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APPLICATION 

• Submit to Mountain View Theatre Director a resume and technical form 

• Application is to be submitted no later than 1week post auditions. 

 

BREIF OUTLINES OF DUTIES 
The stage manager begins the production preparation period by providing 

administrative support to the director.  When the stage manager begins to call the 
show, the primary focus of his/her responsibility changes from administrative support 
to technical coordination of all production activities.  The director and various 
designers determine the nature and timing of the cues, but it is the Stage Manager who 
is responsible for seeing that those instructions are carried out.  The Stage Manager 
also serves as the hub of information throughout the process: taking notes, recording 
minutes, and giving messages.   

 

PRIMARY DUTIES OF THE STAGE MANAGER 

• Prepare, set up, and restore rehearsal spaces for regular classroom use. This includes 

making sure set and floor is swept.  

• Maintain order in the rehearsal room 

• Call all rehearsals, technical rehearsals, and performances 

• Facilitate communication between, directors/designers to students 

• Assemble and maintain the production prompt book. Prompt includes: 
o Contact sheet 

o Rehearsal reports 

o Props tracking 

o Copy of script with blocking and list of cues 

o Costume changes 

o Production analysis 

o Scene shift 

o Patch panel changes 

o Run crew cue sheets 

• Keep records of all rehearsals, production meetings, and performances 

• Prepare and distribute all paperwork to appropriate personnel  

• Read the script to receive a full understanding of the play 

• Maintain a positive attitude at all times. Set the tone for a friendly, efficient, and 

successful rehearsal process.  
*may be called upon to run auditions for productions if application is received and approved* 

 

AUDITIONS 

 A stage manager may be called upon to run auditions for productions if application is 

received and approved prior to auditions.  

1. Set Up 

• Set up 2 tables in the fine arts hallway 15 minutes prior to the beginning of 

auditions, with marked places for the actors to put their audition forms, 

resumes, and contracts. 

• Have a least 10 extra audition forms for actors. 

• Have extra pencils and pens on the table for the actors to use. 

• Have the first aid it pulled from storage.  



 

 

Stage Manager’s Handbook – Page 3  Mountain View Theatre 

July 10, 2018 Revision 

3.  Actors Arriving 

• After receiving the completed audition forms from the actor, staple each form, 

resume, and contract together. Arrange them in order of the audition times. If 

it is a general audition place forms in alphabetical order 

• Send in individuals/groups at their assigned time slot, do not send in an 

auditioner until the previous one has exited if they are over the time slot.  
4.  During Auditions 

• There will ne scheduled break, please maintain that these are to be held true. 

This is not the time for someone to have a personal conversation with the 

directors/audition committee.  
5.  Miscellaneous Audition Information 

• Even when asked, do not give out information related to time.  You will 

continually get the question, “How long do you think it will be until my 

audition?”  Do NOT give an answer to this.  You can tell them the number of 

people who are supposed to be in front of them, but remind them that some 

may not take the full 3 minutes allowed for the monologues and that some 

people may not be auditioning.   
 

PRE-PRODUCTION 

 Once you find out you are working on a show there is are duties that need to be fulfilled 

before going into production.  First, you will want to read the script simply for pleasure so that 

you will know and understand the play, not just the technical aspects of it. 

1. Getting to Know The Script:  

· Production Analysis (See example) A Production Analysis is the SM’s first 

tool in preparing for a show. After you’ve read the play for enjoyment you’ll 

want to go back through the script and note any specified entrances and exits, 

costume changes, setting changes, cues relating to lighting, music and sound 

effects, and props that are specifically mentioned.  Next, you should determine 

if there are any possible issues or questions which need to be addressed from a 

stage management perspective (i.e. if a character brings on a plate of food 

does the food need to be real? will it be eaten on stage? how perishable is the 

item, etc.) One of the most effective ways to do this is to put it into a table 

format with sections for: Act/scene/page, set, lighting, costumes/make-up, 

props, sound, special effects, and notes.  The information gathered from this 

will be invaluable when it comes to questions in the first production meeting, 

when making up scene shift plots, and when keeping track of props. 

· Plots:  Include plots relating to properties, lighting, music and sound effects, 

scene shifts, quick changes, special effects (fog, mist, fire, etc), projections 

and/or video, etc. 

· Character Breakdown:  A character breakdown is a chart that tracks when 

each character appears on stage in the script. It is specified by act and scene as 

well as by page number.  This piece of paperwork will become the backbone 

of your stage crew’s running list and guide you to understand how many crew 

members you need and where.  Please remember to update it once a week. 
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2. Meeting with the Director:  Once you are informed of the show on which you will be 

working as a stage manager, you should arrange a meeting with the Director to go 

over expectations and the way they want rehearsal to be maintained.  It is important to 

cover the following bullet points: 

· Their intention/vision for the show 

· Design Team:  find out who they are in order to begin to build relationships 

with the rest of your production team 

· Cast  

· How often they want to take breaks? (5 minutes after 55 minutes or 10 

minutes after 80 minutes) 

· How they want to be warned about breaks ? 

· How they schedule rehearsals? 

· How they want rewrites handled if there are rewrites? 

· How long they expect to do table work? 

· How they want line notes taken? 

· Off book dates 

· How specific they want blocking taken 

· What rehearsal props, furniture, costumes and music do they want and when 

· How they want production meetings run 

· Expectations for technical and dress rehearsals.  (Please note:  this issue will 

need to be discussed in a production meeting prior to tech with the design 

team.) 
 

3. Gathering and Distributing Information 

 The following items slightly overlap with items that need to be completed once 

you go into production.  However, the sooner you get these items completed and 

distributed, the easier your job will be. 

· Number of scripts required (in consultation with the Production Coordinator) 

· Contact Sheets:  Name, position, phone contact, up-to-date e-mail contact 

information.  You may need to update this more than once.) 

· Bios from actors, designers, directors, stage managers, shop heads:  Given to 

the Publicity Head.  It is recommended that you take time to do this on the 

first day of rehearsal. 
4. Request rehearsal items 

· Request rehearsal props from props master. You will be responsible for  

getting them to and from rehearsals.  

· If there are borrowed costume items (i.e. corsets, skirts, coats, shoes, etc.) 

You will be responsible for making sure actors get them to and from 

rehearsals. 

· Coordinate disseminating period specific rehearsal attire to actors (example: 

rehearsal skirts) 

REHEARSAL 
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 While your duties will fluctuate depending on the type of show and the script you’re 

working on, there are a number of duties that you will be required to fulfill for every show type.  

Those duties include: 

 

• Call Board:  The callboard in the scene shop between the two dressing rooms,  

is one of your greatest assets.  It is divided into sections, which are labeled.  

When working on a show, be sure to post the cast calendar, rehearsal reports, 

a contact sheet, and any other important information on the call board under 

the appropriate section. 

• Character Entrances and Exits:   Character entrance and exit charts are very 

similar to props tracking.  Keep track of where the character is at the top of 

the show, when they enter, when they exit, and where they exit to.  Do this for 

every entrance and exit a character makes. 

• Giving Breaks:  At MVT, breaks are taken based on Actor’s Equity 

Association procedures:  5 minutes after 55 minutes of work or 10 minutes 

after 80 minutes (one hour and 20 minutes) of work.  Before you go on a 

break, announce how long the break will be by saying:  “We’re on a 5.” or 

“We’re on a 10.”  The actors will generally respond with “Thank you 5.” or 

“Thank you 10.”  When you are at 2 or 3 minutes to being back from break, 

warn the actors the end of the break is near by telling them how many minutes 

until the end of break.  After the break is over, bring everyone to order by 

saying:  “Ladies and Gentleman, We’re back!”.  When announcing breaks and 

backs to the cast make sure you speak in a clear, firm voice so that no one 

mistakes what you are saying. 

• Keeping Track of Blocking:  Write down the movements of the actors.  

Generally, the blocking will change over time.  Make sure to keep the 

different versions of blocking by using columns in your script. 

• Line Changes:  This will involve keeping track of and informing the 

production team and cast of the line changes.  Send the line changes in the 

rehearsal report.  If large sections have been added or extensive rewrites have 

happened, you will need to be sure to distribute a new script with the changes 

in it to the cast and production team.  

• Line Note Forms:  It is vital that the actors say their lines correctly.  Keep 

track of mistakes in your script.  Fill out line note forms for the actors during 

breaks or when the director is giving notes to the actors.  This task is often 

given to the ASM. 

• Distribution of Paperwork:  If you have been unable to collect and distribute 

all the necessary paperwork from the actors, the first read-through is the time 

to make sure they have it, fill it out, and return it to you.  These items include:  

Actor Emergency Contact Form, Bio Sheet, Cast Contact Sheet, information 

about how to access and subscribe to the Online Show Calendar.  Have only 

the paperwork needed for each individual packet.  Hand out the Bio Sheet, 

Production Contact Sheet at the first read through.  

• Prop Lists:  In order to aid in the prop tracking, keep accurate prop lists, this 

should be made by the props master, but stage managers need to guarantee 

they receive a copy. Additional props discussed in rehearsal need to be noted 
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in the rehearsal report.  Keep a master prop list as well as lists for the prop 

table or tables.  Update these as changes are made. 

• Props Tracking:  During rehearsal, keep track of where props are at the top of 

the show, when they are brought on and by who, when they are taken off, to 

where they are taken off, and by whom they are taken off. Provide a copy to 

the props master.  

• Rehearsal Reports:  Rehearsal reports are your tool with which to inform all 

department heads and designers of what is going on in rehearsal.  These 

should be posted on the google doc file by noon the day following rehearsal.   

Make sure to be as detailed as possible and explain every request, statement, 

or question.  This will save you a lot of hassle and confusion at a later time.  

Also make sure to include the breakdown of the day’s rehearsal and the 

schedule for the following day’s rehearsal.   

• SM & First Aid Kits: Stage managers will have an SM kit assigned to them or 

they may create one of their own. This is basically your toolbox and should 

contain anything and everything that could possibly be needed at a moments 

notice during rehearsal. These items include but are not limited to: office 

supplies such as pens, pencils, highlighters, post its, a ruler, erasers, and pencil 

sharpeners, aspirin, a tape measure, stopwatch, cough drops, safety pins, etc. 

The point of the kit is to try to be prepared for all possible situations, so use 

your imagination and critical thinking skills – what might happen in rehearsal 

that would require your attendance, what would be helpful in order to address 

the situation, and then add that to your kit. If you use the department’s kit it is 

your responsibility to maintain the kit (anything loaned out needs to go back) 

and notify the director via rehearsal reports if anything needs replenished 

(replenishment is at the discretion of the director(. As to First Aid kits, you 

should always check that you have one before any rehearsal, tech, dress, or 

performance. You are expected to use the Theater Division’s first aid kits.  If 

more supplies are needed or if something is missing, you should immediately 

inform the director via the rehearsal reports.  

• Taping the Floor:  Once the designer has given you a ground plan, it is your 

responsibility to transfer the ground plan to the floor of the rehearsal space 

before blocking begins.  Do this using spike tape, a scale ruler, and measuring 

tapes.  It is usually easier to tape using two people.  When taping, do your best 

to make it as accurate as possible.   
 

1st REHEARSAL/READ-THROUGH 

 You will commonly hear the first rehearsal referred to as the first read-through.  During 

this first rehearsal, the director, designers and stage managers will hear the actors read the script 

aloud, for the first time, in its entirety.  (This also means that all of these individuals will need to 

have been informed of the date of this first rehearsal, and that they are required to attend.)  

Things that will happen at this rehearsal include: 

• Distribution of Paperwork:  If you have been unable to collect and distribute 

all the necessary paperwork from the actors, the first read is the time to make 

sure they have it, fill it out, and return it to you.  These items include:  Actor 

Schedule/Emergency Contact Form, Bio Sheet, Cast Contact Sheet, Cast 
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Calendar, information about how to access and subscribe to the Online Show 

Calendar as well as the Theater online calendar, the expanded Tech, Dress, 

and Performances Calendar (see sample), and Contact Cards.  Have only the 

paperwork needed for each individual packet.  Distribute this as cast members 

arrive.  In the event you do not have enough time to distribute all packets 

before you start, hand them out to the actors on a break or at the end of 

rehearsal.  Only hand out packets to the cast at this time.  Hand out the Bio 

Sheet, Production Contact Sheet and Production Calendars to the production 

team at the first production meeting. 

• First Read-Through:  Generally, the first read-through is the last item that 

takes place.  Make sure you have a stopwatch ready to time the read and 

highlighters and pencils for the actors and design team.  Be prepared to read 

stage directions as this is one of the stage management duties.  (This duty may 

be passed onto an ASM.)  If the play is written in one act, no break needs to 

be taken.  Simply time the entire act to put in the rehearsal report and give a 

break after the read.  However, if the play is more than one act, be sure to give 

the actors a break between acts.  Also, be sure to get an individual time on 

each act and to include the individual times as well as a total time on the 

rehearsal report.   
 

PRE-TECH 

 Before Tech weekend there are a few tasks you will need to accomplish:  

• Backstage Safety:  Before going into tech, it is the stage manager’s 

responsibility to ensure the backstage area is safe for the crew and actors.  

Before going into tech, also make sure to remind the actors to wear closed-toe 

shoes.  

• Cue Lights:  Cue lights are not always needed for shows.  If during rehearsals 

you discover cue lights will be needed, talk to your Technical Director/Master 

Electrician immediately.  Tell them how many cue lights are needed and 

where.  If cue lights are unavailable or if you do not have a Master Electrician, 

talk to the electrics shop to see if they have any solutions.   

• Headsets:  Another prep item to set up the head sets.  This information needs 

to be discussed with the sound department at least 3 weeks before tech week.  

(Please see sample calendar.)  Also, stage management’s job is to ensure they 

are cleaned pre-installation and cleaned during removal at strike. 

• Paper/Dry Tech:  In order to ensure tech runs smoothly, arrange a time to sit 

down with the lighting designer, sound designer, and director to get the 

designers’ cues put into your calling script.  Make sure to have a cue sheet 

from both designers before paper tech so that you can make changes to cues 

on that as well as in your book.  Make sure to put cues into your script in 

pencil or with post it tabs.  Do not write in pen until you are sure no more 

changes will be made.  

• Pre- and Post-Show Checklists:  Even during tech, the stage manager should 

get used to doing their pre- and post-show checks.  Make a checklist so that 

you will not forget anything.  The pre-show checklist should include:  

sweeping and mopping the stage, blackout check, and headset check.  The 
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post-show checklist should include:  making sure props are put away, boards 

are shut down correctly, run lights are off, work lights are on, and the theater 

is locked.  Please note, checklists are show-specific.  You will have other 

things on your checklist that are not listed here.  

• Prop Tables:  Coordinate with the props master, if you have one, for the 

placement of prop tables.  Then cover the table in paper or get masking tape to 

mark out where specific props go.  Make sure to do this with a dark marker. 

• Crew Run Sheets:  If there is a set change in the show, be sure to have a list of 

who does what and the order in which these things occur.  This will make the 

rehearsal of these changes go more smoothly.  These should be created from 

your Production Analysis, which has been updated throughout the rehearsal 

process.  You can hand out a master Crew Run Sheet that has all positions or a 

more specific sheet to individual positions.  These lists are due to the director 

two weeks before your tech begins. 

• Backstage Call Board:  You must create a backstage call board which 

includes:  Crew sign-in sheet, cast sign-in sheet, any important 

announcements or reminders (such as Photo Call), as well as a Pre-Show 

timeline. 

• Preshow Timeline:  This timeline is for everyone to read and reference.  It 

should include pre-show checks, blackout checks, fight calls, dance calls, 

house open, etc.  The purpose of this is so that IF there is an emergency or 

situation that requires your attention, your ASMs, cast, and crew know what 

they should be doing when and if you are temporarily unavailable.  A post-

show timeline can be created for shows that require a lot of clean-up or any 

safety checks.  These lists are due to the Production Manager two weeks 

before your tech begins. 

• Calendar:  Two weeks before tech, you will receive an expanded schedule of 

tech week, which is often confusing for some people who are new.  You will 

hang this expanded calendar on the theater doors, and on the backstage call 

board.  When you make this information easily accessible, people will not 

have to ask you what the schedule is and you can turn your attention to other 

important matters. 
 

TECHNICAL REHEARSALS 

 Technical rehearsals can be a very high stress time for designers, directors, and stage 

managers.  Remember to keep a positive attitude about everything.  Try to plan tech as much as 

possible before going into it.  This is not an easy task to accomplish due to the nature of tech.  

However, by knowing and planning for a few things in tech, problems can be avoided.  Please 

discuss with the director expectations and how they would like the time to be used.  While 

everyone thinks they know how tech goes and it should be obvious, techs can be run in different 

ways, and it is important for all the collaborators to have a chance to ask questions and/or discuss 

anything they are concerned about.  Remember that for the lighting designers (and possibly the 

sound designers), this may be the first time they have been able to work with their design.  You 

are actively collaborating with all the designers and the director, so be sure to work towards a 

common goal.  The care, direction, and consideration that you have been giving to the actors in 
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rehearsal now expands to include the designers and, crucially, your backstage crew.  Your 

rehearsal space is now your theater space. 

• Breaks:  Regular breaks will still be taken during tech.  Include in your break 

calls who is on break.  “Company break” means everyone, including designers 

and technicians.  Sometimes it’s good to stagger breaks, with the actors taking 

ten while the stage crew re-sets a scene, then having the crew take ten while the 

director gives the actors a few notes.  Also, remember to TAKE YOUR 

BREAKS.  It’s a long day/night and it’s important that you take some time for 

yourself.   

• Collect run crew cue sheets. All members of run crew including stage 

management need to create a show cue sheet. This should include preshow 

duties, show, and post show duties. Examples can be found on the stage 

management and show specific google drive accounts. It is the stage manager’s 

responsibility to collect these from the run crew members the technical rehearsal 

following dry tech. Stage managers must note all changes that are made on their 

personal copy of the sheets. Also the stage manager should ensure that run crew 

members have posted a copy for themselves backstage or in the booth.  

• Calling the Show:  Throughout tech, the stage manager should be calling the 

show.  Standbys should be given to the board operators 3 or 4 lines before the 

cue, be sure to mark standbys and gos in different colors and on the exact line, 

word or beat of music in your script so you keep it consistent.  The board ops 

should reply with a simple “Lights standing by” or “Sound standing by.”  

Typically, there should be no talking during stand-bys.  However, during tech 

designers may be whispering on headset to set levels.  Be sure to call the cue the 

same every time.  Please properly prepare your calling script at least one week 

prior to tech.  

• Cue to Cue/Target Tech/Dry tech (or simply Tech):  Generally, the first tech will 

either be a cue to cue or a “Target tech,” where complex technical elements (such 

as automation) need to be integrated into the action of the actors, crew members, 

and your cue calling.  Coordinate with the lighting designer, technical director, 

and sound designer as well as the director about which would be more beneficial.  

Beginning tech would consist of jumping from one cue to the next in the script.  

A run-through would consist of the actors running through the show, with holds 

for the lighting and sound designers to fix cues.  

• Reports:  Remember to continue to send out rehearsal reports throughout 

technical and dress rehearsals. These must be sent out by 12pm the following 

day.  

• Sign-In Sheet:  From the first tech until the end of the run, be sure to have a sign-

in sheet posted. Posterboard and markers can be obtained from Mrs. Ankiel. See 

the example of posterboard layout attached in the handbook.  Inform the actors 

and crew that it is their responsibility to sign in as soon as they arrive.  This will 

make things easier when the stage manager is making sure everyone has arrived 

on time. 

• Stage Management Arrival Time:  Try to arrive at the theater 15 min before the 

crew is called (if your schedule allows).  If the crew is called an hour before, the 

stage manager should try to arrive 15 min before the crew.  This gives the stage 
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manager time to prepare for the day.  Make sure to give the departments working 

times until the start of tech.  Give them an hour, half hour, 15 minutes, 5 minutes, 

and arrival.   

• Starting Tech:  Try your best to start tech as close to time as possible, and set that 

expectation with the cast and crew.  Prior to start time be sure to have the actors 

walk through the set, become acclimated with any changes and aware of any 

hazards (which should be clearly marked with glow tape or white tape), and 

become aware of any new props they may have.   

• Technical Notes:  After each day’s rehearsal, have the production team meet in 

the theater for notes.  During this time, give the actor’s a ten-minute break, if 

they have not already left for the day.  During notes, the director and the 

designers will discuss different items and issues that have arisen that day.  This is 

also the time for the stage manager to ask any questions they may have and for 

the lighting and sound designers to give the stage manager calling notes.  Please 

also ask your ASMs to be present, if possible, so than any backstage issues can 

be addressed.  Be sure to take detailed notes and send the notes out, in a technical 

notes report, at the end of the night. 

• At the end of any tech, check in with your director as to how he or she wants to 

end the day.  Check with them before calling break and make sure you are clear 

about WHO gets a break.   
 

DRESS REHEARSALS 

  

• Breaks and Notes:  Always check with your director as to how he or she wants to 

use the remainder of the time.  (It may be that actors should not get out of 

costume as there are issues that need  to be worked on.)  After the run, give the 

actors a 15-minute break and to meet in a designated area so they can get notes.  

The break is for the actors to get out of costume and have some time to relax.  Do 

not forget that your stage crew might also be due for a break.   

• Fight/Dance Calls: Many shows may contain fight or dance choreography, and 

these parts of the show need to have a specified fight or dance call before 

rehearsal begins. For a fight call let the actors know ahead of time how long they 

have until fight call will begin, and give them a fifteen-, ten- and five-minute 

warning before you call places for fight call. At the fight call the Fight Captain 

(who should be ideally be a cast member designated by the fight choreographer 

at the beginning of the fight training process) runs through each fight. The fights 

or any instance of stage combat should be run through first at quarter speed, then 

half speed, then performance speed each night. The Fight Captain should be 

watching for accuracy of the choreography as well as the safety of the actors 

involved. The fights should also be run in the same order every night. Dance calls 

should work the same. 

• Giving Places:  During the dress rehearsal through to the end of the run, be sure 

to announce how long until places.  Announce ½ hour, 15 minutes, 5 minutes, 

and places.  Be sure to check in with a crew member backstage to be sure that 

everyone is in places before starting.   
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• Quick-Change Rehearsal:  If it is determined that a quick-change rehearsal must 

take place, make sure to schedule it into the dress rehearsal.  This may mean 

pushing the Go Time back a half an hour.  When a quick-change rehearsal 

occurs, be sure to have all actors involved called for the rehearsal.  Be sure to 

time the changes and be sure to call all cues around the rehearsal as well.  

• Final dress is to run in absolute performance conditions 

 

 

OPENING/PERFORMANCES 

  

• Make sure there are no unathorized persons backstage or in the booth.  

• Collect and lock away cellphones 

• Visually check stage for preset.  

• Actor & Crew Call Times:  Generally the stage and operator crew call is 5:30 

pm, but you may find that this needs adjusting.  You cannot call your crew 

BEFORE 5:30 pm.  Call the actors at 6:00 pm (unless otherwise determined by 

the director).  If a fight call needs to be scheduled, be sure to schedule it before 

the house opens. 

• House Opening:  The house will typically open ½ hour before Go Time.  Be 

sure to coordinate with the House Manager. Double check with the director 15 

minutes before the scheduled opening of house that it is still on track. If house 

needs to hold be sure to communicate that with the house manager. Make sure 

to communicate when house is open to crew and cast.  

• Giving Places:  During shows, announce house open, ½ hour, 15 minutes, 5 

minutes, and places.  Check in with a crew member backstage to be sure that 

everyone is in places before starting. 

• Pre- and Post-Show Checklists:  Once a show opens or starts previews, the pre- 

and post-show checklists come in very handy.  Be sure to complete every item 

on the checklist.  You should already be in the habit of doing these things 

because you have been following the checklist since the beginning of tech. 

• Holding the House:  In the event that the house has to be held, be sure to give 

the actors a hold.  This means if the house manager contacts you at 5 minutes 

until places and says the house will need to hold for 5 minutes, tell the actors 

they are at 5 minutes to places with an extra 5 minute hold for the house.  A 

hold for the house means it will be closing 5 minutes after the scheduled closing 

time. 

• Intermission:  Intermission is very similar to opening the house.  It is the stage 

managers responsibility to time the intermission. Check in with the House 

Manager at the beginning of intermission and before the house closes.  Be sure 

to give the actors calls that correspond to the length of intermission.  If the 

house has to be held, be sure to inform the actors. 

• Performance Reports:  These reports must be sent out every evening/morning 

after the show, and should include all the information you would normally send 

out, in addition to any injuries, tardiness of any actor or crew person, with 

specific details explaining that injury or tardiness. It is critical that you 

understand that the production’s director, designers, and tech director all read 
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these reports first thing in the morning to see if there is anything that needs to be 

addressed the following day.  It is critical that you include ALL the information 

about any issues in full detail.  Take time to read your report as if you hadn’t 

been there.  What logical questions would you have after reading your report?  

This is a good guide to use in being thorough.  Also, please include your ASMs 

while writing your report.  It should be written with all of you present and sent 

out before noon the following day.  

• Lock Down:  It is your responsibility to lock down the booth, and make sure all 

actors/cast members are clear from the theatre 15 minutes following the end of 

rehearsal.  It is imperative that doors are not left open. 
 

PAPERWORK RECEIVED 

 There are many tools the stage manager will receive from the various departments on 

how to handle problems and maintain the show, including: 

• Costume Breakdown:  The costume designer will give the stage manager a 

costume breakdown, by character, for the show.  For Mainstages, a costume 

run crew as well as a wardrobe head will be assigned to the show.  Any and all 

costume issues will be fixed by them.   

• Lighting Cue Sheet:  For every type of show, the lighting designer will give 

the stage manager a cue sheet which lists the cues for the show. 

• Sound Cue Sheet:  Stage management will also receive a cue sheet from the 

sound designer.   

• Set Ground Plan:  The set designer will give stage management a ground plan.  

Check the stage every night to be sure all set pieces are in the correct place. 

• Props List:  A props list should be made by the props master.  Coordinate with 

the Props Master, if there is one, on the props list for any items requested in 

rehearsal that are not noted in the props master list.   
  

PHOTO CALL  

 For most Main Stage shows a photo call is arranged.  It is the stage manager’s 

responsibility to assure the schedule for photo call is set and that everyone is aware of that 

schedule (schedule will be provided by the director).   

 Be sure to post the order on the call board, the dressing room doors, and backstage.   

       Once photo call has started, make sure that everything and everyone is ready to move 

onto the next shot immediately.   

 If official photos are not being taken, the designers may want to have a photo call and 

will take the photos themselves.  In those cases the photo call will be to simply obtain portfolio 

photos.      

 

ASM DUTIES  

 As an assistant stage manager you will also have many responsibilities for the show.  The 

duties will vary by your stage manager and your skill level: 

• Assisting in set up of the room and individual rehearsal scenes:  You may be 

required to assist in the set up of the rehearsal room before rehearsal begins, 

as well as take part in the scene changes required during the course of act 

runs, run throughs, etc.   



 

 

Stage Manager’s Handbook – Page 13  Mountain View Theatre 

July 10, 2018 Revision 

• Line Note Forms:  Another duty you will be asked to perform regularly is 

taking line notes on the actors.  Line notes should be given to the actor, placed 

in their mailbox, or e-mailed to them no later than noon the following day.  

• Paperwork:  One of the primary duties you will have as an ASM is keeping 

track of, completing, and copying paperwork for the stage manager and 

yourself.  The paperwork will consist of typing up rehearsal reports, 

production reports, props tracking, and various charts depending on the stage 

manager you work with.  All paperwork should be checked with the stage 

manager before distribution to anyone in the production team.  All copying 

should be done so that the copies are legible to anyone who reads it.  To 

obtain the copy code, either talk to your stage manager or the head of stage 

management.  

• Props:  One of the basic duties which you will be expected to perform as an 

ASM is keeping track of props during rehearsals and the run of the show.  

Also, you will be asked to mark/trace out props on both props table to make 

finding and keeping track of props easier for the actors.   

• Stage Management Fill In: It is required that there is always 2 stage 

management members at all rehearsals, if the SM is not at a rehearsal it is 

their job to determine a lead ASM for their absence, this ASM will fill in as 

stage manager for that rehearsal. It is the SM’s responsibility to 

ensure ASMs are prepared and informed on procedures by 

that time.  
• Transition List:  If there is a set change in the show, be sure to have a list of 

who does what and the order these things occur.  This will make the rehearsal 

of these changes go more smoothly. 

 

 


