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Lesson: Stage Management

Objective/Learning Target: The student will learn how to 
adapt or create forms a stage manager will need to use



Warm Up: 
What kind of paperwork do you think a stage manager must 
create? 
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Stage Management



Lesson Steps: 
The following slides will discuss how to edit or prepare forms that are 
necessary for stage management.  Once you have completed reading the 
slides, you will be asked to make decisions that a stage manager is faced 
with based off the new information you have learned.
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Stage Management



The Paperwork

● A stage manager has a multitude of things to keep 
track of, coordinate, and communicate to 
everyone.  

● The paperwork can be very involved. 
● They have checklists for everything, so nothing is 

forgotten. 



The Paperwork

A Pre Production 
Checklist gives 
an idea of things 
a stage 
manager needs 
to do.



The Paperwork

Example of 
Audition 
checklists, which 
show how many 
things the stage 
manager must 
accomplish.



The Paperwork

First 
rehearsal 
checklist     
and 
schedule.



The Paperwork

They create, 
post and 
monitor the 
sign-in sheet 
for every 
rehearsal.



The Paperwork

● They maintain the contact sheet 
for everyone involved in the 
production.

● They always have the production 
contact information with them at all 
meetings, rehearsals and 
performances.  

● The contact information should be 
for everyone involved in the 
production including directors, 
assistants, personnel, cast, crew, 
venue managers, janitorial staff...



The Paperwork

● They maintain and have on hand all 
emergency contact and medical 
information for everyone involved 
in the production. 

● In an emergency, all will look to the 

stage manager to take control.



The Paperwork

● They maintain and 
distribute the schedules.

● There is a full production 
calendar, weekly 
schedules and daily calls 
that will be distributed. 

● This is a full production 
calendar.



The Paperwork

This is an example of a 
weekly calendar.



The Paperwork

This is an 
example of a 
daily schedule.



The Paperwork

They create forms to 
know what character is 
in each scene.



The Paperwork

They know exactly when 
each character enters 
and exits a scene and in 
what direction.



The Paperwork

They know what all of 
the props are, who 
uses them, where 
they go and when 
they come on stage.



The Paperwork

● During every rehearsal, they take notes on all aspects of the 
production.  

● They type them up and send out the communication to all parties 
daily.

● There is no such thing as too many notes. They listen closely at every 
meeting, taking extensive notes on blocking and all technical cues.  

● Everything is marked in pencil until the show is set.

The following 6 slides are examples of rehearsal report formats used by 
different theatres. There are several examples to show the different 
things various theatres want and the different methods stage managers 
use.



The Paperwork

Rehearsal 
report 
example #1



The Paperwork

Rehearsal 
report 
example #2



The Paperwork

Rehearsal 
report 
example #3



The Paperwork

Rehearsal 
report 
example #4



The Paperwork

Rehearsal 
report 
example #5



The Paperwork

Rehearsal 
report 
example #6



The Paperwork

Show checklist: 

● Show days are particularly stressful.  
● It is the stage manager’s duty to make certain everything is in place, 

functioning, and ready to go.
● It is also their duty to make sure everything is closed up properly 

when the show is over each performance.  
● Because there is so much to do, having a theatre/show specific 

checklist is imperative.  
● The following 2 slides are examples of show checklists.



The Paperwork

Show 
checklist 
example #1



The Paperwork

Show 
checklist 
example #2



Advice for the day:  Stay out of it
● Don’t gossip with the cast. Many times you will be privileged to know things that are going 

on at the administrative level or between company members.  Keep it to yourself. 
● If a cast member should ask you what you think of the director, staff, crew member… 

Simply say a rote phrase such as “He’s the best ____ (whatever the title of the person 
is) I have had the pleasure of working with. 

● Don’t align yourself with any clique of actors within the cast.  The stage manager is the 
big brother/sister to the whole cast.  If you go out after the show with one group 
frequently, make it clear to the cast you would also like to be with them and invited them 
to come along some time.



Practice: Applying 
the concepts

● During a break, an actress approaches the director and asks if she 
may omit a line that has been troubling her. The director agrees.

● You went to get  a cup of coffee during the break and did not know 
about the conversation. 

● At the next rehearsal of the scene, you prompt the actress when she 
skips the line. The actress breaks character and tells you the line was 
cut.  You look at the director who has forgotten since it has been 3 
days.  

● They re-discuss it and eventually omit the line.  Rehearsal resumes, 
but time has been wasted.

● Answer this question: How could you have prevented this issue, since 
it is your job to keep everything running smoothly?  



Practice: Applying the concept

 The answer to that question is: 

● There are no breaks for stage managers. 
●  If you need refreshments, bring a thermos and pack a snack in your 

tool box. 
● You must be at the director’s side at all times in order to make sure 

you know everything, which is your job. In casual conversations with 
actors and staff, directors can agree to changes and you must have 
notes of all of these changes.    


