How the Hell to Put on a Second Stage Show:  Director/Coordinator Guide

Introduction:  Putting on a show can be a confusing and scary process.  But it doesn’t have to be!  The purpose of this guide is to walk you through the Second Stage process step by step to ensure your show runs smoothly from start to finish.  

Step 1: Choose a script.  Duh.  Not necessarily easy, but duh.

Step 2: Assemble a Production Team

· REQUIRED POSITIONS:

1. Director

2. Stage manager (NO show will be accepted without a stage manager)

3. Lighting Designer

4. Set Designer

5. Sound Designer (if doing a musical)

· Other positions you SHOULD have:

1. Costume Designer

2. Props Designer

3. Musical Drector (if doing a musical)

4. Choreographer (if doing a show/musical with dance)

· Other positions that make life easy:

1. Publicity

2. Master Carpenter

3. Master Electrician

4. Assistant Stage Manager (depending on the scale of your production)

· Positions you will eventually need:

1. Light board operator

2. Sound board operator

While some productions can be done successfully without one or two of these positions, DO NOT underestimate the importance of these distinct roles.

Although your team does not need to have prior experience (we‘re here to learn, after all), shows with a more experienced team will be given preference with location and resources.  

Step 3:  Pick an ideal space.

While the most coveted space to go up is in the ‘92 Theater, there are a lot of shows that can go up in alternate spaces and sometimes be better there.  If you absolutely want to use the ’92, your chances of getting the theater increase if you have an experienced team.  Second Stage wants to know that you are commited, capable, and reliable before you are trusted with expensive resources that could maim and kill you.

If you would rather use an alternate space, it is your responsibility to find it.  While Second Stage can provide suggestions (WestCo Cafe,  dorm lounges, etc.), it is your responsibility to book the space, check fire codes, etc.  You do not need to know all the details at this point, just that you have a space you will be happy with.

Step 4:  Choose your ideal weekend(s)

Consider time commitments of your entire production team, how much time you will need to work your show, other events going on during that weekend, etc.

Step 5:  Check rights availability.

Call whoever owns the rights to your script (Samuel French, Dramatists Inc., etc.) and ask if the rights are available for your potential dates and location.  Also, try to find out how much your rights will cost.

Step 6:  Submit a Second Stage sponsorship application

Once you have completed steps 1-5, filling out the sponsorship application should be a breeze.  Explain why you want your desired location(s), why you need your desired weekend(s), who is on your team, and how much you think your show will cost (do your best).

When Second Stage staff reviews the applications, experience and show needs are taken into conideration.  Be aware that you MIGHT NOT get your ideal location.  You MIGHT NOT get your ideal weekend(s).  Depending on how many shows apply, it can get competitive.  Staff tries its best to make everyone happy, but there are only so many weekends in a season and not everyone can have their first choice.

Step 7:  Secure Rights

As soon as Second Stage notifies you of your weekend and space, apply for the rights.  All you have to do is email the theater department’s administrative assistant (as of this writing, Kris McQueeney) the name of your show, who owns the rights, the weekend of your performance, the location, and any other relevant information.  Kris will get your rights for you.

NOTE:  Second Stage cannot allow unlicensed performances.  You MUST get your rights.  Submitting your information may not be enough.  Follow up until you have confirmation.

Step 8:  Director/Stage Manager Meeting

At the beginning of the semester, Second Stage will notify you of the date of the Director/Stage Manager meeting.  This meeting is ABSOLUTELY MANDATORY!  Here, you will meet your General Advisors (staff members assigned to be the contacts and guides for your show), receive the schedule for your Monday Meetings (see Step 10), sign the sponsorhip contract, and review the Second Stage show process (this handbook).  Read and review the materials you receive here as they contain important information you WILL be held accountable for.

Step 9:  Get to work!

Auditions:  Second Stage requires that every show have open auditions.  No role can be precast.  Everyone who wants to audition for your show must be allowed to.

Rehearsals:  When you know your actors‘ schedules, you can construct a rehearal schedule.  Rehearsal space can be found in many places.  The most common rehearsal spaces are the CFA Theater and Dance Studios (the East Room and the Jones Room) or the Fayerweather Theater and Dance Studios.  (Note that faculty and thesis productions have the right to kick you out of these rooms at any time.)  Other adequate rehearsal spaces include dorm lounges, Usdan meeting rooms, and various rooms in the Memorial Chapel.  

If you need a piano for your rehearsal, good places to go are the small music studios in the CFA Music building or the meeting room in the Memorial Chapel.

All of these locations can be booked through EMS in your student portfolio.  Book your rehearsal spaces early as they tend to fill up quickly, but be kind to other shows.  Don’t book more than you think you’ll need, don’t book large sought-after rooms for small rehearsals that could happen elsewhere, and if you cancel a rehearsal, unbook the space.

Production Meetings:  Don’t underestimate the importance of design.  Even if the show is low-tech, your actors will most likely have to deal with practical issues during performance.

Most shows have only five nights, four days in the space before opening.  During this time masking must be hung, sets built, painted, and loaded in, risers set up, lights hung, cues built and run with actors, etc.  Meet often with your designers to make sure they know their limits, both budgetary and practical.  Have them come to rehearsals and stay in good communication.

An important thing to think about early on is the man-power you will need during tech week.  These include electricians, boards operators, run crew, etc.  It is the responsibility of your designers and Stage Manager to fnd these people, but it is in your interest that they do.  Competent technicians at Wesleyan are often scarce and busy with other shows, so get them to commit early on.

Photocopies:  An often over-looked aspect of theater is the volume of copies you will be making.  From scripts and scores to posters and programs, printing costs add up.  Good places to go for printing are PIP Printing, Staples, Cardinal Print and Copy, etc.  Keep in mind that some orders may take a while to process, so plan in advance, perhaps calling ahead to be certain you can get programs done by the time you need them.  Remember to always get approval before paying for printing.  Call your General Advisors (or anyone on staff if your GAs cannot be reached) for approval.

Publicity:  Don’t underestimate the power of good publicity.  It is often a good idea to have one person in charge of publicity and only publicity so that it is not forgotten.  Make sure posters abide by your rights agreement and say “Sponsored by Second Stage.“  Other good forms of publicity are Facebook events, Wesleying posts, and Argus interviews (if you can arrange it).

Step 10:  Monday Meetings

In an effort to help your show run smoothly and safely, Second Stage requires that you and your productions team come in for three Monday Meetings.  These are your 4-week, 2-week, and 1-week meetings (you will receive the dates and times of these at the Director/Stage manager meeting).  It is absolutely MANDATORY that your entire production team attend these meetings.  You must be on time and have all the required materials for that meeting.

Here is what you need at each meeting:

4-week meeting:  

· 3 copies of your preliminary ITEMIZED budget

· 3 copies of your cast and crew contact information

· Preliminary set design to be approved by Ed Chiburis (the facilities and events manager) and the Buildings and Maintenance Supervisor of Second Stage

· Director, Stage Manager, and all designers must attend

2-week meeting:

· Any budget changes (remember, you cannot make any unapproved purchases)

· Any set design revisions

· Light Plot to be approved by the Lights and Rigging Liaison of Second Stage

· Director, Stage Manager, and all designers must attend

1-week meeting:

· Any budget changes

· 5 copies of your poster

· Must say “Sponsored by Second Stage,“ include the year, and abide by your rights agreement

· 3 copies of your preliminary program

· Must say “Sponsored by Second Stage“ on the front and “Second Stage is“ on the back with a list of all Second Stage staff members (available at 2ndstage.org).  Must also include the year and abide by rights agreements.

· Director, Stage Manager, and all designers must attend

Step 11:  Tech Week!!

Load-In:  On Saturday night, after the strike of the previous show (which you and your entire cast and crew MUST ATTEND), you may begin moving in.  The space is yours!

Keys:  Your Stage Manager will receive a set of keys to the theater.  AB1 opens all the outside doors, the green room, and the dressing room.  AB17 opens the shop and the booth.  Please familiarize yourself with the lock-up policy (page 10).
Safety:  No one may work in the theater alone.  If you are working in the shop, you MUST have another person IN THE SHOP with you.  If you are working on stage, you MUST have someone else ON STAGE with you.  Having one person in the shop and one person on stage does not count.  Anyone working in the shop must be trained by the Buildings and Maintanance Supervisor.  Please familiarize yourself with the rules of the ’92 (page 8).
Riser Call:  At some point before your show opens (typically Wednesday at 4:30pm unless there are extenuating circumstances), your entire cast and crew (and all of Second Stage staff) must be present to set up the risers for your show.  Everyone must wear close-toed shoes with a sufficient sole (no ballet flats, etc.) and be COMPLETELY sober.  Mark out where you want your risers the night before.  If you need help deciding on the best layout, talk to someone on staff.

At riser call, you must give the Managing Liaison of Second Stage a list of your reserves for each performance.  Reserves are for professors and out of town guests ONLY.  You may not reserve seats for Wesleyan students.  Every member of your cast and crew may reserve four seats per performance, though they may be distributed differently, if desired.  (If one cast member only needs to reserve one, her other three reserves can be given to a cast member who may need to reserve seven seats, etc.)
Step 12:  SHOWTIME!

Congratulations on getting this far (both in putting up your show and in reading this guide).  Show up early to get everything in order and leave your actors enough time to get ready and warm up.  Second Stage will send two staff representatives to each of your performances.  They will be there an hour before you open to answer your questions, handle tickets, make waitlists, and make sure fire codes are being observed.  You must get two ushers for every performance.  Your ushers must arrive an hour before the performance and report to the staff representatives.  Staff will NOT get ushers for you.  This is your responsibility.

Be advised that as soon as your show closes Saturday night, strike will begin.  If you want to do a photo call, do it BEFORE your last performance.  Shows typically do a photo call between Saturday matinee and evening shows.  Start from the end and move backwards, so when you are finished, everything is set to start the show!

Step 13:  Strike!

You’re done!  What a fantastic show!  And now it’s time to take it all apart.  Your entire cast and crew must stay for the entirety of strike (until Second Stage dismisses you).  Everyone must have close-toed shoes and be COMPLETELY sober.
Step 14:  Cast Party

Have fun.  You’ve earned it.  And don’t do anything we wouldn’t do...

Rules of the ’92 Theater

The following rules apply to anyone working in the space. If any of these rules are violated by a show, the show may incur a flag.  You are responsible for knowing and abiding by these rules.

1. NO DRUGS OR ALCOHOL IN THE THEATER AT ANY TIME.  No one may be drunk or high in the theater at any time.

2. No one may work in the theater alone.  Anyone working in the space MUST wear close-toed shoes.

3. No food or drink is permitted in the booth.

4. All doors must be locked and all equipment must be locked away at the end of every night.

5. No equipment may be removed from the theater without express permissions from one of the staff Liaisons.

6. Set plans, light plots, and budgets must be presented to Second Stage staff at the designated time and approved by Second Stage.

7. Every purchase you make must be approved by Second Stage staff.

8. Directors, Stage Managers, and designers must all be present at Monday Meetings.

9. No lasting damage may be done to the walls or floor of the theater.  This includes paint, drilling or screwing, or taping.  Nothing may be taped to any wall in the theater.

10. All safety regulations, as determined by Second Stage staff, must be adhered to.

11. All fire codes, as determined by the state of Connecticut and reinforced by Second Stage, must be adhered to.

12.  No show may load in or begin to hang lights without confirmation from Second Stage.

13.  IN GENERAL: Use common sense.  Respect the space and those who maintain it.

Note:  If you are doing a show in an alternate space, these rules still apply.

Flag System

Second Stage utilizes a system of flags in the event of egregious rule violation by a given show.  This system was implemented as a safety and security measure, and we strive to uphold it fairly and equitably.  

The four-flag system works as such:

1st Flag:  Warning.  No disciplinary action is taken.

2nd Flag:  Disciplinary action is taken in a “punishment fits the crime“ way.  For example, if you hang a light unsafely, lighting may be cut from your show, etc.

3rd Flag:  Tech is completely cut from your show.

4th Flag:  Your show is canceled.

A flag is given when a) the violation is dangerous or b) the violation is repeated despite being given a warning. Flagable offenses include, but are not limited to, breaking any of the Rules of the ’92 Theater, not having the correct materials for your Monday Meetings, not having all designers at your Monday Meetings, not having your whole cast and crew at riser call and strike, making unapproved purchases, etc. There is no official list for what constitues a flagable offense;  it is left to the discretion of staff.

Please note that we do not take pleasure in flagging shows.  This is not meant to be a punishment, rather a guarantee that everyone is working safely.  While shows do occassionally get flags, we have yet to cancel a show.

Lock-Up Policy

At the end of the night, you must...

1. Turn off and lock up all tools are equipment  (Second Stage will charge the Stage Manager for any missing tools).

2. Remove personal items and valuables from the house.  (It is unlocked during the day and Second Stage is not responsible for anything removed from the theater.)

3. Turn off ALL lights.  The fluorescents are on a timer and may stay on, but the cans (overhead houselights) MUST be turned off.  Turn the ghost light on before you leave.

4. Make sure all inner doors are locked.  (Green room, dressing room, booth, shop, etc.)

5. Make sure all outer doors are locked.

6. Call Public Safety (ext. 2345) and notify them that the theater alarm can be set for the night.

Technically, Public Safety has the right to kick you out of the theater at 2am, however they will most likely just make sure everything is alright, that you are working safely, and allow you to continue working.

For alternate space shows, it is YOUR responsibility to find out and abide by the lock up policy for whatever space you are in.

How to Spend Money
(and Eventually Get it Back)

Before you buy:

· Get all spending approved!  

· At your 4-week meeting, you are expected to hand in an itemized budget listing each specific item you plan to buy and how much it will cost (see sample budget, page 13).  Once Second Stage approves your budget, you may begin making purchases.  Changes to your budget must be approved at subsequent meetings or by your General Advisors.  SECOND STAGE WILL NOT REIMBURSE YOU FOR ANY UNAPPROVED PURCHASES!!
When making purchses:
· Use Wesleyan’s Tax-Exempt Status

· Wesleyan’s tax exempt number is: 00291.  If the vendor you are using already has a record of Wesleyan, all you need to do it supply the number, otherwise you’ll need to acquire a tax exemption letter and present it to the vendor at the time of purchase.
· DO NOT BUY FROM WESHOP
· We cannot reimburse points, so do not buy anything with your Wescard.  Also, weshop is super expensive and you should be making an active effort to find and purchase things for the cheapest price.

· If necessary, use a Purchase Order

· If an item costs more than you are comfortable paying for upfront, you can contact Kris McQueeney to get a purchase order.  Give her the approved budget and explain that you would like to use a purchase order with the vendor.  She will give you a paper form approved for the amount stipulated on your budget.  If it is a delivered item, call the vendor and give them the purchase order number.  Otherwise, just bring the purchase order to the store and buy your item.  The item will come with an invoice that you must then give to Kris.

· Save ALL receipts
· Most of your purchases will be made using your own money up front.  The University will reimburse you when your show is over and you hand in all receipts.

· Nothing will be reimbursed without a valid receipt.  A valid receipt must have the vendor’s name officially printed on it (a business card stapled to the receipt will work if it needs to).  If you buy something online, the printed receipt must have a proof of payment, such as credit card information.  If you are having trouble with these criteria, contact the Managing Liaison of Second Stage.

To get reimbursed:

· Submit Receipts Promptly

· At the top of each receipt, write your full name, Wesbox number, the name of the show, and, if it is not clear on the receipt, a general description of what was purchased.  If an item on the receipt was not purchased for your show, cross it out and re-total it.  If you are graduating within a month, you may put your home address in lieu of your Wesbox.

· All receipts should be given to the Stage Manager, who will give them to the Managing Liaison of Second Stage AT STRIKE.  At the discretion of staff, late receipts may only be reimbursed by half, or not at all.

· Expect a few weeks to elapse before you get the reimbursment check in your Wesbox.

· Return items to us

· If we pay for it, we keep it.  Make sure everything that was bought with Second Stage funds is returned at strike.

EXAMPLE BUDGET

Rights

Rights and Royalties  $300

Scripts and scores rental $100

Total:  $400
Set

11/32” 4'x8' BC sanded plywood  $22.19

1/4” 4'x8' luan plywood  $11.97

Total:  $34.16
Sound

3 Wireless Beltpack mirophones from Ace Audio @ $30/day or $100/week, individual   - $300
Total:  $300
Makeup

Virgin White Foundation $12

Black Lipstick $10

Total $22
Props

Candle $14.99

2 Straight Razors $26.66

Meat pies $10

Total:  $51.65
Costumes

Judge wig $15.00
3 yeards fabric $15.00

Dry Cleaning estimate from costume shop $12.65

Total:  $42.65

Printing

75 copies of the poster (8 1/2 x 11): $5.25

600 copies of the program:  $54
Total:  $59.25

TOTAL:  $909.71
Second Stage Weapons and Violence Policy

Blade weapons and blade violence:

A blade weapon is defined as a prop that is or can be used in a violent manner with a sharp or jagged edge or point, to cut, slash, stab or threaten.

Blade violence is defined as any moment in which a weapon with a blade, or any tool that can be used as a blade, either for cutting, stabbing, slashing, puncturing, threatening, or any other action Second Stage deems violent, is used so within 5' (five feet) of the furthest extended reach of the weapon, of any person on or near the stage (including but not limited to actor, technician, audience member, etc.).  

Any blade weapon used in a violent manner as described above can have NO jagged or sharp edges or points.  A prop sword or knife must be dulled to the satisfaction of Second Stage.  If there is any chance that an edge of the weapon can draw blood or more seriously injure any person, it is not to be considered safe for stage use.  
Additionally, if in the process of dulling a weapon not originally intended for stage use, the blade becomes so thin as to be in danger of breaking, it is not considered safe for stage use.  Second Stage will decide how thin is too thin, and may also consult Charles Carroll, Ed Chiburis, or their successors.  

Found weapons and found weapon violence:

A found weapon is defined as a prop that is 'found,' or picked up by the actor onstage that in its original design was not intended as a weapon, and is used to attack, threaten, harm, or violently interact with any other person on or near the stage.  Examples include but are not limited to: rolling pins, pitchforks, tables, glass bottles, chairs, baseball/cricket bats, golf clubs.  Some weapons qualify as both bladed and found weapons, such as kitchen knives.  Final decision as to what qualifies as a found weapon lies with Second Stage.

Found weapon violence is defined as any action performed with a found weapon, as defined above, within 5' (five feet) of the furthest extended reach of the weapon of any person on or near the stage, be they actor, technician, or audience member etc, intended to harm, attack, injure, bludgeon, or any other action Second Stage deems violent.  This also applies in the case that the found weapon is used against inanimate objects, such as set and props (particularly glass or other similarly fragile articles).

Any found weapon used in the above manner must be carefully looked over by Second Stage (who may defer to the opinions of Ed Chiburis, Charles Carroll, or their successors) before it is approved for use.


Firearms

Firearms are defined as any prop that looks like, acts like, or has been derived from a firearm, modern, recent, or antique.  This includes plastic capguns, metal capguns, plastic toy guns with sound effects, solid-barrel blank firing guns, as well as firearms modified to fire blanks (real guns).

For all of these the show must describe their use in the performance to Second Stage in detail before it is approved.  Similarly, for all of these, the red or orange safety markers on the barrels must be visible unless Second Stage approves their concealment.

For any kind of capgun, in addition to the use being described, Second Stage must be notified so that appropriate announcements can be made.  PSafe must be notified, and the gunshot must be noted in the program.

For any kind of blank firing gun, Second Stage will not approve their use unless they are confident the production using the firearm will do so responsibly.  This MUST entail safety training by a sufficiently qualified Second Stage staff member (a note to Second Stage: someone who has taken gun safety courses, preferably with recognized organizations such as the Society of American Fight Directors, the NRA, or other state sponsored programs SO LONG AS THEY UNDERSTAND THE DIFFERENCES BETWEEN LIVE FIREARMS AND BLANK FIRING FIREARMS), to the satisfaction of Second Stage, Ed Chiburis, Charles Carroll, or their successors.  

Do not expect to be allowed to use a blank firing gun.  It is a privilege, and often unnecessary for a production.

Choreography and Fight Direction

Second Stage is not, and cannot be expected or held to be responsible for the blocking, choreography, actions of actors or technicians onstage, and therefore not for the fight choreography or direction.  
ULTIMATELY THE SAFETY OF ACTORS, TECHNICIANS, AUDIENCE MEMBERS AND ALL ELSE FALLS TO THE DIRECTOR, CHOREOGRAPHER, FIGHT DIRECTOR/CHOREOGRAPHER AND STAGE MANAGER OF THE PRODUCTION.  Second Stage will do what it can to ensure the safe conduct of the shows under its auspices, but it is not responsible for any action performed by an individual or a show.
HOWEVER, should Second Stage suspect that a show is unsafe for actor, technician, or audience member, through the inclusion of violence and/or weapons, it can cancel the show without notice.

______

Should any of the above be ignored, broken, 'bent,' 'sidestepped,' or in any other way disregarded, performance of the show in which the infraction occurred is subject to immediate and permanent cancellation, and the persons responsible for the show and the violence (directors, choreographers, fight directors/choreographers, stage managers) may be subject to being banned from receiving Second Stage support for the remainder of their Wesleyan career.


A Final Note:
Should a show ever need and be able to substantiate their ability to use steel weapons, staff should direct them to rent or buy weapons (depending on staff's decision that buying is prudent or not) from Neil Massey, who owns and runs www.roguesteel.com.  It may seem expensive, but the weapons are safe, well maintained, and can be disassembled and reassembled and examined for safety at any time.  Be forewarned that purchase can take up to two months.  Rental takes less time.  DO NOT use weapons made by StarFire.  They are cast steel, and safe and solid until they fracture, and you never know when that is.  They cannot be inspected.  On occasion, Lewis Shaw's weapons are worth looking at.  They are equal in safety to Massey's, but are often more expensive (though not always).  His website is www.lewisshaw.com.
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