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Advanced Play Production Class 


Stage Manager Responsibilities

Auditions / Call Backs:

1.  At 12:45 get the studio ready for auditions. We will need a chair set in the middle of the stage. Set one chair in the middle of audience and put the rest away.
2. Instruct the students as they come in to sit “quietly” stage left on the couches. Set up extra chairs for actors if needed.  

3. After I have welcomed everyone to auditions begin auditions by calling the first person on the list. It is your responsibility to make sure each person is there when needed and that we stick to the schedule as much as possible. 

4. Collect contracts and calendars as each person comes up to audition.

Directors Book:

5. Put together a directors book. A binder that holds the script, the cast roster, attendance sheets, rehearsal calendar (I will give this to you), prop list, and rehearsal notes.
6. Type the cast roster; include each person’s name and phone number. (Give a copy to Mrs. Peterson)

7. Keep attendance and tardiness let me know if anyone has broken their contract by missing a rehearsal or been late more than twice to rehearsal. 

8. Write blocking notes in the script.

Rehearsals:

9. Arrive 15 minutes early. Discuss any technical needs with Mrs. Peterson. Preset the stage with stools and chairs.
10. At the beginning of each class lead the cast in voice and body warm ups. (stretches, tongue twisters, sing a song) 

11. Write down all blocking and instructions given to the actors. (They will come to you when they are not sure about where they should be.)

12. Help coach, acting and character development.

Performance:

13. Make sure everyone is here and getting ready by cast call

14. Check all technical aspects make sure everything is ready to run. 

15. Warm up the cast

16. Manage the performance and all technical elements.

Technical Responsibilities:

17. Help run and organize set days with the cast (1-2 Tuesdays or Fridays)

18. Make sure every technical aspect is ready for rehearsal and performance.
April 14– all practice props are ready and organized for rehearsal use. 

April 21 – all set pieces need to be ready and in place.
April 28 – all props at rehearsal ready to be used.

May 12 – poster & flyers ready to print

May 19 – all costumes tried on and ready, including accessories.
May 26 – all sound cues programmed and ready to rehearse.

May 26 – all scenery completed and ready to hang.

June 2 – all light cues ready for rehearsal.

June 2 – program ready to print
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