
Stage Management Lecture

So you want to be a stage manager…



First things first:
What the heck is a 
stage manager?!



Stage Manager – In charge of a single production from 
casting (if possible) through strike.  Duties include:

• Scheduling and running all production meetings

• Writing down blocking and notes during rehearsals.

• People and production tracking

• Creation of the Production contact sheet should 
include actors, designer, and crew

• Setting up email list(s) for contact (1 acting, 1 design, 
1 all play)

• If needed copying of scripts or music 

• Scene Breakdown,  Scene Analysis, Props Tracking 

• Rehearsal and performance reports

• Breaks

• Run crew assignments  and cue sheets for those 
jobs

• With the director setting and maintain a rehearsal 
calendar

• Checking and re filling the SM Kit

• Preparing a clear and easy to read prompt book

• Maintaining communication

• Maintain a positive and productive rehearsal and 
performance space.

They also will call the show and will be in communication with all crew heads during a performance!

https://photos.google.com/search/_d20220300_March%202022/photo/AF1QipMjeroQLoZoclX562cVuJOxC299fI6L5pOh58Lb


Good Qualities of a Stage Manager
Good Stage Managers will: 

• Accept responsibility

• Keep their cool

• Keep their eyes and ears open and 
know when to share their opinions

• Think ahead

• Are considerate

• Keep their sense of humor

• Are organized and efficient

• Are punctual and dependable



Who’s in your team?

Production Manager – This applies only to those 
individuals overseeing a number of productions 
and/or stage managers. They help mentor and 
supervise a crew of stage managers for the 3-8 
productions in progress. 

Production Assistant – A PA may come into the 
process late during tech week your job then 
becomes similar to the ASM manning the other 
side of the backstage area. Helping with 
cleaning and re-setting of the show.

Assistant Stage Manager – An ASM will assist 
with all stage manager duties, especially those 
that involve actions in the wings. This includes 
managing Prop tables or manning/controlling 
one side of the stage during production.



Next Step:
Analysis & 
Preparation



What should you do with your script?

Time to read the 
play it is always a 
good rule of 
thumb to read     
at least 3 times!

1) for fun and to get the story

2) for given circumstances (this is 
when you begin your Scene 
Breakdown and Script Analysis) 
scenes, cues or specific set/costumes 
mentioned in production

3) Dig even deeper look for potential 
landmines or things that will need to 
be brought up in early Production 
meetings.



Meeting with a Director!

Always good to try and do this in person 
as soon as you have been assigned as 
Stage manager for a production. This 
helps to avoid stress and get everyone on 
the same page. Make sure this information 
is also passed down to your ASM and 
PA’s. You will not learn everything in this 
meeting but make sure you cover a few 
basics. 

Always plan for 10-15 mins after rehearsal 
to go over the rehearsal to discuss any 
changes in the rehearsal schedule for the 
next week, or if a new work script change.

Question Examples

• How do you want to organize the first day of rehearsal?

• Do you want props in rehearsal? When if possible?

• Are we changing the time period or locale of the 
production?

• For many plays you must ask which version or 
translation we are using before doing a ton of Analysis.

• Do you want me to create the master rehearsal 
calendar or is that something you prefer to do?

• When and how often do you want to take breaks?

• Should I warn you when we are close to a break rather 
than just calling a break (FYI the answer is almost always 
warn me the real question is how far ahead)?

• Do you wish my opinion during script discusses? 
Interactions with the cast or not (like line notes only)?



Now it’s time for the 
documents!



Contact Sheet

A contact sheet is a document that 
hosts the contact information of every 
person in the production/performance 
team. The SM has this on them 24/7 in 
case of any emergency/urgency.



Schedule

A schedule is something you 
collaborate with the director 
on. This is vital in order to get 
the production moving. It is the 
SM’s responsibility to get the 
availability of the actors/prod 
team for ease of the 
scheduling process. 



Prod Meeting Agenda

A meeting agenda is the schedule of 
the production meetings. Basically, it’s 
the SM’s blueprint of what they want 
to achieve in a production meeting.



Prod Meeting Notes

This is self-explanatory:

These are the notes for every single 
production meeting you have. It will 
have dates, times, attendees, who 
was absent, and what was discussed. 
It is the SM’s job to email these notes 
to the production team at the end of 
every meeting!



Scene Breakdown

A Scene Breakdown is essentially a 
word or better yet an Excel type 
spreadsheet that shows which 
characters are in which scene. This 
helps when planning rehearsals and 
costume needs. Here is one example 
for French scenes (scene changes 
based on actor entrances and exits).



Script/Production Analysis
A script analysis takes the breakdown a few steps further by including notes on time 
period, specific mentions in script of props, set, light, costume, or other notes. This 
will help with props lists, crew shifts, and meetings.



Props List

Using your analysis create a 
preliminary prop list. Later you will 
turn this into a props running list 
showing what prop needs to begin 
where so you can arrange your prop 
tables backstage.



Blocking Key

This is a key that each SM will have 
for fast notation of the director’s 
blocking. You write these in REAL 
TIME so you have to make it fast for 
YOU and YOU ONLY!



Rehearsal Report

This one is similar to the Prod Meeting 
notes. Basically, it is everything that 
happened in a rehearsal. Changes 
that were made, who was late, who 
attended, props needed, etc. The SM 
also sends the rehearsal report to the 
production team via email after every 
rehearsal!



Then, you keep 
EVERYTHING in your 
prompt book!



Now, it’s time for 
Tech Week!



Preparations for Tech Week

Run Sheets – props, costumes, run, spot some of these (props, run you will create others will be provided 
or added onto by the designers) unless it was decided during rehearsals you should come up with a first 
draft of the run cue sheet. Run sheets Include anything that flies, drops, moves, or gets carried in that is not 
a prop or accessory. You should do this even if it is actor only crews as we sometimes get nervous and 
forget what to do and when. Post near both ASM tables backstage.

Props Tracking – Hopefully once blocking is set you begin compiling this list so you know where 
every hand prop comes on and goes offstage this will help you to decide which side of the stage it 
should begin on and allow you to tape off a table. If you are unsure check with the actor who carries 
it.

Spot cue run sheets – are generally created during tech with or for the operator often by the Lighting 
Designer.

Costume Tracking – is often compiled and created by the designer and given directly to the dressers.



Tech Week Vocab

Paper – just the lighting designer, sound designer, and 
you. This is a quick way of just getting cues in your book 
to help speed up cue to cue. You may do this one on one 
the week prior to tech.

Dry – is essentially a cue to cue without the actors so the 
designers and directors can make choices about when to 
have cues and if they like the look and feel of it. It is often 
skipped and a cue to cue with actors in place is done 
instead. Check with your director for preferences.

Wet – is real tech adding all the bells and whistles. 
Generally, with actors in place throughout. Here at WKU it 
generally starts with cue to cue or dry tech. This is when 
you learn the cueing and calling of the show and how to 
run it.

General Note

When directors or designers’ give you a 
note it is not a criticism it is a note. Take 

the note, incorporate, and re-run as 
needed. They understand you are new 
to calling the show but telling us why it 

happened at the wrong time wastes 
time. You’re doing great.



Cue Call Vocab

Standby

Typically placed ⁄ page prior to the cue for 
plays. Dance pieces tend to be in constant 

standby. 

 Operator puts finger on button to prepare for 
“GO” and/or run crew takes break off the line set 

and holds rope.

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

Example: Stage Manager: “Standby Lights 53” 
Light Operator: “Lights” (you can request they 

give a verbal communication to ensure they are 
listening and ready)

GO!

The command triggers the cue. Your verbal 
timing is extremely important on this one.  

Operator presses the “GO” button / Run crew 
executes move

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

Example: Stage Manager: “Lights 53... GO” Light 
Operator pushes button



Now you are going 
to fill out some SM 
documents!



What will you fill 
out?

Do not fret or be overwhelmed! 
Boots will be available to help 

out with any part of this activity!

1. Blocking Key
2. Basic Script Breakdown
3. Prop/Set change/costume 

change log


