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FOREWORD

This manual is devoted to the policies and guidelines for Theatre Erindale production.

Production is the most vital and valuable educational experience a program like ours can provide. To create a Theatre Erindale production costs more for all of us, in money and time and effort alike, than can ever be compensated by any means under the sun. For this reason, it is expected that students of the Theatre and Drama Studies Program will not just see but study every Theatre Erindale Production.

Theatre Erindale has now been developing for roughly two decades, but the practices and standards you will see in this manual have been evolving for much longer. They reflect both the seasoned systems of professional training schools in this country, and the state of the art in professional practice as it exists in Canada today. This manual is an attempt to give new and returning students as well as faculty and staff an overview of the creation and running of productions for Theatre Erindale, in the context both of the Theatre and Drama Studies Program itself, and of the theatre world at large. Please study all of it seriously, whatever your production task is likely to be.

This manual continues to evolve and grow with us as Theatre Erindale learns and matures, and strives to become better and better. Your own contribution, made indirectly through your work and directly through your suggestions, will be crucial to this process – even if you are unaware of making it. May that contribution be a positive one.

Appreciation is expressed for the input of the following sources in preparing this manual:

· Associated Designers of Canada Standards and Working Procedures

· Banff Centre Theatre Complex Safety Policy
· Canadian Theatre Agreement - Canadian Actor’s Equity Association and Professional Association of Canadian Theatres

· CITT - Draft Policies and Procedures for Canadian Theatres

· CITT Newsletter, Hazard Recognition in the Workplace, written by James Carnrite

· Crew Chief’s Manual - C.T. Peacocke, University of Alberta

· I.A.T.S.E. Rule Book - International Alliance of Stage and Theatrical Employees

· Production Handbook - Phoenix Theatre, University of Victoria, First and Third Editions

· Shaw Festival Occupational Health and Safety Policy
· Sheridan College Technical Production Student Handbooks, 1988-92
· Sheridan College Visual Arts Department Safety Policy
· Stage Crew Guide - T.E. Clark, (adapted for York by Keith Bradley)

· Standard Safe Working Practices - I.A.P.A.

· Stratford Festival Production Job Descriptions, 1983

· Theatre Manual - Northwestern Louisiana State University

· Theatre Production - Grant MacEwan Community College

· Theatre Technology, Training for the Theatre, October 1990, written by Paul Court

· York University Department of Theatre Production Manual 1978, written by Ross Stuart

· York University Production Manual 1989

· Ron Cameron-Lewis, Jim Smagata, Peter Urbanek, Joanne Massingham, Rae Ackerman, Phillip Silver, Peter McKinnon

· And especially Marilyn Lawrie.

 – Patrick Young, August 2010
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Theatre Erindale 

Mission Statement

The goal of Theatre Erindale, in the context of the Theatre and Drama Studies Program, is ...

“To provide each Specialist with experience of public theatrical production that is characterized by:

(1) an integral relationship with curriculum,

(2) a challenging variety of performance styles,

(3) a satisfying level of production values, and

(4) professional working practice in every respect 

– all within the given limitations of space, money, and personnel.”
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INTRODUCTION

by Marilyn Lawrie and Friends

(Ms. Lawrie is the former Manager of the Technical Production Program and Chair of the Music Theatre Department at Sheridan College. This informative and inspirational essay introduced one of her handbooks. It drew in turn from previous work by Ross Stuart at York University. Since it could not be more relevant to the members of a production company like Theatre Erindale, it is reproduced here, with their permission, in its entirety. The policies and practices outlined herein are those of the theatre at large and therefore apply to all of us, too. Read it and think about it – and begin to see yourself as part of a long and proud tradition.)

The process that is a theatre production can be very complicated and it often becomes difficult for each individual to understand how his/her role relates to others on the team, both onstage and backstage. As production teams work over a period of time, certain routines are developed, tried, and when they are effective, retained as a method of getting certain jobs done, in ways that will increase our joy in doing theatre.

This production manual is intended to help us all understand our roles and the roles of others in the process: to understand the best use of time so that we may achieve our goals; and to understand the common goal we all share, which is learning how to combine all the elements acting, directing, sets, costumes, props, lights and sound to create an exciting, cohesive theatrical production.

This Production Manual draws from many sources professional theatre practice, standard educational theatre practice, Equity and IATSE rule books, production manuals from other schools, and also reflects the practices which we have developed that specifically pertain to the Technical Production Department at Sheridan [and to Theatre Erindale at UTM]. Much of this manual was based on the input of technical [and acting] students and faculty. We see this input continuing, and revisions to be ongoing. We expect you to assist in this process, by evaluating your own work, how you fit into the production team, and how we can improve things for the person who will follow you.

In 1978, Professor Ross Stuart wrote a York Production Manual, which is the basis of much that follows. From his Introduction, we quote the following, which is as valid to the Sheridan College training process today, as it was when he wrote it for York University:

“Department productions are just that: the work of the Department as a whole. Every member of the production team from the Director to the House Manager has his or her own duties to perform. Above all, our productions are teaching and learning experiences, and the needs of the teaching and learning experience must take precedence over all other considerations.

“This manual for both faculty and students is based on similar works from other universities and on the rules of the profession. Few changes have been made from our existing practice as it has developed over the years. This is how we do it here at York and how we will continue to do it. Therefore, everyone connected with our productions must learn these rules.

“The artistic discipline at the heart of creative work in the theatre is based on rules of practise. And rules provide the framework that makes possible a large group activity like theatre. Rules in the theatre are not restrictive, they are liberating. If everyone involved knows what he or she can expect of others and what is expected of them in return, much unnecessary disagreement and conflict can be avoided, allowing everyone to focus on the common goal creating the best production possible.”
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These rules, disciplines and responsibilities extend to all who participate in theatre. It is therefore important that you use this manual to acquaint yourself fully with the particular responsibilities you have in this program and on a production. You should also be familiar with the responsibilities of those with whom you are most closely working, so that you understand how your roles relate. This applies not only within the production (backstage) team but also to actors, musicians, and front of house. The more we can help each other successfully carry out our responsibilities, the better our production will be. Read the appropriate sections of the manual that refer to your job and the job positions that relate most closely to you, as you begin each production in a new capacity.

Much of what follows in the manual will be concerned with policies, job descriptions, details, schedules, and the drier aspects of our work. It becomes very easy to forget why we are in theatre the joy we can give others and experience ourselves when a production is done well.
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The theatre is a special place of magic. Anyone who doesn’t understand the confusion of a set-up would be hard pressed to explain how a show runs so smoothly that same evening. How do the many elements come together at the same time and at the same place? How is it that Sheridan Hall resembles a workshop in the afternoon and changes character by the evening? What is done that makes this place feel different and special?

It has to do with a strict organization of activity. It has to do with assembling a group of people who work and communicate well with each other. It has to do with an image of competence and confidence in what will appear on stage. It has to do with selecting things that we want people to see, and hiding things we don’t want them to see. It has to do with the manipulation of an audience’s anticipation and excitement. If we do all of this properly, we will enhance the audience’s appreciation of the performance and will create an environment that supports the performer in her or his task.

It starts with preparation for the event. Everyone involved must know what’s going on. We are all crew, managers, designers, performers, and director working toward a common end product. Our special concern is the physical end product. The physical product is created out of the director’s image of what the show means to them, (this is perhaps, the most difficult part of our job). We must find a way to get a picture of what the “artistic vision” is, and turn it into a reality. This means attending early meetings with the designer and director, asking frequent questions, and closely following events in rehearsal. In short, COMMUNICATION. We must make use of the talents of the Stage Manager and the Designers, who should fully understand the show and should be able to communicate it to us. Rely on these people.

In many organizations, as at Theatre Sheridan, it is not possible for everyone to be intimately involved in this communication. To solve this problem, each department has a Department Head. They in turn are responsible to the Production Manager, the Technical Director, the Artistic Director or the Producer. This final group of harried people is ultimately responsible for the functional success of the show the buck stops with them. In order for this organization to work, information must flow freely from these managers to the Heads of Departments, who then pass it on to their crew.

If you are to do your job successfully, you must be sure that you understand the function and the design of the piece you are working on and how it fits into the whole. Your department head should know; ask them! If he or she doesn’t know, they will find out or put you in touch with someone who does know. Remember, there is nothing more frustrating than producing a beautiful piece only to have it rejected because it does not function as it was supposed to. Doing a piece again is costly, not only in materials, but in time. If you do mess up, you have no one to blame but yourself. Obviously, you haven’t asked enough questions.

This process of searching for information and taking responsibility for the success of your product is the first step toward becoming a “professional”. 

“Taking responsibility for the success of your product is the first step toward becoming a ‘professional’.”

Professionalism is much more an attitude than the act of receiving money for your work. It is a desire to do your job better today than you did it yesterday. It is a quiet confidence and pride in your work. It is a willingness to listen and a willingness to contribute. It is the strength of character required to put aside personal feelings and frustrations to maintain a proper working atmosphere. Stanislavski said, “Love the art in yourself, not yourself in your art.” In other words, you are not as important as the finished product. To this end, courtesy to your fellow workers, respect for authority, doing things you may not agree with, and dealing with seemingly insurmountable problems must be done in good humour, no matter how painful it may be. Try using the words “please” and “thank you”. They have amazing power.

Extension of this attitude towards the stage, the shops, and the equipment they house, is part of your professionalism. It is absolutely guaranteed that the shutter you bend, the saw you abuse, or the mess you leave behind will come back to haunt you. Treat your equipment well and it will treat you well. If you do damage anything, let the Head of that department know immediately. The loss of that tool or piece of equipment may be crucial to getting a show built or set up. If you don’t know how it works in the first place, ask. If you break it without asking, someone will be very mad at you. If you leave a mess behind you, it will probably still be there when you return, adding hours to your work time. Or, if it has been cleaned up for you, look out for the person who spent the time dealing with your mess.

Another part of your professionalism is an attitude towards safety. Along with keeping your work area clean and care of the equipment, there is a communication that goes on as a courtesy to 
those working around you. While working on a ladder or a scaffold, it is not uncommon for an object to fall. Yell “Heads!” to let those below you know that they should clear out. Wear appropriate clothing for the work you are doing. Steel-toed and soled shoes are a mandatory investment. Report any injury (no matter how small), to your crew chief. It is for your own protection.

The theatre can be an unyielding place to work. Therefore, discipline yourself to its demands. Be on time for your calls. If you are not there, someone will be forced to do your job for you. This not only creates more work for a short-handed crew, but also makes you very unpopular and ruins the relationship between you and your fellow workers. A common result of being late for too many calls is that you will be replaced by someone who can be on time, (in the real world, this makes paying your bills much more difficult than usual).

Be a self-starter. Put in a good day’s work. There are always things to be done. Develop good work habits. Think your task through, gather your materials and tools, make it pretty, and clean up after yourself. If you do all these things and are pleasant to work with, you will always be working. (By the way, all of this applies to your classroom work as well).

And one last thing. Don’t think that these things are meant to keep you from having fun. The theatre will be a fun place to work but only if you stay within these guidelines.

But you ain’t seen nothing until you’ve seen the discipline and organization backstage. This is a specified situation and the bigger a show is, the more rigorously this special discipline has to be maintained. We work toward creating a smoothly functioning team whose job it is to put the “clothes” on a performance and provide a comfortable and confident environment for the performer to work in. It is our job to make them look good. If they don’t, we look bad.

Before dress rehearsals, the big boss is the Production Manager and/or the Technical Director. They work with the Designers and the Stage Manager and see to it that the physical show arrives on time and works on stage. The crew receives its instructions from these two positions given through the Heads of Departments. Overnight however, a mysterious change takes place. With little or no warning, a (usually) bloodless coup takes place. Suddenly, it is the Stage Manager who reigns supreme. This usually happens at the first rehearsal after the technical rehearsal. It is assumed that the technical show is now ready for the rest of the elements to be added. The job of putting the whole show together falls to the one person who has attended every rehearsal, every meeting, and who is the only person who fully understands the whys and the hows of each element of the performance and technical production.

All crewmembers’ contribution at this crucial time can mean the difference between a flop and a successful show. You must respond to commands quickly and cleanly. Never rely on your memory. Keep a notepad and pencil nearby to list your functions and cues. Make notes on repairs and suggestions of improvements. Keep a watchful eye and lend a hand straightening an actor’s collar or helping someone in need of assistance. Look around your area to see if there are any potential hazards. These hazards may take the guise of a nail not driven in completely, a prop left in the wrong place, and even that piece of wood in a traffic area that will cause someone to trip. Be alert. Be on time for your calls and your cues. Do your job quietly, quickly, and efficiently.
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Be supportive of the show. Your attitude can affect a performance more than you realize. If you are overheard by a performer saying that you think the show’s a turkey, you will damage the confidence of that performer and hinder her or his work. If you peek through the curtain to see if Aunt Martha is there, you have broken the “fourth wall” and have stripped the stage of its magic. If you make enough noise to be heard by the audience, you will destroy the audience’s willing suspension of disbelief and have ruined the show for that moment. If you do any of this, you will have demeaned your own contribution, and the long hours, lack of sleep, and hard work by you and your fellow workers will mean less than it should.

Your co-operation with the Stage Manager is another crucial factor. The Stage Manager will announce the times to curtain and when the audience has been admitted to the theatre. The common format for this is a 30-minute call, a 15-minute call, and a “Places”, “Onstage”, or “Beginners” call. When a call is given in person, it is customary and polite to say “thank you”. This lets the Stage Manager know that you have received the information. If you must leave backstage, let the Stage Manager, Assistant Stage Manager, or Crew Chief know where you will be, and when you will return to your position. When the announcement is made that “the house is in”, this lets you know that it is now the time for the stage to become a special place. It waits in dim light or with the curtain in, in anticipation of the performance. It is the Stage Manager’s obligation to maintain the integrity of the space with the support of a responsible crew.

It’s show time! The House Manager gives the house to the Stage Manager. The Stage Manager satisfies himself/ herself that the performers and crew are ready, and will then call for the houselights to be dimmed to let the audience know that the show is about to begin. They will then call for curtain out and/or lights up when they feel the audience is ready. The timing of these actions is meant to heighten the audience’s anticipation.

The show starts and the technical crew should respond like clockwork to the myriad of standbys, cues, and unforeseen problems and emergencies that happen in each performance. The crew should work as one.

The show ends and the audience applauds. You have worked hard, acted professionally and accomplished much. They can never pay you enough for what you do in this business, so make sure that you get the quiet self-satisfaction of knowing that you’ve done something you can be proud of.

And remember, the applause that you hear is for you, too.
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THEATRE ERINDALE 
GENERAL GUIDELINES 
FOR PRODUCTION

A. Who We Are

Theatre Erindale is the name for the production arm of the Theatre and Drama Studies Program, which is jointly operated by Sheridan College and the University of Toronto at Mississauga (Erindale College). Theatre Erindale events take place in the state-of-the-art Erindale Studio Theatre, located between the North Building and the Residence townhouses on the Erindale College campus, half an hour west of Toronto in Mississauga.

Theatre Erindale offers credited practical work placements to the students in the Theatre and Drama Studies Program as an extension of their classroom studies. Casts are assembled from the third and fourth year classes; production crew and front-of-house positions are assigned to the first and second year. The production ranks are augmented by trainees from the Sheridan Technical Production Program.

Theatre Erindale functions as much as possible like a professional theatre company. The UTM Chair of English & Drama, and the Sheridan Dean and Associate Dean of Arts, together fill the role played by the Board of Directors in such a company. The UTM Coordinator of the Theatre and Drama Studies Program functions as the Executive Producer. The Sheridan Coordinator for the Program fills the role of Artistic Director. The Production Manager, Technical Director, and Costumer are jointly appointed by Sheridan and UTM, and manage the facilities as well as mounting the shows. The Business Managers and administrative staff of both schools have financial, administrative, and clerical roles to play, and Public Relations distribution is handled by the UTM Office of Advancement. That covers the permanent creative and administrative core of the company. The ever-changing Casts and Crews on the front line of the adventure are, of course, you – our students.

Theatre Erindale will present a full season of varied productions from October through March. A percentage of our tickets will be sold as a subscription package aimed at enlisting the support of both the campus community and the larger neighbourhood beyond. Goals for Theatre Erindale each season include not only delivering top quality shows, but also increasing our public profile on the Erindale campus and beyond, creating and testing viable and appropriate production systems, and continuing to develop the facilities and staff essential to our endeavours and to lay the foundations for the seasons to come.

This year, like all years, will be both exciting and challenging. Despite all the planning, there will be many surprises. If we all make a conscious effort to stay flexible, committed, and creative, the positive solutions we are looking for will come to us even more quickly than the problems do. That way, with all of us working together, nothing can stop us, and Theatre Erindale will fly once again.

B. Theatre Erindale 
Company Positions

1.
THEATRE ERINDALE COMPANY: A “Company” is made up of the entire Cast and Crew for a Production.

2.
CAST ASSIGNMENT: Selection of the cast is based upon the particular acting demands made by any one play as determined by the Director and Artistic Director. Seniority and balance are additional factors. 

All Theatre Erindale Productions will be auditioned. Auditions may specify individual or general calls, prepared pieces or cold readings. Students are eligible only for roles which they demonstrate at the audition to be within their reach.

Fourth and third year Specialists registered in the appropriate Production course are eligible for roles. Second and first year students are not normally eligible for roles in mainstage Theatre Erindale productions, but in certain cases may be invited to participate on an extracurricular basis.

3.
CREW ASSIGNMENT: Selection of student crews is based upon the number of people needed in each department, the amount of training and specific skills necessary for each job, the ability of the students, the preferences they may have indicated, and the variety of experience they have had in production, as well as a good attitude and solid work ethic as observed by the Theatre Erindale Production Manager and Program Faculty and Staff. Students are encouraged to make known their crew preferences to the Manager.

Students who have been selected by the faculty or staff to serve as Stage Management or as Crew Chiefs represent the faculty and staff and will receive their complete support. The positions they occupy have traditionally commanded the respect of all other members of the Company. You will be expected to accept this tradition without question and co-operate fully with fellow students who have been selected to fill these positions.

C. Theatre Erindale 
Company Rules

Please memorize these rules. They’re not hard to learn. Most of them are based on simple common sense and courtesy – and on learning to behave like a theatre professional and a representative of the Theatre and Drama Studies Program. If at any point you fail to follow one of these rules, it could get you anything from a nasty look to a term in the doghouse and a serious penalty in grades, or even worse. So consider yourself forewarned!

1. Please enter and exit the Erindale Studio Theatre through the Stage Door only, unless a performance or dress rehearsal is in progress. The Lobby Door is normally reserved for audiences. (We are a production family and this is our home; so remember that the front door is for visitors, and the back door is for family!)

2. NO visitors are allowed backstage from the half-hour call until the dress rehearsal or performance has been completed. The term “visitors” includes fellow students and ANY PERSON WHATSOEVER who is not directly involved in running the performance. (Even wardrobe crew should vacate the dressing room if not needed.)

3. If you have friends or relations visiting a performance, please ask them to wait for you in the Lobby. In special  cases friends may come to the Stage Door after the show and be conducted to the Green Room to wait for you. For safety and security reasons both, NEVER permit persons not in the production to cross the set to the backstage, or to enter the construction shops or dressing rooms.

4. The theatre, including the Green Room, is reserved during working hours for the Company currently in residence. If you wish to observe rehearsal, move quickly and quietly into the house without talking to anyone backstage or distracting anyone from any part of the process. Otherwise you will be asked to leave.

5. Whether you are Cast or Crew, you are individually responsible for arriving on time for your call. This means ten minutes early – in order to be fully ready to begin work by the time scheduled. “Ready to work” includes appropriate working clothes, appropriate tools and equipment, appropriate physical, vocal, and mental warm-up, and a professional workplace attitude.

6. A fitting call is a rehearsal call. It requires the same creativity and is subject to the same discipline – and to the same penalties for lateness, absence, or lack of preparation.

7. Remember to sign in at the Call Board upon arrival, from the Tech/Dress Rehearsals onwards. This assures the Stage Manager that everyone has arrived whether or not they are in sight. The absence of any signature at the call time will be read as an instant emergency, and if you have caused that emergency you will be penalized for it, so don’t forget!
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8. All persons in a production company – Cast or Crew – are held individually responsible for all information from the time it is posted. Never rely on second-hand reports. During each production, rehearsal, or performance period in which you are involved, do not fail to check the Company Call Board at least once a day.  Twice a day is better! At any other time of the year, be sure to check at least three times a week.

9. All crew-members MUST wear CSA approved steel sole and toe safety shoes or boots – check for the green triangle – in the theatre building during all calls, except with the express permission of the Production Manager. (See “Health & Safety”.)

10. All students and staff MUST wear fully enclosed footwear at all times during rehearsals and in the Erindale Studio Theatre, except when sitting in the audience or satisfying particular character requirements. This rule is the result of repeated student injuries. (The Production Manager is to be informed well in advance when a play requires open-toed footwear or bare feet.)

11. Cast-members must not, under any circumstance, leave the backstage area in costume or make-up. 

12. If you must leave backstage for any reason, you must check with a member of the Stage Management team before you do so.

13. The backstage hallways are SILENT areas. There is to be no talking, warming up, or any other activity in these hallways even during rehearsals, and absolute silence during performances from the “House Open” call onwards. Keep the dressing room and shop doors closed at all times and voices low during both rehearsals and performances. This will ensure that the backstage hallways remain quiet.

14. Out of respect for the preparation and concentration of others, the dressing room is to be kept quiet at all times. Loud conversation and the playing of music are not permitted. Program sound must be constantly audible. All users of the dressing room are jointly responsible for meeting these objectives.

15. Warm-up sessions are to lead to and culminate in centering, relaxation, and concentration. Remember that energization is desirable, but false energy is destructive and must be avoided. If music is used, it is to be in keeping with the spirit of the show. In so far as they can hear it, it should help to set the mood for the audience collecting in the lobby as well. The warm-up leader and the actors are jointly responsible for meeting these objectives.

16. Except as required by the production in the dressing room or in performance, all students are to remain fully clothed at all times. (Please see the rule about unlawful activity!)

17. There is to be no smoking anywhere in theatre facilities except when required by the dialogue in the play (i.e., by copyright law). In that case, use a tobacco substitute and keep it as brief and as far from the audience as possible.

18. In exception to the general rules of both colleges, our schedule can sometimes make eating in rehearsal unavoidable. Respect the work, protect the concentration of others, and clean up after yourself. UNDER NO CIRCUMSTANCES is eating excusable during a read-through or run-through of any part of the play.

19. As in any computer lab, there is to be NO food or drink in the Control Booth. Period.

20. There is to be NO – repeat NO – smoking, drinking (except water) or eating while in costume! Bring a make-up towel and a robe to protect your clothes and costume. Do NOT wear your costume shoes outdoors.

21. Hang up your own costumes after each rehearsal or show, and clean up your own make-up area. Any costumes that require maintenance should be brought to the attention of the wardrobe crew. Laundry should be placed in the designated area. (A cast-member who fails to look after his costume appropriately may find himself assigned to laundry duty!)

22. When an item of the Actor’s own personal wardrobe is being used in a production, that item must be left in the Theatre for the run, beginning not later than the Tech/Dress Rehearsal. Management assumes all responsibility for arranging needed cleaning and maintenance for such items during the run, including repair or replacement should they be lost or damaged.

23. Actors are responsible for supply and application of their own makeup. Management is responsible only for wigs, prosthetics, hair colouring, and body paint.

24. Running Crews and Operators must supply and wear “blacks” for every dress rehearsal and performance. These may be left at the theatre and laundered with the costumes if so arranged with the wardrobe crew.

25. Do not talk to fellow crewmembers or performers backstage during rehearsals or performances except for essential production business, and then keep it to a low whisper.

26. Anywhere in the Theatre or Rehearsal Hall, always dispose of your own garbage.

27. There is to be no consumption of alcohol for at least 2 hours prior to show time.

28. Under no circumstances shall anyone who has been drinking drive any company vehicle.

29. Under no circumstances shall any activity that is unlawful take place in any premises or vehicles for which Theatre Erindale, Sheridan College, or the University of Toronto Mississauga is responsible. Anyone found engaged in illegal activity will face cancellation of production privileges, the severest academic penalties, and possible prosecution.

30. Photographing, recording, or videotaping a performance, or a rehearsal, is strictly forbidden except as authorized by Management for archival, instructional, or publicity purposes, and in accordance with copyright and contractual obligations.




D. Pointers for Everybody 
1.
PROVISION OF A TIMETABLE: As many crew calls or fittings must be scheduled for evenings or for day times between classes, and as communication is of the essence in all theatre work, all students must provide a personal timetable and telephone number(s) to the Production Manager in the first week of classes. Copies of these timetables go to Coordinators, Stage Managers, and Crew Chiefs. A standard form will be provided, with the directions to fill it out. Specify the courses you are taking, your regular job hours, and any other unshakeable obligations in your week (be aware that your choice of crew assignment may be limited by these details). If there is any change, be sure to update the information immediately and separately with ALL recipients.

2.
ATTENDING REHEARSALS: Rehearsals are part of the learning process. Therefore, all students are encouraged to attend as many rehearsals as their timetable will permit. Rehearsals are open to students and faculty alike unless otherwise indicated for a specific occasion by the Director. When observing a rehearsal, be careful never to interrupt the work or intrude upon the concentration of those who are working.

As a minimum, (a) all students who may work on a show in any capacity are required to attend the First Reading, (b) Crew Chiefs are required to attend at least two scheduled rehearsals in addition, and (c) any student who will serve on the Running Crew is required to attend one or more of the final acting run-throughs before Technical Rehearsals begin. (Sign in with Stage Management, as attendance penalties will apply.) 
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3.
CLEANLINESS: We work in close quarters! Do not leave bottles, cans or other garbage in any production area, classroom or hallway. Throw them in the trash and recycling bins. Clean up any mess you make. ALWAYS leave time to clean up after crew work before rehearsal or the end of the day. Keep the Theatre and Rehearsal Hall cleaner and more organized than your own home. Rehearsal areas must be returned to neutral whether or not you find them that way. If you use rehearsal props or costumes, return them whence they came. Students will be charged for tools, props, costumes, scripts, or equipment damaged or lost while in their care.

5.
PROFESSIONAL ATTITUDE: Regardless of what your job is, take the initiative – don’t wait for someone to have to tell you to do something. Be aware of the work you are doing. Take pride in the contribution you are making. The Theatre is a collaborative effort. We must be able to depend on each other completely, and the involvement and cooperation of every individual is essential to the group process.

E. Theatre Erindale 
Outside Commitments Policy

1. Evening Classes 

Theatre by its nature requires evening work. This is even more true given the scheduling demands at a University. First and second year Specialists may take an evening course outside the program if they accept responsibility themselves for resolving any conflicts; they should also be aware that their eligibility for some production tasks may be limited. 

Third and fourth year Specialists may NOT take evening courses outside the Program.

2. Part Time Jobs 

Please remember that a full time university program means just that. It is based on an average time commitment of sixty to seventy-five hours a week. In production periods, that number will often be exceeded. For this reason, part time jobs cannot be recommended. If you must have one nevertheless, you must also accept responsibility for making certain that there will be no conflicts between your employment, class, and production schedules (use the Timetable and Calendar provided, remembering that it is subject to change). Your employer, your Program Coordinators, and your Production Manager should all be kept well informed right from the beginning of the school year, and you should be very sure of having both the health and the time management skills to satisfy all of your obligations while continuing to grow as both a scholar and an artist.

3. Exclusive Service Of The Artist

This reminder to members appeared not long ago in the Equity Newsletter: 

“One of the fundamental management rights secured by all engagers is the exclusive service of the artist for the duration of the artist’s engagement.... An artist is in effect on call to the theatre 24 hours a day, seven days per week, including the artist’s free day.” A professional artist may not leave the point of origin on her day off, let alone undertake other work, without written permission from management. As the actual rule states, “The artist shall not accept any concurrent engagement from the date of the beginning of rehearsal, until ... [the] Engagement Contract is lawfully terminated, without the written consent of the Theatre. The theatre shall make every effort to accommodate the artist’s request.” The extent of the overlap for which permission is requested must be detailed in writing, including all dates and times. “Failure to comply with these terms may result in the original Theatre requiring the artist to terminate the concurrent engagement forthwith.”

For Specialists of the Theatre and Drama Studies Program, Theatre Erindale is the “original Theatre.” Theatre Erindale has always stood on its rights to the exclusive services of the student for the duration of each assignment – including so-called “time off.” Permission to undertake any overlapping extracurricular performance or production work must be applied for in writing and in detail. For first and second year students, the appropriate person to apply to is the Production Manager. For third and fourth year students, the appropriate person to apply to is the Artistic Director.

Permission will NOT be granted to engage in (a) extracur-ricular rehearsals that directly conflict with Theatre Erindale rehearsals or crew calls or take place at any time during the two weeks prior to a mainstage Theatre Erindale opening, or in (b) extracurricular performances that take place at any time during the four weeks prior to a mainstage Theatre Erindale opening. Note that this prohibition includes the days off.

Severe penalties apply to any lapse. However, with enough advance notice and communication, it should be possible in many cases to arrange your assignments so that conflict can be avoided – particularly during first and second year. 
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F. Attending Theatre 
Erindale Performances  

1. 
OPENING NIGHTS: Every person who contributes their labour to a Theatre Erindale show is entitled to attend the Opening Night Reception. When such a person is not in the Cast, Running Crew, or FOH Crew for the Opening, they may claim a complimentary seat to attend the performance as an audience member by making a telephone reservation on the Box Office line. This privilege is not transferable, and is subject to availability.

2.
DEPARTMENT RUSH SEATS: All members of the TDS family are encouraged to attend the Dress Rehearsal or Preview. Rush seats for a toonie are sometimes available 15 minutes before show time for later weeknight or matinee performances (but don’t count on it!). They are never available on weekends. This privilege extends to our Music Theatre, Technical Production, Performing Arts Prep and Drama Studies cousins, aunts and uncles as well. It is NOT open to any other students or staff.

3.
THE SIGN-IN LIST: Sooner or later, you must attend – unless you are either in the show or running it. Whenever you choose to do so, be sure to autograph the Student Sign-in List at the Box Office before you leave. Up to three seats will be made available for the designated ushers each night, but ushers who see the performance must also remember to sign the Student Sign-in List. Please note that any TDS student whose name does not appear on the Cast, Running Crew, or Student Sign-in Lists for a show will be subject to attendance penalties. 

4.
HOUSE SEATS: A small number of House Seats are set aside until the day of the performance for supervisory visits by the Directorate of the show and for possible VIP guests of Theatre Erindale; they are booked on a first come-first served basis, and must be authorized by the Theatre Manager. Agents, Directors, University or College bigwigs, and Donors all make fine candidates for House Seats. Students who wish to suggest such a guest should speak directly to the Theatre Manager, Artistic Director, or Producer.

5.
COMPLIMENTARY TICKETS: Our small seating capacity and large need for revenue preclude the regular provision of complimentary tickets. Opening Nights and House Seats are the sole exceptions.
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THEATRE ERINDALE 

JOB DESCRIPTIONS
EXECUTIVE PRODUCER: The Executive Producer supervises all Theatre Erindale activities from the point of view of maintaining the company’s administrative and financial well-being as well as its educational goals and standards, and provides its interface with Erindale College administration. In particular, the Producer approves all general policies, budgets, marketing and promotion.

ARTISTIC DIRECTOR: The Artistic Director supervises all Theatre Erindale activities from the point of view of maintaining the company’s artistic and educational goals and standards, and provides its interface with Sheridan College administration. In particular, the Artistic Director stipulates policies and procedures and approves a season, personnel, and designs that will meet the academic and artistic needs of the Theatre and Drama Studies Program.

PRODUCTION MANAGER: The Production Manager plans and co-ordinates the overall Theatre Erindale season as well as the day-to-day activities of individual productions, in terms of: production costing and budgeting, engaging and assigning of personnel, scheduling work, scheduling stage time, and coordinating the efforts of the various departments. The Production Manager produces the following schedules and reports: the season schedule, the production schedule, production budget, show budgets, and budget reports.

TECHNICAL DIRECTOR: The Technical Director is in charge of all technical elements of each production. He/she plans and supervises the construction of all scenic elements, including props, costumes and sets. He/she is responsible for co-ordination of all areas of each show in the theatre (i.e., sound, lights, special effects, etc.), for the costing and ordering of materials for all shows, and for the maintenance and acquisition of all equipment in the theatre.

DIRECTOR: The Director for an individual Theatre Erindale production is the artistic Captain of the ship. Responsible to the Artistic Director and Producer, the Director determines the overall concept of the show, approves the designs, conducts the rehearsals, and spearheads the efforts of all other departments towards the common goal. The Director is ultimately responsible for the artistic realization of the play, and has artistic approval of everything connected to the production.

SET DESIGNER: The Set Designer (when appropriate) has responsibility for the design of all set and prop pieces for Theatre Erindale productions. This includes: preliminary designs, model, colour renderings, and final working drawings (ground plans, technical drawings, elevations). Scenery storage and masking should be indicated. The Set Designer must provide sufficient information in the following areas to allow the theatre to cost the design: preliminary props/set dressing lists and sketches, projection imagery, special effects. The Set Designer may also paint, or supervise the painting of the set.
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COSTUME DESIGNER: The Costume Designer (when appropriate) is responsible for the design of all wardrobe items for Theatre Erindale. That can include clothing, hairstyles, facial hair, wigs, makeup, special costume effects, accessories, headgear, gloves and footwear. The Costume Designer’s responsibilities include: costume plot indicating quick changes, special treatments or fabrications, preliminary sketches, colour renderings of costumes and accessories, working drawings, fabric swatches and/or texture specifications. The Costume Designer may also buy materials, and supervise fittings.

(NOTE that limited construction facilities, crew time, and budgets often make it practical for Theatre Erindale to utilize a COSTUME COORDINATOR rather than a full Designer. Such a designation would indicate that coordination and fitting of stock, rented, and borrowed items take precedence over original design and construction. Otherwise the responsibilities are similar.)

LIGHTING DESIGNER: The Lighting Designer is responsible for the design of all lighting effects for Theatre Erindale productions. The Lighting Designer selects the direction, colour and intensity of light to be used, as well as the placement and duration of all light cues and effects. Responsibilities include: a description of the basic lighting approach, equipment inventory, special rigging, general specifications of special lighting effects, lighting plot, schedules, specifications, and working drawings. The Lighting Designer will supervise all hang and focus calls.

SOUND DESIGNER: The Sound Designer (when appropriate) has responsibility for the concept and creation of all vocal, musical and sound effects for Theatre Erindale events. The Sound Designer selects the volume, direction, duration and quality of sound related to a production. Responsibilities include: a description of the basic sound approach, equipment inventory, special rigging, sound plot, schedules, specifications, and working drawings.

THEATRE SHERIDAN DEPARTMENT HEADS: These positions are connected with Theatre Erindale production through supervision both of work placements for Technical Production trainees and of Theatre Sheridan equipment and stock to which we often request access. For instance, the Production Stage Manager of Theatre Sheridan is responsible for supervising Sheridan College student Stage Management teams during the pre-production and rehearsal process for Theatre Erindale, in cooperation with the Theatre Erindale Production Manager. The Head of Audio is responsible for the daily operation of the Audio Department, as well as for the co-ordination of all aspects of audio production for Theatre Sheridan. The Head Carpenter is responsible for the daily operation of the Scene Shop, as well as for the co-ordination of all aspects of scenery construction and rigging for Theatre Sheridan. The Head of Properties is responsible for the daily operation of the Prop Department, as well as for the co-ordination of all aspects of prop production for Theatre Sheridan. The Head of Wardrobe is responsible for the daily operation of the Wardrobe Department, as well as for the coordination of all aspects of costume production for Theatre Sheridan.

STAGE MANAGER: The Stage Manager is responsible for the co-ordination and posting of the weekly and daily rehearsal schedules for the production, for supervising rehearsals and preparing the prompt book, for disseminating production information that arises from rehearsal and production meetings, for keeping tabs on all elements of the developing production, and for running, calling and supervising technical and dress rehearsals and performances.
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ASSISTANT STAGE MANAGER: The Assistant Stage Manager supports the Stage Manager by performing any and all tasks that may be delegated. The ASM also directly supervises the deck and backstage during performances.

DEPUTY STAGE MANAGER: A Deputy Stage Manager may substitute for the Stage Manager during some periods of rehearsal.

ASSISTANT TO THE DIRECTOR: The Assistant to the Director carries out any and all tasks delegated by the Director under his/her supervision, possibly including but not limited to research, scheduling, communications, taking rehearsal notes, or conducting supplementary rehearsals.

CHOREOGRAPHER / FIGHT DIRECTOR: When appropriate, the Choreographer or Fight Director is responsible, under the Director, for staging and rehearsing dances, combat, or other movement sequences for the production. 

MUSICAL DIRECTOR: When appropriate, the Musical Director is responsible, under the Director, for selecting, arranging, rehearsing, and conducting vocal and/or instrumental music sequences for the production.

FIGHT CAPTAIN, DANCE CAPTAIN, VOCAL or MOVEMENT or DIALECT COACH:  Specific cast members may be chosen to double in these capacities when relevant. They are responsible for drilling and coaching in their areas during the rehearsal period, and for maintaining artistic quality and safety during the run, under the original direction of the Choreographer or Music Director.

HEAD ELECTRICIAN/LIGHTING OPERATOR: Responsible, under the Lighting Designer, Technical Director and Stage Manager, for the hanging, focusing, and running of the Lighting Designer’s plot for the production.

SOUND OPERATOR: Responsible, under the Sound Designer, Technical Director and Stage Manager, for implementing and running the Sound Design for the production. 

CREW CHIEFS AND CREWS:  See the section titled “Theatre Erindale Guidelines for Production Crews and Chiefs”.
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THEATRE ERINDALE GUIDELINES FOR

HEALTH & SAFETY

Safety in the theatre, and the use of safety equipment is a two-way street. The theatre has an obligation by law to provide both training and a safe working environment. The theatre artist, whether actor or technician, must be trained to utilize safety equipment and safe work habits. It is the responsibility of all faculty, staff, and students to ensure that a safe work environment exists, and to continually remind each other that we are working with our lives and limbs on the line.

Get any help or advice you feel you need. Don’t attempt things you do not feel absolutely sure of. Your unfamiliarity with new tools and procedures, combined with lifting loads too great for your strength or attempting set-ups without proper instruction, will lead at best to frustration and at worst, an injury. The following Theatre Erindale Safety Regulations and Guidelines are designed to supplement and not replace existing local, provincial and federal regulations that apply to particular work areas, (eg. Town By-Laws, Occupational Health and Safety Regulations, Transportation of Hazardous Materials, etc.).

1.
ACCIDENTS & EMERGENCY PROCEDURES: Report any accidents immediately, no matter how minor, to the Production Manager or Technical Director. All students should be familiar with Theatre Erindale Emergency Procedures. These will be discussed in early crew calls/rehearsals during the first month of school. Seriously injured persons shall be transported for medical treatment by town ambulance only. Private or theatre vehicles shall not be used for this purpose.

2
COMPRESSED AIR: Compressed air can cause fatal injuries. Never use it for cleaning clothes, or direct it toward yourself or somebody else. Most compressed air lines carry a pressure of at least 100 pounds. The human body cannot stand more than 3 to 4 pounds pressure.

3.
DRUGS & ALCOHOL: Theatre Erindale work placements may necessitate the operation of machinery and power tools, working from heights, combat choreography, and other assignments that require skill, balance, precision and judgment. If you are presently on prescription drugs, please ask your doctor if this medication has side effects that could alter your perception or reflexes. If you have any ongoing medical condition that will affect your ability to run machinery, exert yourself, carry materials or scenery, or are highly sensitized to certain chemicals, please inform the Production Manager. This is in your own best interest.

No student may attend a class, rehearsal, or production call under the influence of alcohol or illegal drugs. Anyone found doing so will face cancellation of production privileges and the severest academic penalties, and may be subject to criminal charges.
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4.
ELECTRICAL: Do not attempt electrical repairs unless you are qualified and authorized to do so by the Production Manager or Technical Director. Treat all electric wires as live. Do not touch any loose or dangling bare wires, but immediately report them to staff. Do not use electrical tools if your hands are wet or if you are standing on a wet surface. If a fuse blows, it indicates an overload or possible short circuit. Immediately report this to staff.

Before using an extension cord, examine the cord for worn insulation or exposed strands of wire. Do not drag cords over sharp edges. When it is necessary to run cords across aisles and walkways, they must be securely taped down. When disconnecting an electrical cord, grasp and pull directly on the plug, not the cord.

5.
FIRE PREVENTION & PROTECTION: The best means of fighting a fire is to prevent one from starting. If a fire occurs, you will have to make an immediate judgment call – “Is the fire contained enough for me to attempt to fight it?” “Where is the nearest fire pull station?” “How fast can I get to the nearest fire extinguisher and back again?” “Is this fire blocking anyone’s escape from the room?” When at all in doubt, do NOT shout “FIRE” (avoiding panic is of the essence!). Move to the nearest fire pull station, sound the alarm, and alert others as you walk to the nearest exit, closing all doors behind you. Then find a staff or faculty member or security guard and report the location of the fire to them. You should make yourself familiar with all fire exits, and the location and use of fire extinguishers and alarm stations within the immediate area of the Theatre and Rehearsal Hall.

Have a healthy respect for combustible and flammable materials, and know how to handle and store them properly. All fire hazards, as well as unsafe, defective or unserviceable fire-fighting equipment, should be reported immediately to staff.

6.
FIRST AID: The First Aid Kit is located in the backstage hallway by the Green Room.

The Erindale College Health Service is in the South Building around the corner from the Bookstore in Room 1123. It is open Monday to Friday from 9:00 AM to 5:00 PM. Relevant phone numbers are (if dialing from off campus add 905-828):
UTM Health Service: 


-5255   


Campus Police: 
-4333 (Emergency)
-5200 (Non Emergency) 


Peel Ambulance: 
905-844-4242   


Emergency: 
911 (9-911 from a campus phone)
7.
HAZARDOUS MATERIALS: You should make sure you are fully aware of the safe handling, usage, storage, disposal, clean up, health effects and first aid procedures of all hazardous materials (gaseous, liquid or solid), BEFORE using them.

Store chemicals immediately after use, and make sure they are labeled. Do not pour chemicals down the drain.

Material Safety Data Sheets (MSDS) for any special materials used in Theatre Erindale productions will be located in the Production Manager’s Office.

8.
LIFTING: Lifting shall be limited to weights that can be comfortably handled, and all lifts shall be made with your back straight. Warm up your muscles especially before lifting, and use proper lifting techniques.

Where heavy or awkward loads are encountered, ask for help. Don’t try to show off.

9.
PROFESSIONAL & WORK-SAFE ATTITUDE: Arrive on time, with the appropriate tools and materials for the job at hand. Concentrate. Plan each job ahead of time.

Pay attention to the work at hand. Don’t interrupt anyone in mid-operation. If someone calls to you, finish the work in process, shut off the machine, and only then respond accordingly.
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Don’t engage in any form of horseplay in the theatre, and don’t respond to the urging of others to do so. Serious injuries have resulted from someone who was “just fooling around”...

Don’t take chances, especially if you are over-tired or not feeling well. Accidents happen in fractions of a second.

Ensure you have adequate lighting to perform the job at hand. Set up your workstation in the safest way possible. Take special precautions for work in confined spaces or at heights.

10.
CLEAN-UP: Keep your work area clean. Tools or scraps left on the floor are a particularly dangerous hazard – pick them up at the end of the work period, return your tools and materials to storage, and sweep your work area. Clean up spills immediately, but follow proper procedures if hazardous chemicals are involved. Use proper storage areas, not aisles. Use proper waste receptacles, especially for chemicals and glass. Do not paint on a workbench that is used for construction. Do not eat or drink in the Work Area.

Take pride in the safety and cleanliness of our Theatre. It is our home away from home.

11.
PROTECTIVE CLOTHING & EQUIPMENT: All crew-members are required to wear CSA approved steel sole and toe safety shoes or boots – check for the green triangle – in the theatre building during all calls. (Exceptions may be permitted ONLY for work restricted to the Lobby and Box Office or to the Costume Shop and Dressing Room, with the express permission of the Production Manager.)

ALL students are required to wear fully enclosed shoes, runners or boots at all times during rehearsals, and in the Erindale Studio Theatre. The only exceptions are when sitting in the audience or satisfying character requirements in a play – and in the latter case the Production Manager must be informed in advance.

Other safety equipment, if required, will be supplied by the Theatre. It is the student’s responsibility to maintain any issued protective equipment in a proper state of repair.
 

Wear face shields, safety glasses, ear protection, gloves, etc. as required. During the process of the learning period, it is better to be overprotected – this means that you can concentrate entirely on the task at hand.

During production calls, do not wear loose clothing that can become caught in moving parts of machinery. Roll up long sleeves. Tie long hair back. Rings, loose-fitting bracelets and gloves should be removed.

12.
TOOLS & EQUIPMENT: Select the right tool for the job. Use all tools only for the purpose for which they were intended and store them properly after use.

Do not use any tool or piece of equipment unless you have been instructed in its use, including all related safety procedures. In particular, use a power tool ONLY after receiving training from a staff member, and after you and your instructor have signed you off on that tool with the Production Manager. 

Note that NO power tools may be brought onto Theatre Erindale premises without the written consent of the Production Manager.

Damaged or defective tools and machinery should be reported to a staff or faculty member immediately, and be removed from service.

Know how to turn off equipment and machinery. Know and follow lockout procedures. Make sure all machines with exposed moving parts are guarded.

13.
LADDERS: The use of ladders is permissible only under the direct supervision of staff or faculty. Access to the lighting grid is restricted to the use of ladders only (i.e., no climbing around on the grid!). 

Do not stand on the top two rungs of any stepladder.
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THEATRE ERINDALE GUIDELINES FOR PRODUCTION 
CREWS & CHIEFS

The following article is a guide for all Theatre Erindale production crews. Its intent is to inform the students of their duties and responsibilities as a vital part of the production team for the upcoming season. As part of their training, first year students will be attending Stagecraft Labs on Tuesday afternoons, where they will be given hands-on experience with a great many aspects of backstage work from safe power tool handling and sewing to computerized digital audio editing and lighting board operation. It is hoped that the student will gain a greater appreciation for the skills necessary to support actors on stage, and a greater awareness of the actors’ responsibilities toward props, costumes, sets, and co-workers.

Normally each student will be a part of one crew, with duties applied to a single show, in each term – though this does not by any means preclude simply pitching in where the most help is needed, whether that is in your assigned area or show or not. The ideal situation is for a student finishing second year to have experienced each of the four main activities: Set & Lights, Props, Wardrobe and Front of House.
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Crews are responsible for attending all crew calls and staying as long as scheduled or required unless timetabled for a class. Persons who are not available for the regular timetabled calls 2:00 - 5:00 Tuesday or Thursday after​noons must attend the alternate timetabled call 3:00 - 6:00 Friday afternoons. There will be calls in addition to those in the timetable and calendar, scheduled in concert with your Crew Chief to permit maximum attendance and participation; such additional calls will be posted on the Call Board the day before. All conflicts must be made known to the Crew Chief and the Production Manager as far in advance as possible. Remember that a clearly scheduled or duly posted Crew Call is a class – attendance policies apply.

It is the individual crewmember’s responsibility to check the Call Board at least once a day. Each crewmember is responsible for all posted information from the time it is posted. NEVER rely on hearsay or second-hand information. NEVER assume that there will be no last-minute changes in the official plan.

The Guidelines that follow describe the overall work of each crew. You can expect your Crew Chief to take the initiative in most areas, but to delegate most of the work described to you. There is one area, however, which cannot be delegated, and that is the responsibility for communicating with the Stage Manager, the Production Manager, the Director, or the Wardrobe Coordinator. That belongs to the Crew Chief alone, and if any of these persons happens to give a note direct to you, your first concern must be to get that note to your Chief. Avoid tangling the lines of communication – they’re crucial!

A. General Guidelines for 
All Crews

1.
HANDLING MONEY: For petty cash floats for Theatre Erindale productions, see the Production Manager or designated representative for each area. Please note that you will be held responsible for any money that is entrusted to you. All receipts and outstanding cash must be turned in regularly. No supplies are to be bought, loaned, or used without clearance from the Production Manager. Petty cash will not cover overdue library fines on books that you require for research, or parking and traffic tickets that you might acquire while on theatre business.

2.
REHEARSAL & PRODUCTION NOTES: Notes from Stage Management update all technical departments on new information emanating from Rehearsals or from Production Meetings. These notes are available on the working day following the rehearsal or meeting that gave rise to them, and they are often urgent. Crew Chiefs are responsible for knowing their contents from the moment they are posted. Always check these notes regarding your aspect of the production, and report any corrections immediately – otherwise the version you’re looking at will be written in stone.

3.
PRODUCTION MEETINGS: The Weekly Production Meeting is the communication lifeline of any theatre company. Without effective regular production meetings, on a weekly or more frequent basis, no theatre company can hope to coordinate its efforts, or even to get the show on at all. Unless otherwise advised by the Production Manager, all Crew Chiefs and Department Heads are required to attend. At this meeting, they report to each other on both the progress they have achieved and the difficulties they are encountering in their specific area. New information is given out, deadlines are set, and tasks are assigned. Group brainstorming and problem solving take place: Carpentry often thinks of a solution for Props just as Props may help to conceive of one for Wardrobe, and so on. The meeting is called and chaired by the Production Manager, or by the Stage Manager in his/her absence. Stage Management records and distributes detailed minutes or “Production Notes” of the meeting. Unless corrected immediately, these become the final record of what happened, and of which department is responsible for follow-up action on the decisions taken.

Therefore, for the Weekly Production Meetings of Theatre Erindale, the following rules apply:

(a)
All Crew Chiefs, unless otherwise advised by the Production Manager, must give a detailed report to the weekly production meeting without fail. Failing to deliver a report will result in the same penalties as absence without permission (see your DRS course outlines to find out what those are).

(b)
Personal attendance is required, unless there is an established timetable conflict with the meeting time.

(c)
Crew Chiefs who cannot avoid being absent may choose one of two courses: (i) when authorized, they may send an approved and thoroughly briefed Deputy from their department to make their report for them; or (ii) they may make their report in advance and in detail to the Stage Manager or Production Manager, to be passed on at the meeting to the other Heads.

(d)
From the moment that the Production Notes on the meeting are made available, all Crew Chiefs are responsible for their contents whether they personally attended the meeting or not.

(e)
Crew Chiefs are then responsible for communicating the relevant decisions and deadlines to their crews, and for mobilizing them to get the work done as planned.
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4.
HEADSET ETIQUETTE: If you are on headset, there is a correct method of responding to calls. Whenever possible, the Stage Manager will give a warning on a cue. This is given to make sure you’re awake and to give you time to review a cue. You respond by saying “Standing by lights 12,” “Standing by sound 24,” or “Standing by scene change,” depending, of course, on what you’re doing. If you don’t know what you’re doing, tell the Stage Manager NOW. She or he will want to start arranging for a contingency plan, (or for your funeral, whichever comes first...). You have just enough time to flex your fingers and place them on the switch, fader, rope, or set piece. The Stage Manager will then say, for example, “Light cue 25 ... GO.” On the word “GO”, run your cue. Do it now. Even if you think the Stage Manager is wrong, it’s better for one person to make a mistake than for everyone to be out of sync (besides, the Stage Manager just might be right...). If it doesn’t disturb your concentration, you may respond to the cue when the cue is completed. Let the Stage Manager know by saying “light cue 25 complete”. If the cues are coming thick and fast, reduce your responses to one word, (i.e., “Lights”), to clear the air for more important communication. These are the ONLY things you should say on headset. When a warning or standby has been given to anyone, shut up. Your chatter may hinder someone from hearing his or her cue (you now have TWO people planning your upcoming demise!).

The rules are simple: 
(1) Listen for your cue;
(2) Respond; 
(3) Then shut up.

5.
STRIKE CALL:  Directly after the final performance, ALL crewmembers and crew chiefs are required to assist in the strike of the set, costumes, and props, regardless of the crew they are assigned to. Attendance will be taken. At first the crews will work in their own areas, but when those are complete, the Production Manager or Technical Director will assign students to other tasks as needed. Students may not sign out until officially dismissed by the Production Manager or Technical Director. 

6.
POST MORTEMS:  All persons who worked on a production are invited, and Crew Chiefs and other Heads are required, to attend a Post Mortem meeting held generally the week after the run of the production has ended. The Executive Producer chairs these meetings, and their purpose is to discuss what did and did not go well FROM THE POINT OF VIEW OF FINDING A WAY TO DO BETTER NEXT TIME. Your contribution to such a meeting could be vital to the improvement of the Theatre Erindale production system.

B. General Guidelines for 
All Crew Chiefs

Crew Chiefs are very important to the smooth running of our productions and are vital in communicating problems, advice and progress to the Production Manager (“PM”) and the rest of the show Directorate (Artistic Director, Director and Stage Management). They are also responsible for the delegating of work, and for the track​ing and reporting of crewmembers’ attendance. It is impossible for the Production Manager to keep sufficient track of all crews and departments without the aid of such an intermediary.

The Crew Chief is responsible for:

· Understanding what needs to be done and, after consulting with the Production Manager on how to accomplish certain tasks – be sure to book an appointment at the very start of the job! – working ahead and coaching the rest of the crew with minimal supervision.

· Checking the Call Board at least daily if not twice a day.

· In coordination with the Production Manager, Technical Director, Head of Wardrobe or Head of Props, summarizing in writing the work to be done, breaking down the job assignments, assigning the crew and scheduling the work.

· Posting each Crew Call on the Call Board using the appropriate form after having it signed by the Production Manager or Technical Director.

· Attending all Production Meetings. These meetings are held weekly and are a vital information and problem-solving session. A Crew Chief who cannot attend must send a well-informed Deputy in her place.

· Giving a verbal or written account of the progress of his crew and a summary of what else needs to be done at each Production Meeting.

· In concert with the above, presenting at each Production Meeting an up-to-date written Plot for her area for verification and initialing to the Production Manager, Stage Manager, Wardrobe Coordinator, Director, and/or Artistic Director as appropriate.

· Making sure his crew is aware of the latest version of Production Notes from the Stage Manager.

· Making sure his crew is aware of deadlines and Crew Calls, and posting on the Theatre Erindale Call-board any calls that are not already on the Timetable or Master Production Schedule.

· Taking attendance at scheduled Crew Calls, and promptly reporting any unexplained absences or late arrivals to the Production Manager.

· Keeping an up to date chart of her crew hours and handing in weekly time sheets to the Production Manager.
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· Handing in a written evaluation on each crewmember to the Production Manager after the show closes and before the Post Mortem.

· Attending the Post Mortem of the show and sugges​ting ideas to make the job easier (it will never be easy!).

· Keeping receipts from any authorized items bought by him or his crew, keeping track of all mileage for his own or a crew member’s vehicle, and submitting all such records to the Production Manager for reim​burse​ment before the Post Mortem.

A “Deputy Crew Chief” may be designated to perform specific and limited tasks at specific and limited times, such as overseeing the work of the Crew or attending a given Production Meeting on behalf of the Crew Chief and in his/her place. However, ultimate responsibility for the above, and especially for communication with Stage and Production Management and the Directorate, remains with the Crew Chief.

C. Set & Lights Crew

SEQUENCE OF EVENTS:

1st Reading/Show & Tell( construction ( paint, dress ( Set-in ( Final painting and curtain masking ( Lighting Hang & Focus ( Level Set ( Cue-to-cue (Q-Q) ( Technical Rehearsals ( Dress Rehearsals ( maintenance during run of show ( Strike (after last performance)
1.
Construction

The set crew is responsible for the building, borrowing, assembling, repairing, painting, repairing and striking (disassembling the set after the show’s run) of any and all set pieces for a production (including curtain masking). The set is not limited to flats, risers, and other stationary objects. Theatre Erindale set crews have already been called upon to work with various media such as cloth, wood, plastic, metal, sod, cork and anything else imaginable to build what is necessary for the show. The set crew may also build pieces of SET PROPS, which include such items as tables, chairs and/or stools, fireplaces, concrete pylons, or other dressings used by actors that are not carried on their persons. When needed, the Set Designer supplies scale drawings as a guide to accurate construction and placement on stage. The design will have been introduced and explained to the whole company at the First Reading/Show & Tell session at the start of rehearsals. Changes and updates from rehearsal will come regularly through Production Notes; others may come from the Designer or Technical Director. 

NOTES: Crewmembers must either supply their own hand tools (as in technical theatre programs) or accept re​spon​sibility for the correct care and storage of the Thea​tre’s tools. Replacement cost may be charged for loss of or damage to a tool that is in your care. Students may only use a power tool after receiving training from a staff member and after the student and instructor have signed the student off on that tool with the Production Manager. No power tools may be brought onto Theatre Erindale premises without the written consent of the Production Manager.
2.
Painting and Dressing

Scene painting is an art in itself, and Theatre Erindale sets remain as simple as possible in this regard. Nevertheless, every set has to be painted, and so do parts of the theatre (the floor, for instance). When sophisticated colour matches are in order, the Set Designer supplies colour drawings as a guide. Other dressing could include draperies, pictures, carpets, decorative mouldings, and so forth. A ground plan and drawings will have been supplied if such items are appropriate; larger companies work from a scale model or Maquette (and sometimes, so do we).

NOTE: Crewmembers must either supply their own brushes (as in technical theatre programs) or accept responsibility for the correct care and storage of the Thea​tre’s brushes. Replacement cost may be charged for loss of or damage to a brush that is in your care.

3.
Set-in

The crew works toward a deadline known as the “SET-IN.” This is the day that the entire set must be completed and assembled on stage. It is preferable that the set be its proper colour as well because the next step is lighting, and in order to choose the proper colours of light, the Lighting Designer must know what colours he is throw​ing light at. If the set is used or built in a space other than the performance space, the set-in is the day the set moves into the theatre (get it?).
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4.
Hang & Focus 

The lighting aspect of the job usually comes after the set is com​plete. Under certain circumstances it may be preferable for some of the lighting instruments to be hung before the set is in place. Lights are hung according to a plot (= plan) that is created for you by the Lighting Designer, and focused under his/her supervision or that of an assis​tant.

5.
Level Set

Lighting cues have to be designed and set, and recorded into the computer lighting board, before the Technical Rehearsals can begin. This is done at a lengthy session or sessions called “LEVEL SET”. Those present for Level Set include the Lighting Designer and any Assis​tants, the Chief Electrician / lighting board opera​tor, The Director, and Stage Management. There is also a need for a couple of “Walkers” to approximate the moves the actors make in order for the design team to make their choices, and to help with re-hanging, re-focusing or re-colouring instruments when necessary. It is essential for the set to be in place, painted and dressed by this time because of the need to know exactly where the lights are to be focused and what effect their colours, angles, and intensities will have on objects the audience will see. (There is usually a separate Level Set for Audio levels.)

6.
Technical Rehearsals

The Cue-to-cue Rehearsal (“Q-Q”) is the first Technical Rehearsal. The priority is for the Lighting and Sound Operators under the Stage Manager (and, under the Assistant Stage Manager, the Running Crew), to learn the location and timing of their cues. It is a stop-and-go rehearsal, leaving out any sections of script that do not contain a cue or cover a change, so that difficult sections can be tried more than once and modifications made. Actor business with last-minute final properties and any fast wardrobe changes are also drilled at this time. Now is when you find out that your last coat of lacquer is causing actors to slip dangerously and has to be painted over, or that you accidentally nailed the door of the sedan chair shut so that no one can get into it, or that a key entrance of a key character in a key scene is being made in the dark! Such problems have to be solved in time to be tried again at the Technical Work-through Rehearsal the next day, when stops are still possible. A final solution must be in place in time for the (non-stop) Dress Rehearsals; by then your job, apart from a little maintenance during the run, should be almost finished....

7.
Strike

The set crew also leads in striking the set immediately after the last performance. All of the crews will be called and are expected to remain until the theatre is clear or the Technical Director says it is quitting time. During the Strike, the set and the audience set-up will be dismantled and either destroyed or stored. Depending on the set, it may take 2 - 3 hours to completely clear everything. If time permits, the lights may be struck as well. This allows for a smoother setup of the next show, which will probably use a significantly different lighting plot be​cause of a different set and audience configuration. So ask a friend to save you some goodies at the cast party. If everybody chips in and works hard, then it is possible to hit the festivities before all said goodies are gone. Experience has shown that a crew will be severely depleted if one waits till the next day to strike (i.e. fewer people show up or feel like working the next day. They experience the “day after syndrome”). People seem to work harder and faster if they know they might miss a party if they dawdle.
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D. Props Crew

SEQUENCE OF EVENTS:

Read the script ( begin compiling a “Properties Plot” ( begin assembling Rehearsal Props (due by first blocking rehearsal) in consultation with the SM ( attend First Reading/Show & Tell ( meet with the Director ( decide what Final Props to build, rent, purchase, or borrow ( gather Final Props and seek approval from Director, carefully tracking loans or rentals ( all Final Props to be approved and in use by Q-Q ( during the run, maintain, repair, or restock items as necessary ( Strike & return (or store & inventory, as appropriate) all items after the run.
1.
The Overall Picture

The Properties Crew is a particularly challenging assignment because of the high degree of initiative and imagination required, and because of the many variables that are involved in determining the suitability of a particular prop. The props crew is responsible for obtaining or building all the items used by the actors while on stage as a necessary part of the action or scenes. These in​clude Business, set and hand props. Props include canes, suitcases, chairs, paintings, breakaway vases, or anything else that can be carried and/or used by the actor. In addition, the acquisition of “set-props” such as furniture may be divided between props crews and set crews as a matter of convenience on a show-by-show basis. 

The props crew is invited to beg, borrow, rent, or buy required items, but when worse come to worst, they may be called upon to build some items (such as a sedan chair from the Restoration period or nine muskets circa 1837). They can count on some time in the library, because they must research and then build replicas of such items using string, bailing wire and tuna fish cans stuck together with bubble gum. Well, not really, but ingenuity and an ability to use lateral thinking (seeing commonplace things that can be used for other purposes) are great assets to the props builder. 

It is essential that a member of the crew have access to a vehicle, as the crew will need to travel about in search of that hard to find vintage Slinky or that chartreuse-co​loured thingamajig that is absolutely necessary for plot exposition. Any mileage incurred must be recorded so you can be reimbursed.


2.
Rehearsal Props

Miming is unacceptable in rehearsal unless it will also be used in performance. Therefore, the rehearsal props deadline for a show – the day by which items essential to the action or actor must be acquired – is the first blocking rehearsal for the section of the play in which the prop is first used. Since blocking rehearsals customarily begin the day after the First Reading, regard this task as urgent and get it well underway before rehearsals begin. At this stage, decent substitutes will usually do (eg., a mug for a crystal goblet, a length of dowelling for a cane). Remember that the Stage Manager is in charge of rehearsals and consult him/her regularly to see whether the needs have been met, channeling all such communication through your Crew Chief. Have the Stage Manager sign-off acceptable rehearsal props on the Properties Plot. NEVER remove a prop from rehearsals or add a prop to rehearsals without going through Stage Management! If a prop used for rehearsal can end up being approved by the Director as the final one, then your job becomes easier. The list of things to acquire dwindles and once all things are found, the job becomes one of maintenance and security.
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3.
Final Props

The most urgent final props are those that will influence actor movement and business, or that will present a safety concern. It is essential that such props enter rehearsal at the earliest possible stage. Be aware, too, that some of the company’s needs will change and evolve in rehearsal – that is why all crews must keep close track of Production Notes from Stage Management. Only the Director, however, can approve a final prop, and despite their many virtues, directors are not mind readers; the Props Crew Chief must therefore personally see and communicate with the Director every time anyone brings in a property you hope will be final. Approval will be indicated by the Director’s initial and date directly on the Properties Plot. 

The very last day on which a property that must be used by an actor can enter rehearsal is the Cue-to-cue, and at that time the Director must already have approved it. If you are that late, you’d better have a damn good ex​cuse ready for holding up the entire Technical Rehearsal process while the actors re-stage their scenes and practice with your last-minute prop!

At least one props crew person must be at all cue-cue, technical and dress rehearsals to solve immediate problems, take notes, and answer questions.

During the run of the show, the Crew Chief must 

schedule members of the crew to check production and show notes daily for breakages and replenishments – you’ll probably have to make more fake blood or repair the delicate parasol that gets used as a bludgeon in the play before the show is over. This schedule must always be copied to Stage and Production Management.

4.
Tracking Props

Tracking props begins with the first analysis of the script and preparation of a Properties Plot. The plot is a list of all props, where they appear and who uses them, listed in order of appearance (act, scene, and page number) for the whole play. Stage Management maintains a separate list with which you should crosscheck regularly as rehearsals progress. Tracking is essential at every stage of consultation, acquisition and approval. The Crew Chief is required, with the help of the crew, to keep a list of items procured – where they came from, where they are now (eg., in rehearsal, in storage, or home with a crew-member being worked on), if and when the Director approved them, and when they are due back. There are pre-printed forms to deal with all of this, and they include spaces for the initials of the Stage Manager or Director. You must also keep track of and submit by the program copy deadline any acknowledgements of lenders, donors and suppliers that may be appropriate, so make sure you find out how to spell their names!

5.
Returning Props

The Props Crew is responsible for returning all borrowed items to their owners within a week after closing, and for cataloguing any props built or bought for the show and putting them neatly in storage for the next person to find quickly. There is no better way to alienate people or companies than to return a prop (or anything else borrowed) late, never, or in a damaged condition. A theatre company depends on the good will of its community to survive; please take very seriously your part in maintaining that good will. The job is not done until you have finished this step!

E. Wardrobe Crew

SEQUENCE OF EVENTS:

Read script (  attend First Reading/Show & Tell ( meet with Wardrobe Coordinator ( measure the Cast (
assist in the development of a Costume Plot (  learn (from the Coordinator) which items to pull from stock, or to rent, borrow, buy, or build ( gather or build items and accessories as directed ( approval of Wardrobe Coordinator ( approval of Director ( dressing room organization ( tracking cleaning and maintenance of items during run ( Strike and return (or store and inventory as appropriate) all items after the run.

1.
The Overall Picture

The Wardrobe Crew is responsible for helping the Wardrobe Coordinator to gather, borrow, build, and alter  any and all costumes and accessories for a show. The Wardrobe Coordinator will supervise the student crews and identify sources for any items the crew is responsible for acquiring. The Wardrobe Crew will be responsible for assisting the Designer / Coordinator in fitting and altering the costumes, and for maintaining them during the run of the show. The Wardrobe Coordinator will supervise the delivery and return of rented and borrowed costumes.
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2. 
The Costume Plot

The Wardrobe Coordinator, assisted by the Crew Chief, prepares a Wardrobe or Costume Plot that lists all the required articles for each character on a scene-by-scene basis. The plot enables the wardrobe crew and actors to see at a glance who is wearing what item when. This allows the crew to organize the backstage area as efficiently as possible, and a giant-sized copy should be placed in a very conspicuous area backstage before Q-Q day (normally the day on which key changes are rehearsed).

3.
Costume Production
The Wardrobe Crew assists the Coordinator or Crew Chief in obtaining measurements of the entire cast. The Wardrobe Coordinator will have prepared sketches of desired character looks, and the crew will help to find, alter, or build these items of clothing. Approval from the Director is sought at a “Costume Parade” or “Tech-Dress Rehearsal”; always at least a few urgent last-minute notes will have to be dealt with after the first full run with costumes and before Final Approval at the Dress Rehearsal.

Sometimes a “collective-type” production is deemed desirable, and then the actors, crew, and Designer/Coordina-tor will join in using their combined resources – including their own clothes closets – to assemble the costumes. 

Good sources for clothing include Value Village, the Salvation Army and Goodwill stores, other actors and program students, family, friends, rental houses such as Malabar and The Stratford Festival, or perhaps other Universities and Colleges or theatre companies. As always, any mileage incurred on your vehicle during your quests must be authorized by the Production Manager and documented so that you can be reimbursed. 

There may be a certain amount of construction of costume pieces, and with luck this can be accomplished during scheduled crew hours, under the supervision of the Wardrobe Coordinator and Crew Chief. 

The Wardrobe Crew will be responsible for organizing the dressing room and labeling all costume pieces, right down to the last sock. Any storage racks must also be labeled with the actors’ names, and all costumes related to that actor must be kept in that section or chaos will follow. Running Crew and Cast must also be helpful in keeping costumes where they are supposed to be.

As in props, careful tracking of where costumes came from, who they go back to and in what condition, and any needed program notes and acknowledgements is essential. Crewmembers should double-check that the Coordinator’s list includes the details for any items they found. 

4. Technical and Dress Rehearsals

Note particularly: ALL crewmembers must report for duty for the full day on the Saturday leading to the Photo Call. That means 10:00AM until finished – which could be well into the evening. There will be no exceptions. If you have a job, inform your employer well in advance that you cannot work on that day. You may NOT exchange this day with another student. All of the costumes must be finished (or at least wearable) by 5:00PM.  
Following the Photo Call, most costumes are returned to the correct locations in the dressing room. Specific garments, however, may continue to be required for safety reasons, planning fast changes, working with blood, or for other needs or special effects, and these could necessitate a laundry call or the presence of the crew chief. Otherwise the crew is usually dismissed.
The Crew Chief will schedule at least one crewmember for each remaining technical and dress rehearsal to take notes, relay messages, and answer questions until all notes have been completed prior to Opening Night.

5.  Show Duties

It may be thought that the Crew’s duties end once all the costumes are found, but that is not true. Actors are notori​ous for being hard on their costumes, and repair jobs will be needed throughout the run. The Crew Chief will schedule a repair crew to do the day-to-day maintenance of costume pieces. A copy of this schedule must be given to the Wardrobe Coordinator, to the Stage Manager, and to the Production Manager. It is also posted on the Wardrobe door. Crew-members may NOT exchange their scheduled days with others, as pandemonium would ensue (in a serious emergency, the Coordinator and Production Manager MUST be reached by telephone or in person). 

The Stage Manager or ASM will post notices in the Wardrobe Crew mailbox in the Green Room that will list any repair needs. These must be acted upon before the next performance. Any temporary or emergency repairs may be made by the Running Crew or the Wardrobe Crew the night of the mishap (we cannot wait until the next day if so-and-so’s pants are split and he needs to go out on stage right now for a very dramatic monologue!).

Wardrobe Crew has the special privilege of remaining in the dressing room after the half hour call as long as their presence is required to assist the actors with specific challenges. Conversation is to be restricted to the job at hand. When and if all challenges are under control, they should vacate to the Wardrobe Shop and remain on call.

6.
Laundry

A favourite job among the crew is that of laundry detail. The Crew Chief creates a schedule of laundry duty, copying it to the Head of Wardrobe/Coordinator, Stage Manager, and Production Manager of course, and it too is posted on the Wardrobe door. Crew-members may NOT exchange their scheduled days with others, as pandemonium would ensue (in a serious emergency, the Coordinator and Production Manager MUST be reached by telephone or in person). 

After each performance, two members of the crew launder the cos​tumes on a daily basis from the first “tech with costumes” to the last performance of the run. The importance of this work to the performance cannot be overestimated! Soiled clothing will be placed, by the actors, in a clearly designated basket in the dressing room to be picked up by the laundry team immediately after the show (items not in the basket are assumed not to need laundering).

Laundry MUST be done immediately after each performance; the time required averages about two hours but varies from play to play. This schedule allows lead-time to deal with unforeseen emergencies as well as drying time for hand washables, ironing time, and so forth. It also avoids conflict with class timetables. Please DON’T ask for this timing to be altered; the answer is “No!”

The individual crewmember will be held financially responsible for any item that is incorrectly laundered or lost. 

7.
Pre-Show 
The same two crew members who did laundry the night before are also those who complete the pre-show – because only they know what still needs to be done. Laundered items must be repaired, ironed, folded or hung, and returned to the dressing place of the correct actor. Any work that was not finished during the Laundry Call must be completed at least 45 minutes before the curtain goes up. 

Once these tasks are complete, the pre-show crew heads into the dressing room to help the actors get ready, remaining until the show has begun and everyone is in costume.
Pre-show duties generally take about 1½  hours before each performance.

8.
Post-Show

The Wardrobe Crew is expected to take part in the Strike after the final show like everybody else. Items owned by Theatre Erindale must be cleaned, stored, and inventoried during the Strike and the following working day. Rented or borrowed items must be sorted, cleaned, packed and stored for return. The Crew is responsible for aiding the Coordinator in returning all items, laundered or dry-cleaned, to their rightful owners in a timely fashion – that is, within the week after the closing performance.
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F. Front of House Crew

SEQUENCE OF EVENTS: 

First Reading/Show & Tell( Assist in publicity( Attend Crew Meeting outlining FOH duties and emergency procedures(  Assist in setting up the audience risers during set-in( Attend at least one run through before opening(  Perform duties as outlined below for all shows(  Help strike the audience set-up and lobby after closing performance

1.
The Overall Picture

It is not enough to entice an audience into the theatre or even to provide it with an interesting and exciting production once it gets there. It must also be made to feel comfortable and well cared-for all the time it is in the theatre, and this is where the House Manager and his or her staff come into the picture.

It is the responsibility of the House Manager (i.e., the Crew Chief) to see that the audience is welcomed into a clean, well-ventilated house; that there are plenty of programs on hand for all customers; that people have ample warning before the curtain goes up, both at the beginning of the play and at intermissions; that late-comers are seated at the correct break (if at all) and as quietly as possible so that they do not disturb the other customers; and that the whole attitude of the FOH staff is one of helpfulness and concern rather than boredom or worse.

In other words, while the House Manager and his/her staff have nothing whatever to do with the quality of the production itself, their actions can materially affect the attitude with which the audience will view the production. If the audience feels comfortable and well treated, it is bound to respond more affirmatively to what is taking place on stage than if it is annoyed by its treatment and uncomfortable in its surroundings. It is up to the House Manager and the house staff to see that the audience is put in the best possible frame of mind for viewing the production.

Be warned: FOH duties, especially during the run, are very time intensive.

2.
The Front of House Manager

The Front of House Manager (House Manager for short) is responsible for the supervision of all FOH Staff in ensuring the enjoyment, comfort and safety of the audience during a performance.

The House Manager will:

· Attend to Box Office duties, such as ticket reservation and production, if delegated by the Theatre Manager.

· Attend Production Meetings or send a Deputy unless excused by the Production Manager.

· Dress appropriately while on duty, and wear a badge identifying him/herself as the House Manager.
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· Ensure that all FOH staff arrive on time.

· Ensure that any FOH setup required for a perfor​mance is completed before the doors are opened.

· Take responsibility for Opening the House after consultation with the Stage Manager.

· Announce the start of the show to the audience in the lobby by flashing the lights, and, if applicable, notify the smokers outdoors.

· Ensure that patrons enter the theatre only at the appropriate times.

· Supervise FOH staff in the execution of their duties.

· Provide leadership in the event of an emergency.

· In the absence of the Theatre Manager, call Campus Police in the event that force is required to deal with an unruly patron or unwelcome visitor.

· In the absence of the Theatre Manager, call Campus Police to provide an ambulance or other emergency service to en​sure the health and safety of all patrons.
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· Remain accessible in case you are needed.

· Be friendly, courteous and diplomatic at all times.

· Ensure that the house closes ON TIME, with abso​lutely no more than a 5-minute hold.

· Seat Latecomers, if permitted, at a suitable, prearranged spot in the script.

· Ensure that audience comfort and safety are monitored by ushers throughout the performance.

· Perform such other duties as may be assigned by the Theatre Manager.

3.
The Front of House Crew

The following shall serve as general guidelines for ALL Front of House (FOH) personnel:

· All FOH personnel are to arrive at least one hour before curtain to facilitate setup. All FOH personnel shall be ready to start work at that time.

· Proper dress consisting of white dress shirt and dark (black) dress trousers or skirts and dress shoes are required. Badges will be provided.
· If a person cannot be present for their scheduled shift, it is imperative that the Theatre Manager be notified as soon as possible and a replacement provided.

· Cups and general trash in the lobby and washrooms must be cleared by FOH personnel prior to the arrival of the general public and after intermission(s). Check washrooms for Dixie cups and soap. Lobby carpet should be vacuumed and snow shoveled if necessary.

· Ticket takers must check the dates on the tickets be​fore allowing patrons in.

· The seating capacity of the theatre shall not be exceeded. EVERY person admitted must have a ticket and a seat excluding FOH staff. Seating is on a first-come, first-served basis (General Admission).
· Under no circumstances will refunds be given or promised without prior authorization from the Theatre Manager.

· In the event that an usher finds him/herself in a situation that cannot be resolved alone, the Theatre Manager or House Manager is to be notified immediately. 

· The use of force by House Staff to carry out company policy is prohibited. If the use of force is necessary to control or evict a patron, Campus Police should be called, in the absence of the Theatre Manager, by the House Manager.

The following are the House Rules for the Erindale Studio Theatre:

· No food, beverages or smoking allowed in the theatre.

· No still cameras, video cameras or tape recorders are allowed in the theatre. Cellular phones and paging devices should be checked with the House Manager unless they are turned off or set to vibrate. 

· All audience members are expected to conduct themselves in a manner that will not disturb other members of the audience or performers. Management reserves the right to eject any exceptions (report problems promptly to the Theatre Manager).

· The Press, for review purposes, will be given a Press Kit including photos as prearranged with the Theatre Manager.

· Latecomers are not permitted. Re-entry is not permitted. (Special exceptions may be authorized by the Director and supervised by the House Manager.)
G. Running Crew

SEQUENCE OF EVENTS:

First Reading/Show & Tell ( meet with ASM and introduce yourself ( attend one or more run-throughs before Q-Q to learn the show ( Report to the ASM for Q-Q and every rehearsal and performance thereafter to perform duties as outlined below ( participate in the Strike ( attend the cast party and brag about the crises you solved backstage!
1. The Overall Picture

Running Crews attend every rehearsal and performance starting with the Q-Q. They report directly to the Assis​tant Stage Manager, and receive their instructions from him/her. The Running Crew set the stage, dress the actors, repair props and costumes in emergency situations, create physical special effects when called for and overcome any other backstage emergencies. Although they usually remain unseen, they are a vital part of performing every show.

2. Guidelines

Running Crews may or may not be assigned to a specific aspect such as set, props or wardrobe. 

Running Crews MUST be dressed in black (INCLUDING socks and soft-soled shoes!) – unless they have been provided with a character costume. 
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Bear in mind that “Running Crew” does not necessarily mean that you will be running at all times. This may be so in a busy show, but often the job is “hurry-up-and-wait”. 

Running Crews learn and grow and refine what they are doing from performance to performance just as the Actors, Stage Managers, and Board Operators do. They may start their work later than anyone else, but they become a crucial and intrinsic part of the running team. For that reason, it is not permissible to switch personnel during the run of a show, except under the following very specific conditions.
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3. Sharing a Position

· When student needs are assessed as making it unavoidable, a single position on a running crew may be shared by two people.

· In such a case, the minimum share for each person is 50% of the total position, measured at each stage of production. That means working up to 100% of the Technical Rehearsals (see below), at least 50% of the Dress Rehearsals, and at least 50% of the perfor​man​ces. Resulting crew hours for a shared position could add up to 47 for each partner for a two-week run (nine performances), when a non-shared position totals only 75 hours.

· When there are tricky pieces of business or fast changes or the like to be worked out at a technical or tech/dress rehearsal (which is most of the time), all members of the Running Crew must be present for that rehearsal and any member not present will be fired, shared position or not. It’s wise to plan on being present for 100% of Technical Rehearsals unless very specifically ordered otherwise.

· All rehearsals for which Crew is called, and all performances, must be covered by a full complement of crewmembers from beginning to end, and it is not permissible to change personnel in mid-performance or mid-runthrough.

· Both halves of such a shared position are responsible for all notes conveyed at all rehearsals and perfor​man​ces whether present personally at the time or not (a written log should be kept on site and filled nightly to be checked on arrival by the other half of the team).

· Should one half of the sharing team fail to report for a scheduled call (God forbid!), it is possible (depending on circumstances) that that half might be fired and the other half required to complete the run alone, regardless of any prior arrangements. 

H. Marketing

Publicity is everyone’s job. Direct personal contact as a sales tool has been proven a dozen times more effective than any other form of advertising known to man. Brochures, posters, flyers, and newspaper ads take many weeks to create, but they are merely the tools for the job – they are not the job itself! The entire Theatre and Drama Studies Program participates, for instance, in selling Memberships at the beginning of the season and in distributing posters for each individual show. Trying to leave the marketing to somebody else has one result and one result only: half empty houses!

· The FOH Manager may be asked to design an appropriate display case for their show. This is a highly creative task, and is very rewarding. She will also organize the distribution of posters, which are printed on Campus by the Duplicating Centre. EVERYBODY can be called on to help. Posters MUST be out and plas​tered all over Campus and town no later than two weeks before the show opens in order to be effective. 

· In addition, ALL crews can solicit ads for the show program to offset printing costs. So call up your Uncle Bob’s Butcher Shop and Pool Hall and ask him to sponsor an ad in our program! And while you’re at it, talk up the show!

THEATRE ERINDALE 

GUIDELINES FOR 
ACTORS AND STAGE MANAGERS

The following rules and guidelines have been simplified and adapted in order to fit the circumstances of a university production program. They attempt to cover both the rights and the obligations of student artists. They are based on the Canadian Theatre Agreement between the Canadian Actors Equity Association and the Professional Association of Canadian Theatres.

In single-class productions, a Class Representative may act as Deputy. In multiple-class productions, a Deputy may be elected from the cast at an early rehearsal. The role of the Deputy is to represent the interests of students by monitoring the application of these Rehearsal Guidelines. Any concerns should be brought to the attention first of the Stage Manager, then of the Director, and lastly of the Artistic Director.

A. The Official Call

Full time third- and fourth-year Specialists in the Theatre and Drama Studies Program earn up to 60% of their university credit from their academic courses. For first- and second-year students, the figure is 80%. It follows that careful planning and balanced time management are essential for students involved in production courses.

1. In the Theatre Erindale system, there will be two separate Rehearsal Calls: 
(a) The Weekly Call or forecast is posted before the end of the day’s work each Saturday, and details in advance the plans for the following Monday through Saturday. Up to 20% of the Weekly Call may be left TBA if necessary, and it is subject to change. 
(b) The Daily Call is posted before the end of the preceding day’s rehearsal. It details the plans for the following day’s work. The Daily Call takes precedence over any other information whatsoever, and (except for natural delays caused by unexpected challenges) it is not subject to change without the consent of the performers involved.

2. A legal Daily or Weekly Rehearsal Call consists of not less than the activities planned or scenes to be worked, the call times for each, and the personnel required, in an appropriate format, posted by Stage Management before the relevant deadline on the Official Call Board.

3. Except during the very first week of rehearsal and the week preceding technical rehearsals – when steady Company Calls are to be expected – no more than 50% of the rehearsal week may be devoted to Company Calls. In special circumstances, exceptions for up to 70% may be permitted for a week at a time on direct application to the Artistic Director. Under no circumstance outside of the first and last weeks of regular rehearsal should the proportion of Company Calls exceed 70%.

4. The responsibility of Stage Management ends with the posting of the Call. The individual Actor is solely responsible for informing himself of the Call, whether or not he was present in rehearsal when the Call was posted.

5. A Fitting Call is equal to a Rehearsal Call in every respect, except that it may be scheduled at any time available according to the timetable submitted by the actor. Up to two hours of fitting calls per production are permissible for each actor outside of rehearsal time.

6. The Actor’s Call represents, not her arrival time, but the time by which she must be fully ready to begin work. When such readiness calls for changed clothes, a personal warm-up, the organization of a script or music, etc., all such details must be completed before the Call. (An average safety margin for professionals would be 15 minutes.) An Actor who delays the Company through being unready to work will be considered late.

7. Regular attendance policies will be applied to the relevant Production course, with this exception: a third instance of lateness, or a second instance of absence without leave, will lead directly to the dismissal of the Actor and the failure of the production grade.
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B. Availability

1. 
The Actor must hold himself available during all regular rehearsal hours for the entire rehearsal period.

2. 
For exceptional circumstances, as early as possible and in no case less than one full week in advance, an Actor may seek permission from the Director to be unavailable for up to one Half Day of rehearsal at a time. Such permission will not be unreasonably withheld; however, the Director’s discretion is final.

3. 
As insurance against the possibility of error, Stage Management must be provided with the phone number(s) at which the Actor will be reachable during ALL regular rehearsal and performance hours, whether the Actor expects to be called or not. The fullest penalties for lateness or absence will be assessed against an actor who proves unreachable.

C. Rehearsal Hours

1. The normal work week is a six-day week; on the seventh day, no services may be required of the Company by Management. For Theatre Erindale, the Day Off is Sunday.

2. Normal rehearsal calls for Theatre Erindale will consist of: (a) a Half Day, with up to four hours of work, or (b) a Full Day, with up to seven out of eight hours of work. 

3. Before the First Public Performance of a show, there may be up to three Ten-Out-of-Twelve-Hour Days – no more than two of them consecutive. 

4. During the Technical and Dress Rehearsal process, there may be up to two evening Five-Hour Calls (the equivalent of one Ten-Out-of-Twelve-Hour Day).

5. There is to be a company note session of at least 30 minutes after each Dress Rehearsal and Preview. (When the running time of a show including intermission totals two and a half hours or more, this note session may exceed the normal Four-Hour call. In that case, it should be limited to 30 minutes. )

6. There will be a Meal Break of not less than one hour after no more than four continuous hours of rehearsal – except in the cases of a Ten-Out-of-Twelve-Hour Day (or equivalent) or a Performance Day, on which up to five hours of rehearsal may be worked before a Meal Break of not less than ninety minutes. The penalty for Invasion of a Meal Break is that Management must supply the meal.
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7. Regular Breaks will be provided at the rate of five minutes per hour of work. In acting rehearsals, Break time may accumulate for up to two hours. In intensive singing or dancing rehearsals, Breaks must be given every hour.

8. Company Notes may be given only during regular Rehearsal Hours. (Individual notes may be given informally at any time of mutual convenience.) Whenever time permits, it is desirable for technical notes to be given while the actors get out of costume.

9. There will be a Rest Period for actors of not less than twelve full hours between the end of one day’s rehearsal or performance and the first Call of the following day. The penalty for Invasion of Rest Period is that Management must delay the beginning of the next day’s work until a full twelve-hour break has been given.

10. Stage Management may put in a maximum of sixty minutes Preparation Time for a Half Day or ninety minutes for a Full Day or Ten-out-of-twelve Hour Day before or after the regular rehearsal call without going into Overtime. SM Preparation Time must not infringe on a Meal Break of at least one hour or a Rest Period of at least eleven hours.

11. In most situations only one member of Stage Management is required in the Rehearsal Hall at a time. Note that when two TDS students are sharing the ASM position, they must “take turns” and be called together ONLY for major events such as First Reading or Technical Rehearsals.

12. When the scheduled end-of-day arrives before an essential activity has reached completion, Management may deem it desirable to go into Overtime. If there is any option about when to complete the activity, the students present will be permitted to conduct a vote on whether to continue or postpone. The majority rules. If there is no reasonable option, compensatory “lieu” time off should be provided within the week.

13. Under no circumstance may Overtime exceed one hour, invade a 12-hour Rest Period, or occur more than once in a given rehearsal week.

D. Performance Hours
1. 
A play taking 80-90 minutes or more of stage time to perform will be considered a Full Length Play. There will be no more than two performances of a Full Length Play in a day, five over any three-day period, or eight in a week.

2. 
There will be no rehearsal and no Program classes on a Two-Performance Day.

3. 
There will be a Meal Break of not less than one hour before a Performance and after a Program class, and of not less than 90 minutes before a Performance and after a Rehearsal or Performance earlier in the same day.

4. 
There will be a One-Hour Call before each Dress Rehearsal and Performance. Each Actor must sign in by the One Hour Call or be considered late. The first thirty minutes after this call may be used for dressing and make-up, warm-ups, property checks, and/or last minute onstage adjustments to business by the Directorate, as appropriate.

5.
At the Half-Hour Call, the stage must be cleared and the backstage quieted so that the House can be opened. All persons not directly involved in running the show must leave the backstage area. No services may be required of the Cast after the Half-Hour Call.

6.
Professional behaviour is expected backstage at all times during Technical and Dress Rehearsals as well as Performances. Please see the Theatre Erindale Company Rules elsewhere in this handbook for specific standards and guidelines.
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THEATRE ERINDALE
GUIDELINES FOR INDEPENDENT STUDENT PRODUCTIONS

The Beck Festival of one-act plays in the MiST Theatre in December may present an opportunity to a highly motivated group of Theatre and Drama Studies students capable of functioning outside the regular curricular schedule to mount a pet project of their own. Artistic merit, thorough planning, and a solid production team could qualify such a project for endorsement as a “Theatre Erindale Independent Student Production”.

1. Proposals

Student Proposals should be submitted:

· to each member of the Reading Committee

· by the Producer of the proposed project 

· by deadlines set for several months before the available timeslots.

(A letter indicating the intention to submit a proposal with a brief description of the idea would be helpful at the students’ earliest opportunity, and well before the deadlines.)

For a proposal accepted by this committee, Theatre Erindale would provide:

· Free access to physical stock and working spaces within specific dates; 

· Financial coverage of royalties (if applicable), authorized photocopying, and an appropriate number of programs and posters;

· Deposits against the loan of properties or costumes from Theatre Sheridan or elsewhere;

· A very limited petty cash float;

· Authorization to use our facilities, when available, for independent fund-raising; 

· Free expert consultation/supervision, as available;

· Promotion in our brochure and programs and via an official press release;

· Use of the labels: "The Beck Festival" and “A Theatre Erindale Independent Student Production”.
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Proposals are to be submitted to each member of the Committee separately. They must include:

· A copy of the script (or, in the case of an original play, a complete outline and several scenes minimum);

· The year and city of the first professional production;

· The details on availability, rights, and royalties;

· The signatures of the Director, Stage Manager, ASM, two other crew-members, Faculty Advisor, and Technical Advisor, plus the names of any pre-cast Actors;

· The proposed Production Schedule.

· Optional: an alternative proposal in case the first is not approved.
2. Guidelines and 
Restrictions

· Only professionally produced and published scripts or original scripts by TDS Specialists can be considered.

· Only scripts of a maximum forty-five to fifty minutes’ playing time can be considered.

· The Director may also act as Producer if necessary. The Director may NOT act, stage manage, or write the script.

· In the case of an original script, the Playwright may produce or act if necessary. The Playwright may NOT direct.

· The Faculty and Technical Advisors should read the play, proposal, and supporting documents before signing.

· Faculty Advisors will observe – at a minimum – the first reading, one working rehearsal, and one final run-through or dress rehearsal, and give notes afterwards to at least the Director and Producer. NOTE that these events must be scheduled at their convenience.

· Technical Advisors are responsible for ensuring that all production plans and designs are practicable within our circumstances, and for advising during technical rehearsals.

· ISPs are open to TDS students in Good Standing at both schools. They are NOT open to TDS students on any form of Academic Probation.  

· ISPs are extracurricular. TDS participants receive bonus points, but not credit (unless the production is related to an Independent Study Course). 

· ISPs are open to members of closely related programs: Music Theatre, Technical Production, Drama Studies, Art & Art History, and CCIT. Others require approval.

· ALL participants will sign a Contract provided by Theatre Erindale Management, and will be held liable for any infraction of Company Rules or Program Attendance Policies during their work on the production.

· Participants may undertake only ONE engagement at a time.

· Crew-members listed are committed to working ALL ISP Set-in, Lighting, and Strike Calls as posted by the Technical Director.
· Following official approval of an ISP Proposal, any changes or cancellations require consultation with the Advisors and the formal consent of the Committee.

· ISPs will be subject to cancellation if they fail to distribute proper paper work – casting notices, contact lists, production schedules, property and costume plots – in a timely fashion to their Faculty and Technical Advisors and to Theatre Erindale Management.

· Reminder: Actors and crew of a Theatre Erindale mainstage production may NOT work on any extracurricular production during the Tech Week or Opening Week of their mainstage assignment. This prohibition includes the Day Off preceding both of those weeks. Third year TDS students may not undertake ANY extracurricular commitment that overlaps with rehearsal weeks of their first ensemble show.

· Accepted ISPs will be scheduled for three performances each.

The Committee looks forward to welcoming selected Independent Student Productions into the Theatre Erindale season.   (
