
Stage Management 



The stage manager is someone who
 supervises the physical aspects of  the

 production and who is in charge of  the
 stage when the show is being performed. 



Pre-Production Responsibilities 



Read the script . . . many times over. 



Note any needed design 
requirements: scenery, lights, 
sound, costume, properties, 
special effects, makeup, etc. 



Develop a 
scene 

breakdown 
chart, noting 

which 
characters 

appear in each 
scene.  



Create a list of  
every entrance and 

exit. 



Meet with the director and the Technical Director 
(TD) to determine specific responsibilities for each 

member of  the production staff.  



If  the 
performance 
space is not 

available, seek 
out rehearsal 
studios; make 

yourself  familiar 
with any 

limitations, 
safety needs, etc. 



Arrange for all 
rehearsal needs, 
i.e., taping out 

the set, acquiring 
rehearsal props, 

etc. 



Become familiar 
with the 

performance space, 
including safety 

issues, ventilation, 
emergency 

equipment, and any 
details effecting the 

production.  
Acquire any 

necessary keys.  



With the assistance of  the director, prepare 
the agenda for all production meetings.  



Record minutes of  all production meetings.  



Email all production 
meetings minutes to all 

pertinent parties—
members of  production 
staff, crew, artistic staff, 

management, etc. 



The Production Binder 



Put together a three-ring binder, referred to
 as THE PRODUCTION BINDER, THE

 PROMPT BOOK, or THE BIBLE. 



It should contain the following index tabs: 

PRODUCTION INFO 

Includes: master schedule, rehearsal schedule, crew schedule, contact 
sheet, scene breakdown 



It should contain the following index tabs: 

Includes: company rules, code of  conduct. 

DHARMA 



It should contain the following index tabs: 

Includes: information sheet, blank audition form, collected 
materials from cast 

AUDITION 



It should contain the following index tabs: 

CONCEPT 

Includes: director’s statement, any research focused on 
concept, designer notes, color palette 



It should contain the following index tabs: 

RESEARCH 

Includes: dramaturgical analyses of  play, time period and 
specialty research 



It should contain the following index tabs: 

REHEARSAL REPORTS 



It should contain the following index tabs: 

BLOCKING SCRIPT 

Includes: copy of  the script with notation of  all official blocking, 
business, and additions/deletions 



It should contain the following index tabs: 

Includes: copy of  script with all cues for calling the 
show written into the text. 

CUE SCRIPT 



It should contain the following index tabs: 

BUDGET 



It should contain the following index tabs: 

PUBLICITY 

Includes: press releases, one-sheet, actor bio’s, 
program materials 



It should contain the following index tabs: 

Includes: light plot, materials, sources, rental info, 
equipment records, receipts, cue sheet 

LIGHTS 



It should contain the following index tabs: 

Includes: mic-plot, sfx and music plot, cue sheet, 
equipment specifications, materials, sources, rental 
info, receipts, show CD 

SOUND 



It should contain the following index tabs: 

Includes: blueprint of  performance space, ground plan of  
set, set design sketches, elevations, schematics, list of  
materials, furnishings, decorations 

SCENERY 



It should contain the following index tabs: 

Includes: master prop list, schedule, sources, renderings, 
prop plot 

PROPERTIES 



It should contain the following index tabs: 

Includes: schedules, plots, renderings, character 
descriptions, cast measurements, color swatches, 
pictures 

COSTUMES 



It should contain the following index tabs: 

MAKE-UP 

Includes: renderings, materials, sources 



Responsibilities during Auditions 
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Provide copies of  sides 
(excerpts from the script) to the 

auditioning actors.  



Create an 
Audition Fact 
Sheet (name of  

production, playwright, 
director, design staff, 
rehearsal dates, venue, 

performance contract, plot 
summary, character listing 
with description and age 

range.) 



Collect 
and 
organize 
headshots 
& resumes. 



Maintain fairness among those auditioning. 

For non-Equity it’s first come, first serve. 
Equity members can go to the head of  the line.  



Insure that the 
audition facility 

has adequate 
lighting, heating/
cooling, sanitary 
restrooms, access 

to water, and 
general safety 

standards.  



Roles may vary: 
• The PSM may be at the door with 
an ordered list of  auditioners. 



Roles may vary: 
• The PSM may escort actors in and 
out of  auditioning space. 



Roles may vary: 
• The PSM may be inside with 
another employee working the door.  





Attempt to keep everyone on schedule. 



Contact those being “called back” 
and organizes their appointments. 



Once casting is completed, the PSM
—with the input of  the director—

develops a rehearsal schedule. 



Taping Out the Floorplan 



Sometimes 
rehearsals 

occur in the 
actual 

performance 
space.  



More 
frequently they 

occur in a 
rehearsal space.  



In either case, there will be a portion 
of  the rehearsal process in which 

actors will work without the actual set 
pieces and furnishings. 



It is the stage manager’s responsibility to 
tape the floor plan out precisely on the 

rehearsal space or stage floor. 



Typically this is done with 
inexpensive masking tape. 



Carefully examine the designer’s 
scaled floorplan. 



First, locate and mark in tape the 
center line. 



Then using a tape 
measure, a scale 

ruler, a chalk line, a 
T-square, a right 

triangle, a 
protractor, and a 

pencil, tape out the 
floor plan exactly.  



Rehearsal Responsibilities 



Create a Contact 
Sheet so cast and 

crew can 
communicate.  



Make sure the stage/rehearsal space 
is swept before beginning any work. 



Make sure the
 space is safe,
 comfortable,

 clearly marked,
 and inspiring
 for the show. 



Oversee 
attendance: have 
actors and staff  
sign in and out; 

enforce attendance 
and tardiness 

policies. 



Establish and effectively enforce 
rehearsal rules in order to maintain 
productivity and professionalism. 



Communicate rehearsal obligations 
and requests with actors and crew 

members. 



Bring your stage manager’s kit.  



Record all blocking, take notes, and 
always be “on book.”  



Provide the 
actors with 

important cues: 
“5 minutes!”  



Use a stop watch to time everything: the duration 
of  each break, the duration of  rehearsal activities, 

the duration of  run-throughs, etc. 



Ensure 
compliance with 

regulations of  
Actors Equity, 

including breaks 
and rehearsal 

length. 



Coordinate 
usage of  and 

storage of  any 
rehearsal props 

or materials.  



Support the director by giving constructive feedback,
 answering questions, and taking care of  all the little

 things so the director can do his/her job. 



Act as a liaison between all actors, designers, crew, 
staff, etc.  Throughout the rehearsal process, all 

information should go through the stage manager.  



Help to keep actors
 calm and ready to
 create, providing
 coffee, water, or
 good snacks to
 make sure they

 keep energy and
 focus up. 



Make sure 
actors and crew
 are where they

 are supposed to
 be when they are
 supposed to be

 there. 



Creating a Stage Manager’s Kit 



At each rehearsal and performance, the 
Stage Manager is expected to bring a 

Stage Manager’s Kit. 



The kit itself  can be anything from a 
duffel bag to a vanity case or any 

type of  carrying case that one might 
use for tools or tackle or makeup or 

art supplies.  



Medical Items 
aspirin 
throat lozenges 
cold tablets 
antacid 
eye wash 
Band Aids 
ice pack 
Neosporin 
hand sanitizer 
needles 
tweezers 
cotton swabs 
scissors 



Office Supplies 
a supply of  #2 pencils 
erasers 
pencil sharpener 
highlighters 
Sharpies 
rubber bands 
paper clips 
a glue stick 
chalk 
self-stick note pads 
stapler and staples 
calculator 
ruler 
transparent tape 
masking tape 
thumbtacks & pushpins 



Convenience Items 
matches 
disposable cups & utensils 
a variety of  self-amusement toys 
moist towelettes 
tissues 
sugar, Equal, salt, & pepper packets 
eyeglass repair kit 
eyeglass lens tissues 
toothpaste 
mouthwash 
dental floss 
tampons 
breath mints 
bobby pins 
needle and thread 
safety pins 
extension cord 
bottle & can opener 
nail clippers and file 
room deodorizer 



Tools & Theatre Supplies 
hammer 
multi-function screw driver 
pliers 
adjustable wrench 
tape measure 
work gloves 
mini MagLite 
stopwatch 
spike tape 
gaffer’s tape 
electrical tape 



Rehearsal Reports 



For each rehearsal the PSM
 writes a rehearsal report: 

        • attendance 
        • objectives 
        • progress 
        • concerns, issues, & questions 
        • plans for the next rehearsal.  



Email this to all production staff
 every night after rehearsal. 



Load-In and Hang & Focus 



Assist the TD with
 supervising load-in. 



 The lighting designer or production electrician focuses
 the lights on the set. The PSM may be asked to either

 work the board, stand on stage to be object of  focus, or
 provide input on lighting needs for production. 



Prep for Tech Rehearsals 



As PSM, make sure the Run Crew
 spikes the movable set pieces. 



As PSM, make sure the Props
 Master sets up the Prop Tables. 



As PSM make
 sure the ASMs
 and the Run

 Crew organize
 the backstage
 area, giving a

 “home” to each
 stored set piece. 



As PSM, make sure the Lighting
 Designer, ASMs or Run Crew has

 installed or provided minimal adequate
 backstage lighting or flashlights. 



As PSM, 
make sure the
 LD (Lighting
 Designer) has
 installed any

 necessary Cue
 Lights. 





As PSM, make sure the Costume Designer
 has posted Costume Plots backstage. 



As PSM, create
 a pre-set list

 that the ASMS
 work through
 before each

 performance. 



As PSM, coordinate a dress parade, in which
 actors stand in costume under the stage lights. 



Spiking the Stage 



Once rehearsals are in the actual performance space, the 
stage manager must direct the stage crew through 

spiking all furniture and movable set pieces. 



“Spiking” the stage ensures that—for blocking and 
lighting purposes—the set pieces are in the same 

exact spot each time they are set up. 



In doing so, you will use special spike tape
—available in most theatrical stores. 



Place small pieces of  spike tape on 
the upstage corners of  all set pieces.  



Color-coded tape 
may be used for 
multiple settings.  



If  set pieces are
 improperly placed on the
 stage, actors may not be
 in the lighting hotspots
 when they need to be.  



Creating the Cue Sheet 



Create an ordered list of  each
 lighting, sound, and stage crew cue
 throughout the entire performance. 



Write each cue into the Cue Script
 that will be used to call the show. 



Each lighting
 cue is labeled
 with a number.!

Each sound
 cue is labeled
 with a letter.!



Sample Cue Sheet 



Tech Rehearsals 



At Paper Tech, the director, PSM, ASMs, and all
 designers sit around a table and talk through each

 shift and cue. No actors are present. 



At Paper Tech, the PSM creates a
 master Cue Sheet and Cue Script. 



The PSM leads the crew through Dry Tech—a
 complete run of  the show without any actors.  The

 crew rehearses administering each cue. 



The PSM also runs the
 Cue-To-Cue, where all

 actors and crew
 rehearse enacting each
 cue—the text of  play is

 largely omitted. 



Calling The Show 



During a run of  the show, the stage
 manager warns, gives standby notice
 and calls for the execution of  every
 cue.  This is done over a headset. 



Warnings can be
 called in bigger

 blocks:
 “Warning sound

 cues 2-7 and
 light cues
 15-20.” 



During the warning
 is the time to give

 info about the cue. 
 For example: “This

 cue should be
 timed so that the
 music starts as

 soon as the actor
 opens the door.” 



When the warning
 cue is given , those to
 whom it applies will

 respond with:
 “warned” or “got it”
 or “yup” or “check.”

 If  they do not
 respond you will

 have time to make
 sure they are there

 and ready. 



Moments before
 the cue, give a
 standby for the
 cue, so the crew
 will know to get
 ready to move or
 put their fingers
 on the button. 
 “Standby on

 Light Cue 38.” 



To execute the
 cue: “Lights 38,

 Go.” 



To avoid
 confusing your

 crew, avoid
 saying words

 that sound like
 “go” or end

 with that sound
 while on
 headset.  



In the event of
 having to

 execute two
 cues at once:

 “Sound Cue M
 and Light Cue
 15 together,

 Go”  



If  you need
 them both at

 moments apart: 
 “Sound Cue M
 and Light Cue
 15 separately,
 Go and go.” 



Performances 



The PSM sets up a Sign-in Sheet
 system for cast and crew. 



 The PSM insures that the ASMs
 check each item on the Pre-set List. 



The PSM makes sure that the ASMs,
 Booth Crew, and the House

 Manager have working headsets. 



The PSM calls one hour, half  hour,
 twenty minutes, ten minutes and

 five to curtain. 



The PSM calls the show. 



 The PSM takes
 notes on errors,

 concerns,
 problems, etc.
 and conducts a
 post-run note

 session. 



The PSM supervises clean up. 
 All cast and crew must check out
 with the PSM in order to leave. 



After each performance, the PSM
 sends a Performance Report to the
 director, TD, and the producers. 



Strike 



The stage manager coordinates all
 activities of  the set strike, ensuring

 proper storage of  materials, the
 return of  all rented and borrowed

 items, and the practice of  all theatre
 safety rules and guidelines. 
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