

The procedures written on blocking in the stage 

manager's handbook were very precise. There are no 

changes or additions to be made; however, there is one 

suggestion. Since a director might change blocking 

several times, the stage manager should note blocking in a 

separate notebook. Once the blocking is set, the stage 

manager can transfer it into the prompt book. 
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B.6. Blocking Notation 

The procedures on blocking listed in the stage 

manager's handbook were very precise. There are no 

changes or additions. The stage manager for Monday After 

the Miracle used a different procedure to note blocking. 

See A.3.2., under Movement and Business. 

B.7. Conclusion of Rehearsal 

The procedures written on the conclusion of rehears

als in the stage manager's handbook were efficient and 

effective. However, the stage manager of Monday After the 

Miracle has made the following suggestion to make the 

procedures more efficient. 

a. It is important to remind the cast to check all 

personal belongings before the stage manager 

locks the theatre for the evening. 

B.8. Publicity Photos 

The procedures on publicity photos are very thor

ough. The stage manager for Monday After the Miracle was 

not responsible for choosing the publicity photos or 

writing the captions. However, the stage manager was 

responsible for typing all the information concerning the 

publicity photos. See B.8.1. 
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^•8.1. Publicity Photo Information 

DIKLCrOR 
DATCS 
riMCS 
PLACE 

Cioorcie W. Sorcnson 
14-18 November 1985 
8:15 ; 2 :00 , 17 November 1985 
U n i v e r s i t y Theatre 

T i t l e o f P r o d u c t i o n : Monday A f t e r The Mi rac le 

I'HOTOS: 
Example: J u l i e Love (p layed by Te r r i True) f l a i l s out a t her l o v e r 

Fred Free (p layed by Tom B i t ) when she learns o f h i s u n f a i t h 
fu lness and t reachery in the upcoming p r o d u c t i o n o f TRUE 
CONFESSIONS at the Texas Tech U n i v e r s i t y . The a c t i o n drama 
w i l l run December 3 -6 , w i t h performances a t 8:15 each n i g h t . 
For t i c k e t i n f o r m a t i o n c a l l 742-3601. 

BE VERY EXPLICIT AND DESCRIPTIVE WITH YOUR CAPTION! 

1. Helen K e l l e r (Lau r ie Whi t ten) begs John Macv (Car l Condra) to s tay w i t h 

her and share i n t i m a c i e s in MONDAY AFTER THE MIRACt E at TPX<^<; Terh i in ivpr<; i t y , 

Thea t re , November the 14-18. For reserva t ions c a l l 742-3601 

Fo l l ow ing a b i t t e r d i s c o v e r y . Annie S u l l i v a n (Lea Barron) re fuses John , her 

husband (Car l Condra) , a d r i n k , f o r c i n g him to d r i n k from her shop, i n 

MONDAY AFTER THE MIRACLE a t Texas Tech U n i v e r s i t y Thea t re . November 14-18. 

For rese rva t i ons c a l l 742-3601. 

3. Helen K e l l e r ( L a u r i e Whi t ten) r e a l i z e s that the t r i a n g l e i n v o l v i n g h e r . 

Annie S u l l i v a n (Lea Barron) and John Ma cv (Car l Condra) is c jos t r i i c t i vp tn 

each o f them. Ir^: MONDAY AFTER THE MIRACLE at Tpxas TFrh Uni v e r s i f y ThP^f rP, 

i; 0 v e mber 14-18. For rese rva t ions c a l l Z-C?-3601. 

A. Jofin Mdcy (Car l Condra) and Annie S u l l i v a n (Lea 8ar ron) f a l l in love wh i le 

work ing w i t h Helen K e l l e r (Laur ie Whi t ten) on her book. T j ^ e ^ S t o r v o f M y l i f e. 

In MONDAY AFTER THE MIRACLE at Texas Tech U n i v e r s i t y . November 14-18. 

l o r rese rva t i ons c a l l 742-3601. 



22 

Annie Sullivan (Lea Barron) is told thcnj.MMl tor surgery by her doctor 

(Arch Hooks) and realizes that she ĉ nruit have a child. In VQNOAY AtllR 

THE MIRACLE at Texas Tech Universi tŷlt-.';N̂  t:er. November 14-18. For resor..! t. i r.ns 

call 742-3601. 

_Pete (T. Graham Orown) stri-.es out ^-jt ':̂'-" '-'i^cy (Carl fonrir.̂  1 -.vhpn ho 

discovers that he made lov-.- t-n Helen Kp]]^r fl aurie Whitfpn^ 

In MONDAY AFTER THE MIRAC.F at T̂ ŷas Tr>-h iiniversity Thpstr^, Nnvomh^r 

14-18. For reservations rail 742-3601 

I.D. PHOTO: (LEFT TO RIGHT) 
dea Barron. Carl Condra, Laurie Whitten. T. Graham Brown. Arch Hooks 

I. 

2. 

3. 

.1. 

Lea Barron 

Carl Condra 

Laurie '.•.'hi tton 

T. Gi-aha:n Brown 

Ar'ch !•00^S 
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B.9. Crew Night 

University Theatre procedures regarding crew nights 

have been changed since the Manual for Stage Managers was 

written. The University Theatre designer felt that more 

production work could be accomplished if the crew nights 

were changed to Saturday workdays. Due to the University 

Theatre changes, the following procedural changes were 

made. 

a. The title "crew night" has been changed to 

"workday." 

b. The technical director will schedule the workday 

and inform the stage manager of the date and 

time. The stage manager will then inform the 

cast. (Workdays are usually scheduled for 

Saturdays during the hours of 9:00 a.m. and 5:00 

p.m.) 

c. Crev\7 assignments for the cast members are made 

prior to workdays by the technical director. 

d. Any actor without a specific job assignment will 

be placed wherever needed. 

B.IO. Paper Tech 

The stage manager of Monday After the Miracle 

suggests that the following section be added to the Manual 

of Procedures for Stage Managers. This addition is 

recommended to allow for thorough communication between 

the director, designers, and stage manager prior to the 
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first technical rehearsal. During a paper tech, the 

designers talk through all the cues with the director and 

stage manager. Such careful planning makes possible an 

efficient first technical rehearsal. The procedures of 

the paper tech are: 

a. Schedule the paper tech for a time that is 

convenient for the director, designers and the 

stage manager. 

b. The lighting designer and sound designer talk 

through each of the cues. The designers explain 

what they are trying to achieve with each cue. 

c. The stage manager will be given the opportunity 

to talk through each cue with the designers. 

This gives the stage manager an idea of how the 

cues are to be executed. 
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C. During Technicals, Dress Rehearsals, 
and Performances 

The preface written in the stage manager's handbook 

on technicals, dress rehearsals, and performances was 

clear and precise. However, the stage manager of Monday 

After the Miracle makes the following suggestions for a 

more efficient technical rehearsal: 

a. Talk to the cast prior to the first technical 

rehearsal and inform them of procedures to be 

followed. 

b. Remind the cast that they have rehearsed the 

show for several weeks and this will be the 

first rehearsal for the technical staff. 

c. Encourage the cast to be supportive of the 

technical staff. 

C.l. Pre-curtain Checklist 

The pre-curtain checklist found in the stage 

manager's handbook was very thorough, but basic. The 

stage manager should go through the list, making specific 

additions that he feels are necessary for his production. 

The stage manager of Monday After the Miracle suggests 

that the checklist be written in detail, as though the 

stage manager was preparing the list for someone else to 

complete. 
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C.2. Technical Cues 

The procedures on writing and calling technical cues 

in the stage manager's handbook are very efficient. This 

study suggests no changes or additions. It is important 

to note that each stage manager may develop his own way of 

noting cues. The stage manager of Monday After the 

Miracle used a different approach to note cues. See 

A.3.1. 

C.3. Running Time 

Tittle's procedures v/ere very effective and effi

cient. There are no changes or additions. 

C.4. Intermission 

Tittle's procedures were very effective and effi

cient. There are no changes or additions. 

C.5. Emergency Procedures 

Due to the changes in the emergency procedures by 

the University Theatre, there are some changes that should 

be made in the stage manager's handbook. The nev; proce

dures are found in Appendix 4. 

C.6. Conclusion of Performance 

The procedures written on the conclusion of perfor

mance in the stage manager's handbook were very precise. 

The stage manager for Monday After the Miracle had the set 

crew set the stage for Act I and put away all props. 

^ 
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C.7. Production Photographs 

The procedures written on production photos were 

very thorough. It is important to note that the title has 

been changed from production photographs to departmental 

photographs. The stage manager of Monday After the 

Miracle suggests that a special time be selected specif

ically for the departmental photographs. When the photo

graphs are taken following a production, the actors, as 

well as the crew, are tired, and the photo call is not 

productive. If the time were set one hour before a 

brush-up rehearsal, a more efficient photo call could be 

held. 

C.8. Special Problems 

The problems listed in the stage manager's handbook 

were examples of problems that a stage manager might 

encounter. It is important for the stage manager always 

to be calm and ready for any type of emergency. The 

examples in Tittle's handbook were helpful and efficient. 

Since the cast for Monday After the Miracle became such a 

strong ensemble company, the stage manager only encoun

tered minor problems. 

M,'.r n 
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a. Locating special props 

(1) Locating a turn of the century brailler. 

(2) Making arrangements for the brailler to be 

mailed to the University Theatre. 

(3) Making special arrangements to keep the 

brailer in case the production was selected 

to advance to the Regional festival. 

b. Special research for cast 

(1) Locating someone to teach the cast how to 

use the brailler. 

(2) Locating someone to teach the cast finger 

spelling. 

(3) Scheduling special rehearsals to teach the 

cast finger spelling. Making certain that 

the rehearsals are convenient for the cast. 

(4) Making certain that the cast has transpor

tation to all rehearsals. 

c. Rehearsal space 

(1) Never being in the same rehearsal space for 

more than five days. 

(2) Having five rehearsals on the University 

Theatre stage prior to the first technical 

rehearsal. 

(3) Having eight rehearsals on the University 

Theatre stage before opening. 
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D. Touring Procedures 

In addition to following Tittle's procedures regard

ing touring, the stage manager for Monday After the 

Miracle requested a meeting with the chairman of the 

Theatre Arts Department. The stage manager asked 

questions pertaining to the finances allocated for travel, 

as well as asking for suggestions the chairman might have 

regarding traveling with a show. It is imperative that 

the stage manager be informed of the amount of money 

allocated for touring the production. This recommendation 

allows for efficient communication with the chairman. 

Once the stage manager knows how much money is 

allocated for the production, he can prepare a budget. 

The stage manager for Monday After the Miracle took the 

total amount allocated and divided it in half. Funds were 

divided in the event that the production was chosen to 

advance to the Regional festival in Fort Worth, Texas. 

D.l. Registration 

The procedures written on registration in the stage 

manager's handbook were very efficient. There are no 

changes or additions to be made. 

D.2. Transportation 

According to the Tittle manual, it is the stage 

manager's responsibility to arrange for a rental truck to 

transport the set, costumes, lighting equipment and prop 
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cabinets. However, the University Theatre technical 

director was responsible for renting the truck for the 

production of Monday After the Miracle. The other proce

dures written on transportation in the stage manager's 

handbook were efficient, but inadequate. The stage 

manager for Monday After the Miracle suggests the follow

ing procedural additions. 

a. If possible, arrange to have a smoking and 

non-smoking van. 

b. According to university policy, it is not 

necessary that drivers be employed by the 

University Theatre. However, a driver must be 

employed by Texas Tech University. 

c. Set limitations on the amount of luggage the 

cast and crew are permitted to bring. 

d. Assign a van captain to each van. This person 

is responsible for collecting and keeping all 

gas credit card receipts. He must also assume 

responsibility for the whereabouts of the van at 

all times. 

e. Following the trip, instruct each van captain of 

the proper procedures used in returning his van. 

(1) Schedule a time the following morning for 

all van captains to return their assigned 

vans. 



31 

(2) Prior to returning the vans, each captain 

is responsible for informing the stage 

manager of the total amount of mileage 

used, along with the total amount spent on 

gas. 

D.3. Accommodations 

In addition to following Tittle's procedures regard

ing accommodations, the stage manager of Monday After the 

Miracle divided the rooms into smoking and non-smoking. 

This recommendation is to allow for comfort among the cast 

and crew. 

D.4. Per Diem 

The procedures written on per diem in the stage 

manager's handbook were very precise. The stage manager 

for Monday After the Miracle prepared an itemized budget 

using $4, $6, and $8 per day as the bases for considera

tion. Once the budget was completed, it was presented to 

the chairman of the Theatre Arts Department for review. 

The chairman then selected one of the amounts to be 

distributed among students. 

D.5. Organizational Meetings 

The procedures concerning the organizational meet

ings in the stage manager's handbook were very efficient 

and effective. The stage manager for Monday After the 

Miracle makes the following suggestions pertaining to the 

«̂  
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last organizational meeting prior to departure. These 

suggestions are made to allow for more thorough 

procedures. 

a. The stage manager should review all procedures 

pertaining to the cast and crew travel. 

b. The stage manager will distribute the allocated 

per diem to the cast and crew. At this time, 

the stage manager will have a form for the cast 

and crew to sign, stating they have received 

their per diem. See D.5.1. 
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D . 5 . 1 . S t a t e m e n t of Per Diem 

Texas Tech University 
Univprsily Thcnlre 

The students l i s t e d below w i l l be represent ing the Theatre Arts Department 
at the American College Theatre Fest iva l in Fort Worth, Texas January 12-19. 
The fo l l ow ing students have received t h e i r per diem for the intended t r i p . 

NAME AMOUNT SIGNATURE 

1. Carl Condra 

2. Arch Hooks 

3. Graham Brown 

4. Lea Barron 

5. Laurie Whitten 

6. Carol ine Crawford 

7. Doug G i l p i n 

8. Joe Har r is 

9. Brent Peterson 

10. Skip Harless 

11 . Wes Naron 

12. Donna Wright 

13. Terri Love 

14. Elaine Atkinson 

15. Cherrie Sciro 

16. Rona Book 

17. Doug Pincu 

13 Stacy Benson 

19. Bob Filarski 

20. nizar Daou 

21. CIinton McLaughlin 

22. Mark Garcia 

23. Steve Jones 

$64 

$64 

$64 

$64 

$64 

$56 

$56 

$24 

$32 

$32 

$32 

$32 

$32 

$24 

$24 

$24 

$24 

$24 

$24 

$24 

$24 

$24 

$24 

-AA^ 
CCU^(LUUS^ 

V/Z/TTPr 
4 

Rot 4?<}« ' ! uhhor l ^l'^.^K 7qj'M.4>0«'IHO^i - j > . IWII 

Ck 
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D.6. Load In/Load Out 

In addition to following Tittle's procedures regard

ing the load in/load out, the stage manager for Monday 

After the Miracle also typed a list of the order in which 

items were to be set up and struck. This list was copied 

and distributed to the cast members and the production 

crew. This recommendation is to allow for efficient load 

in/load out procedures. See D.6.1 and D.6.2. 

fi. 



D.6.1 Load In 
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4. 

GROUND CLOTH 

Laurie 

Cherrie 

Rona 

Stacy 

Lea 

GALLERY 

Mark 

Arch 

Nizar 

Graham 

Carl 

Doug G. 

PLATFORM C 

Nizar 

Graham 

Carl 

SET BRACES 

1 

2 

3 

4 

SL 

CSL 

CSR 

SR 

Al, A2, A3 

(will set the D.S. end) 

(Stacy and Lea will hammer in lag 

screws) 

(LAST TO GO DOWN) 

(FIRST TO GO DOWN) 

OFF OF BRACE #4—#3 CENTER 4' FROM STAGE RIGHT OF #4 

5. PLATFORMS 

DR 

DC 

DL 

UR 

UC 

Down left 
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6. SET BRACES (Stacy and Lea will take lag 

screws out) 

1. Stage left 

2. Center stage left 

3. Center stage right 

4. Stage right (#4 goes down first) 

7. GALLERY 

Mark 

Arch 

Nizar 

Graham 

Carl 

Doug 

8. PANELS 

Mark 

Bob 

Nizar 

9. FENCE 

Caroline 

Cherrie 

10. BELL 

Laurie 

Lea 

11. TERRACE 

Nizar 

Mark 

12. GROUND CLOTH 

Cherrie 

Laurie 

Lea 

Rona 

Stacy 
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13. PROPS 

Rona 

Stacy 

Any guys that are not busy. 

14. COSTUMES 

Rona 

Stacy 

Graham 

15. FURNITURE 

Carl 

Arch 

Lea 

Laurie 

Cherrie 

If you find that you are free and someone else needs help, 

please go to him. Try to keep this as organized and as 

safe as possible. 
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D.6.2. Load Out 

1. WINDOW AND CORNICE 

Nizar 

Bob 

Doug 

Mark 

Arch 

Clinton 

STRIP FACINGS 

5. 

Carl 

Graham 

PLATFORM B 

Nizar 

Mark 

Lea 

Rona 

Carl 

PLATFORM C 

Doug 

Nizar 

Mark 

Graham 

Arch 

Carl 

PLATFORMS 

Upper right 

Upper center 

Upper left 

Down right 

Down center 

UL 

(lower platform; Helen's bedroom) 

(large platform; Annie's bedroom) 
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Carl 

Graham 
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(rear u.s. platform) 

8 

10 

11 

PLATFORM C 

Nizar 

Doug 

Mark 

Graham 

Arch 

Carl 

PLATFORM B 

(Annie's bedroom) 

Nizar 

Mark 

Graham 

Carl 

Lea 

TERRACE 

Nizar 

Mark 

STEP UNITS 

Rona 

Laurie 

FACINGS 

Carl 

Graham 

(Helen's bedroom) 

12. WINDOW AND CORNICE 

Nizar 

Bob 

Doug 



Mark 

Arch 

Clinton 

13. PANELS 

Bob 

Mark 

Nizar 

14. FENCE 

Cherrie 

Caroline 

15. BELL 

Laurie 

Lea 

16. SET FURNITURE 

17. 

Carl 

Graham 

Lea 

Arch 

Laurie 

Stacy 

Rona 

COSTUMES 

Rona 

Stacy 

Graham 

18. PROPS 

Rona 

Stacy 

Any of the guys that are not busy 
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19. SOUND AND LIGHTS 

Doug 

Clinton 

Doug P. 

Steve 

If you find that you are not busy and someone needs help 
please go to them. Try to keep this as organized and safe 
as possible. 
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D.7. Excuse Letter 

The procedure in the stage manager's handbook is one 

way to prepare a memorandum to the faculty. However, the 

stage manager for Monday After the Miracle used a differ

ent procedure. See D.7.1 and D.7.2. 
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D . 7 . 1 Memorandum t o F a c u l t y 

Texas Tech University 

University Theatre 

MEMORANDUM 

TO: 

FROM: 

DATE: 

BJECT: 

Faculty 

Richcird A, Weaver -V^ 

November 4, 1985 

University Excuse 

The students listed below will be representing the Theatre Arts 

Department at the American College Theatre Festival in El Paso, Texas, 

November 19-23. Any consideration you can give these students in permittinq 

them to make up missed work will be appreciated. 

Laurie Whitten 

Cherrie Sciro 

Lea Barron 

Rona Book 

Carl Condra 

T. Graham Brown 

M.>. -J.Nri l u l i h o d . I . ' . j s ,'44(N 4."<(J (>!'•; "•:.' WiOI 
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D.7.2 Memorandum t o Facu l ty 

Texas Tech University 

University TluMln-

MEMORANDUM 

A. Weaver Y^" 

TO: FaculLy 

FROM: Richard 

DATH: IJovomber 4, 1935 

SUBJKCT: University Excuse 

The students listed below will be representing the Theatre Arts 

Department at the American College Theatre Festival in El Paso, Texas, 

November 21-23. Any consideration you can give these students in permitting 

them to make up missed work will be appreciated. 

Arch Hooks 

Doug Gilpin 

Caroline Crawford 

Stacy Benson 

Mark Garcia 

Nizar Daou 

Clinton Mc Laughlin 

Bob Filarski 

Doug Pincu 

Steve Jones 

ELiino Atkinixin 

l( . . ! . " l i I . | 1 . ! . . „ . I . , , , '1 M l : • • 
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D.S. Correspondence between Festivals 

According to Tittle's manual, it is the stage 

manager's responsibility to gather addresses where the 

cast can be reached during holidays. However, this 

procedure was not necessary for the cast and crew of 

Monday After the Miracle. The cast and crew were notified 

prior to the holidays that they had been chosen to attend 

the Regional festival in Fort Worth. 
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E. After the Production 

E.l. The Official Production Book 

The procedures written on the production book in the 

stage manager's handbook were very efficient and effec

tive. No changes or additions are suggested. 

E.2. Time Sheets 

Due to changes in the University Theatre procedures, 

the stage manager is no longer responsible for time 

sheets. This responsibility is now handled directly by 

the technical director of the University Theatre. 

E.3. Scripts 

The procedures written on scripts in the stage 

manager's handbook were very thorough. There are no 

changes or additions to be made. 

E.4. American College Theatre Festival 

The procedures written on the American College 

Theatre Festival in the stage manager's handbook were 

efficient. There are no changes or additions to be made. 

E.5. Strike 

The procedures written on striking in the stage 

manager's handbook were very thorough. There are no 

changes or additions to be made. It is important for the 

stage manager to supervise the strike. This will help 

avoid any confusion over the division of authority. 



CHAPTER III 

CONCLUSION 

This chapter will be a brief evaluation of the 

Manual of Procedures for Stage Managers. Some of the 

procedures were exceptionally efficient, clearly ex

plained, and provided good descriptions. 

It is impossible to prepare a beginning stage 

manager for every problem that he will encounter. How

ever, the Manual of Procedures for Stage Managers provides 

an effective list of responsibilities, problems and 

solutions that will successfully aid stage managers. 

Each procedure listed in the Manual of Procedures 

for Stage Managers was evaluated individually in Chapter 

II. Therefore, the following section will simply be an 

outlined overview of the entire study. 

I. The following procedures written in the stage 

manager's handbook were very efficient and effec

tive. There are no recommended changes or addi

tions . 

A.5. Ground Plan 

A.6. Securing Keys 

A.7. The Theatre 

B.4. Cast 

4 7 
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B.8. Publicity Photos 

C.3. Running Time 

C.4. Intermission 

D.l. Registration 

E.l. The Official Production Book 

E.3. Scripts 

E.4. American College Theatre Festival 

E.5. Strike 

II. The following procedures written in the stage 

manager's handbook were efficient and effective. 

However, the stage manager of Monday After the 

Miracle suggested that additions be made to allow 

for more thorough procedures. 

A.2. Cast, see page 12. 

A.4. Schedules, see page 16. 

B. During Rehearsals, see page 18. 

B.3. Call Board, see page 19. 

B.4. Cast, see page 19. 

B.5. Blocking, see page 19. 

B.7. Conclusion of Rehearsal, see page 20. 

C. During Technical, Dress Rehearsal, and 

Performances, see page 25. 

C.6. Conclusion of Rehearsal, see page 26. 

C.7. Production Photographs, see page 27. 

D. Touring Procedures, see page 29. 

D.3. Accommodations, see page 31. 
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D.4. Per Diem, see page 31. 

D.5. Organizational Meetings, see page 31. 

D.6. Load In/Load Out, see page 34. 

III. The following procedures written in the stage 

manager's handbook were efficient and effective. 

However, the procedures did not pertain to the 

production of Monday After the Miracle and, there

fore, were not used. 

B.l. Rehearsal Area 

D.S. Correspondence Between Festivals 

IV. The following procedures, written in the stage 

manager's handbook, were very efficient and effec

tive. However, the stage manager for Monday After 

the Miracle used a different approach. The change 

in approach was not meant to reflect in any way that 

Tittle's procedures were not efficient. The change 

simply was to provide the reader with a different 

approach. 

A.3. Prompt Book 

B.6. Blocking Notation 

C.2. Technical Cues 

D.7. Excuse Letter 

V. Due to policy changes at the University Theatre, the 

following procedures should be updated in the stage 

manager's handbook. 
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A.l. Auditions, see page 11. 

B.9. Crew Night, see page 23. 

C.5. Emergency Procedures, see page 26. 

D.2. Transportation, see page 29. 

E.2. Time Sheets, see page 46. 

VI. There is one totally new addition to the stage 

manager's handbook. The stage manager for Monday 

After the Miracle made this addition in order to 

make the procedures more complete. 

B.IO. Paper Tech, see 23. 

Tittle's Manual of Procedures for Stage Managers is 

very helpful to the Texas Tech University Theatre stage 

manager. The manual is a guide for both the experienced 

as well as the inexperienced stage manager. The experi

enced stage manager uses the manual to learn Texas Tech 

University Theatre procedures for stage managing; the 

inexperienced stage manager uses the manual to learn how 

to stage manage. Since the Manual of Procedures for Stage 

Managers is so important to the University Theatre, it 

must be evaluated as changes occur in University Theatre 

policy. This study will provide the Texas Tech University 

Theatre with an evaluation of the Manual of Procedures for 

Stage Managers. 
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APPENDIX 1 

PROCEDURES FOR STAGE MANAGERS 

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 Proced

ures and Theatre Activities Data Sheet (Appen

dix 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 audi

tionees with any questions. 

h. See that audition room is returned to proper 

order, that lights are turned off, and the 

doors are locked. 

A.2. Cast 

a. See that all cast members have initialed the 

cast list. Notify any who have not. 

52 
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b. Keep a list of all cast members, their ad

dresses, 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. 

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. 
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(2) Second column contains two or three 

drawings 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 designers in consul

tation with the Director and permanently set 

during technicals. 
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A.3.1. Prompt Book, Script Page 

OJ 

AWAKENING 34 

;XIT NURSF. VRRY CUFFRrni I Y 

SEC. I S 
MRS STILSON Kr.s- no Question rncy h^vc got mc I've t?oon 
what tthit word was c.iplurod is ii^ No it s—Yes. it's c.ipturoc 
tioW^ Near as it can dguro I was m my prano and crashed, 
not unusual, still in all not too common Neither is it very 
grub Ploxit rather or I'd say propopic iVeli that's that, 
jungdabain Anyhow to resume, what I had (or lunch'' That's 
not It. good books I have road, good what, done what? 
W'haaaaat? Do the busy here' Get inside this, rubbidge all 
around let the vontui do some yes oil or it ol above 
semilacrum pwooosh' what with noddygobbit nip-n-crashmg 
inside outside witsil waichii tunnel vortex sucking into 
backlash walchit get-out caught-m spinning ring-grab grobbit 
help woooosh! cannot stoppH on its own has me where it 
wants (AND SUDDENLY SHE IS IN ANOTHER REALM 
LIGHTS TRANSFORMED INTO WEIGHTLESS BLUE. ( T ^ 
SENSE OF EASE AND SERENITY] Pl^npi See if thanks^^ 

-WARNING 

LQ 2S 

LQ 2 6A 

LQ 26B 

vq 5 

okay, onto back we were and here it is. Slow down easy 
now. Captured. Alter crashing, that is what we said or was / ^ ~ \ 
about to, think it so. cannot tell tor sure, slow it slow / . V ^ / 
okay here we go . . . (SPEAKING SLOWER NOW] captured 
after crashing Jjy 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 fell. For example, 
questions such as can I raise my fingers, what's an overcoat, 
how many pickets in a rhyme, questions such as these To 
what use can they be to the enemy? Hard to tell from here. 
Nonetheless, f would say must be certam inlormation I 
possess that (hey want well I won't give n I'll escape' 
Strange things happen to me that they do' Good thing I'm all 
nc.hC Must h'^ HI .Riim.inij ^/i/sf j? h'jn.Ch O' course fTHT 

•On E m i l y ' s 
r .cve 

LQ 2 5 GO 

TQi U GO 

EC. I 
SERENE BLUE LIGHT STARTS TO FADE] Ssssh. 
someone s comnuj © 

NURSE HAS ENHIflED TH'.' NIJRSF GUIQFS MR^: 
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A.3.2. Prompt Book, Chart of Movement Page 

MOVEMENT AND CHART OF MOVEMENT 
BUSINESS 

1. Emily 
stands XDSR 

2. D2 £ N2 
enter UL. 
Set table 
r, chairs. 
D2 sits. 

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

U. N2 XUL 
and o u t . 

TECHNICAL CUES 

FQ ^ - DC,SR, 
U L X 
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 268 
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A.4. Schedules 

a. Obtain the rehearsal schedule from the Direc

tor, 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 

established 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 Direc

tor 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 
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Manager knows about his surroundings, the more 

helpful he can be. 

b. Find the light switches, prop cabinets, 

dressing rooms, fire extinguishers, and first 

aid kit. 
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B. During Rehearsals 

a. Attend all rehearsals. 

b. Maintain order. 

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

included 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 Manager. 

b. Post a copy of weekly rehearsal schedules. 

c. Post any other notices, such as costume 

fittings 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 Direc

tor's table by invitation only. 
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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 

conclusions of each rehearsal, and as neces

sary, 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. 
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(1) Discuss prompting procedure with the 

Director. Does he want lines to be 

letter perfect or is paraphrasing accept

able? 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 

v̂ 7hen 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. 

B.5.1. Property Checklist 

Preset DSC 

Prop Table SR 

Stage Left 

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

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

hospital bed w/sheet, chart 
green chair 
card table w/deck of cards. 
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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, toothbrush, 
spiral notebook, papers) 
tape recorder, testing 
devices in drawer 
large grey armchair 
green chair 
small grey table 
green plastic chair 
red plastic chair 
floor polisher 

Dn. Stage Left -- bench 

snow 

B.6. Blocking Notation 

Each stage manager's method of blocking notation 

will be different. However, the system should be consis

tent 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 & 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.) 
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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 u right panel flies out. 

Other methods of blocking notation, including "in 

the round" are listed in Lawrence Stern's Stage Manage

ment . 

B.7. Conclusion 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. 
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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. 

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. 
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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. 

B.8.1. Photo Call, "Wings" 

Cast members indicated below are to be in costume 

and makeup promptly at 6:30 p.m., Monday, November 3. 

Photo #1: 

Characters: Mrs. Stilson (Freda VJilliams) , Doctor 

(Kent Kirkpatrick). 

Props Needed: 2 chairs, table, testing materials 

(toothbrush, comb, matchbook, 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 #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. 
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Caption: Stricken with aphasia, Mrs. Stilson 

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

Brad Campbell) interrogation as gibberish. 

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 delu

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

Pennington) 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 commu

nicate . 
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Photo #6: 

Identification photo: Freda Williams, Kathy 

Massello, Kent Kirkpatrick, Brad Campbell, Dan Foster, 

Michele Pennington. 

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. 
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C. During Technicals, Dress Rehearsals, and Perfor

mances 

Arrive at the theatre prior to the scheduled 

starting time, allowing enough time to check items on the 

Stage Manager's pre-curtain checklist and enough time for 

the actors or crew member who need more time to prepare 

due to special problems with makeup, costumes, etc. 

C.l. Pre-Curtain Checklist 

a. Check the stage and backstage areas for 

cleanliness 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. 
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j. Check to see that all doors in the backstage 

area are open or closed, locked or unlocked as 

appropriate, 

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 

conditions are in the house, if the lobby is 

clear or if the audience is still arriving, 

t. Call places at three minutes. 
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(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. 

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 consultation 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. 
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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 prepare to execute 

the cue. If a series of cues occur simulta

neously 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 warning and have the Technician 

acknowledge that he has heard the warning. 

The Stage Manager then calls the cues by 

saying LIGHT CUE 25, 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 acknowl

edge the warnings saves a lot of unnecessary 

mistakes and lets the Stage Manager feel 

confident that everyone is listening and ready 

to do their jobs. The intercommunication 

headsets are to be used only for giving cues 

and discussing any problems that may occur. 

Only the Stage Manager should initiate conver

sation except in the event of an emergency. 

e. Work out other methods for calling cues with 

the Technical Director and crew heads when 
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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 checklist. 

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. 

C.6. Conclusion of Performance 

a. See that all equipment is turned off. 

b. Make sure that all costumes, props and sce

nery, 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. 
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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 back

stage 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 sche

duled by the Director or Promotion Director. 

b. Notify cast if photographs are to be taken 

during 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 
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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 re

search, 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 cancella

tion. 

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 dismissed. 

(1) Make certain that all company members 

understand that unexcused absences will 

not be tolerated. 
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(2) If such a situation occurs, discuss it 

with the Director, University Theatre 

Designer, and Technical Director and upon 

their approval, dismiss the cast or crew 

member. 

(3) Immediately notify the Director of The

atre and explain the reasons for dismis

sal. 

d. Problems with cast and crew members 

Handle problems with cast or crew mem

bers, 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 
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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. 

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 smooth

ly, 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 arrange

ments with the host. 

d. Pick up registration packets and issue to cast 

and crew members. 
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e. Give the House Manager the programs for the 

play. 

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 Univer

sity 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 Univer

sity 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 

number 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 Univer

sity Purchasing Department and issue to 

the drivers of the vans and trucks. 
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(5) Instruct the drivers in the proper method 

of completing forms for credit card 

purchases. The Purchasing Department 

will give the Stage Manager an instruc

tion sheet for using the credit cards. 

D.3. Accommodations 

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 informa

tion available to the festival partici

pants. 

(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 The

atre 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. 

D.4. Per Diem 

The University Theatre will provide a per diem, an 

allowance for daily expenses, for each cast and crew 
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member. The amount will depend on the budget allowed for 

the tour, the expenses incurred such as rental transporta

tion and hotel accommodations 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 neces

sary 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. Director and designers. These meetings 
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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 

all plays and critiques. 

(2) Company members are expected to act in a 

proper manner while at the festival. 
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(3) Other than the per diem, hotel and 

transportation expenses, each company 

member is responsible for his own ex

penses, including hotel phone bills. 

(4) Limit the amount of personal luggage in 

accordance with the limited space avail

able. 

g. Try to prepare the cast and crew for any 

changes that may occur due to the performance 

space. 

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., is packed up and loaded onto the truck 

in the proper order. 

c. Work with the Technical Director in supervis

ing 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. 
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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 fes

tival. 

D.7. Excuse Letter 

Prepare a memorandum, signed by the Director of 

Theatre, to Texas Tech University faculty members notify

ing them of the students who will be attending the Ameri

can 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. 
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D . 7 . 1 . Memorandum t o F a c u l t y 

Texas Tech University 

UNivtRSlTV TMCAT«t 

1-1 EM GRAN DUr 

To: Faculty Members teaching classes with students 
listed .below 

fî orn: 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 Terry Tittle 
Ginger Tonne Freda Williajr.s 
Mark St. Ajnant Debi Buck.^.er 
Dan Foster Brad Campbell 
G.W. Frazier Kent Kirkpatrick 
Steve Paxton Sarah Einerson 
Tom Blackburn Jack Hagler 
Christopher Dunn Derek Horton 
Scott Green Tom Colwin 
David Miller Morris Ellis 
Trina Olssen Leigh Ellis 
A.nnie h'ur.ter 
Sabrina 'Cor^vich 
Michele Fonnington 
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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 

character 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. 
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(b) Record of each rehearsal, showing 

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 dis

cretion. 

E.2. Time Sheets 

Turn in cast and crew time sheets to the instruc

tor 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 Univer

sity Theatre addressed to the attention of the 

Stage Manager. 

b. Turn in all bills to the Business Manager. 
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E.5. Strike 

a. See that all cast and crew members are present 

for the strike following the final perform

ance . 

b. Make certain that every cast members has an 

assignment, usually to the crew he was .assign

ed 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 2 

THEATRE ACTIVITIES DATA SHEET 

THEATRE ACTIVITIES DATA SHEET, p. i 

PRODUCTION. 
DATE. 

NAME. CLASS. MAJOR. 

LUBBOCK ADDRESS. PHONE-

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

(B) W H A T THEATRE. MUSIC. OR DANCE COURSES ARE YOU NOW TAKING?. 

(C) DO Y O U 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:-— 

PLEASE INDICATE BY NUMBER YOUR PREFERENCE ON ONLY THOSE THEATRE ACTIVITIES 
W H I C H YOU WOULD LIKE TO PARTICIPATE ON THIS PRODUCTION. 

A C T I N G . DANCING. SINGING -STAGE CONSTRUCTION 

-ASST. DIRECTOR -PROPERTIES 

-ORCHESTRA 

-SOUND 

-STAGE MANAGER -LIGHTING 

-PUBLICITY -BOX OFFICE 

-COSTUMES 

-MAKEUP 

IF T H E R E A R E ANY ROLES IN THIS PRODUCTION FOR WHICH YOU DO NOT WISH TO BE CON
SIDERED. PLEASE INDICATE 

3 PLEASE COMPLETE THE SCHEDULE BELOW. SHOWI.NG YOUR CLASSES AND ANY OTHER 
A C T I V I T I E S (SUCH AS WORK) WHICH WOULD INTERFERE WITH DAYT IME SCHEDULING ON 
WEEK DAYS 

M O N D A Y 
TUESDAY 
WEDNESDAY 
THURSDAY 
F R I D A Y 
SATURDAY 

7;3G 8:30 9 30 10:30 
i i i 
! ! 1 

i ! 
j 1 

11:30 12:30 
1 
( 

1 1 i 
! i > 1 ' 

1:30 2:30 3 30 
1 • 

1 i 
1 1 
1 
i ; 
1 1 

PLEASE LIST ANY CONFLICTS YOU MAY HAVE WITH REHEARSALS AND CREW CALLS ( I ) AFTER 
7:00 P M. MONDAYS THROUGH FRIDAYS. (2) SATURDAY NIGHTS. (3) SUNDAY AFTERNOONS 
A N D NIGHTS. FROM NOW THROUGH PRODUCTION DATES. 

UNIVERSITY THEATRE 
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THEATRE ACTIVITIES DATA SHEET, p. 2 

N A M E 

<LAST) (FIRST) (MIDDLE) 

SEX ^AGE HEIGHT WEIGHT PARENTS" NAME 

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

ROLE T ITLE OF PRODUCTION PRODUCING GROUP 

2. PLEASE LIST PRODUCTION POSITIONS YOU HAVE F ILLED, T ITLE OF PRODUCTION. AND 
N A M E OF PRODUCING GROUP. (USE EXTRA SHEET IF NECESSARY) 

POSITION TITLE OF PRODUCTION PRODUCING GROUP 

3 PLEASE LIST ANY MUSICAL INSTRUMENTS YOU PLAY 

4 N A M E 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 famil

iar 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 pre

arranged 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 742-3941. 

Address of University Theatre, 18th Street, between Boston 

and Flint. 

93 



94 

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 

forecast. 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 emergency 

positions and duties. 

e. Instruct ushers to clear a path between the 

theatre and basement of all chairs and potential obstruc

tions. 

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 House Supervisor (House Manager) 

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. 
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c. Informing the Stage Manager of the tornado 

warning. (All House Managers and Stage Managers should 

have walkie talkies.) 

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 prear

ranged signal that the performance 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 

TEXAS TECH CAMPUS. AT THE PRESENT TIME THERE IS NO 

IMMEDIATE 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 House Supervisor will be 

responsible for ascertaining that all persons in the 
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building are in the shelter and that everything is order

ly. The House Supervisor and ushers will enforce the no 

smoking regulation in the shelter area during the emer

gency procedures. 

Emergency Procedures for 
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 fifteen 

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 

ANNOUNCEMENT WILL BE MADE ON RADIO AND TELEVISION TOMORROW 

CONCERNING 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. 
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IMPORTANT: In the event emergency lights come on, only 

Building Maintenance can turn them off. 
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