How to make stuff work

The Stage

The Woodhouse stage can be extended by adding three rostra. However, the stage is on a small slant down from stage left to right, and there is a way to nullify the effect of this and not leave your actors in risk of tripping when moving from the stage to the rostra. To do this, you must first find 12 legs, of which there are 6 pairs. Each leg will have a number between 1 and 6, and therefore two legs will share a number. Start by placing both legs marked number 1 in the two corners along the width of your first rostra. On the other width, place both legs marked number 2 in the available corners. This rostra goes stage left, with the width containing the number 1 legs the furthest left. The next rostra should be done in the same way with leg pairs 3 and 4, with the number 3 legs closes to the number 2 legs. Numbers 5 and 6 should follow suit so that the number 6 legs are the furthest right. There are locks that we own that you screw and unscrew to fasten and loosen. Use these to lock the rostra together and prevent them coming apart. You may also wish to put stage weights on the back legs to keep the rostra tight to the front of the stage and help avoid a gap developing.

There are also two wooden triangles which will fit in to the gaps either side of the stage and behind the rostra. You should use stage weights to hold the legs against the stage, and use a G clamp to keep it secure against the rostra in front of them.

For those interested, the dimensions of the stage (without added rostra) are as follows;

Width of stage at the front: 456cm
Width of stage in front of the proscenium arch: 618cm
Width in between the proscenium arch: 506cm
Depth of stage (front to back): 458cm
Back of Proscenium arch to back of stage: 294cm
Back of Proscenium arch to front of stage: 164cm
Height of stage (SL): 76cm
Height of stage (SR): 75cm
Height of proscenium arch from the stage: 295cm
SR Triangle dimensions: 79.5cm x 130.5cm x 157.5cm
SL Triangle dimensions: 78.5cm x 137cm x 158cm

The Blacks

Around the edge of the hall we place black curtains. These are kept in the big black box on wheels in the men's toilet cupboard. There are also curtains that you pull out from each side of the stage. To put up the curtains from the box, place the big ladder by the hall entrance. Each black in the box should have a label on both of its bottom corners, with the exception of three blacks. One of these three will have a split and will be the last one you put up. The other two will say "back of hall" on the top corners. Find these three blacks and keep them separate. Of the remaining blacks you will find labels on the bottom corners. One will say HSB. This black is the largest one and should be put up first on the side of the track that runs towards Leytonstone High Road. When putting these up, keep the labels and seams on the back for a more pleasant aesthetic. There will be other blacks labelled HS which should also go up towards the High Road side. On the other side (towards the sheds and Tesco), you should put up the three blacks labelled T123 in any order. You should then put up the one black labelled T4. This maintains a nice accessible gap from the hall to the kitchen area. Next will come the two blacks labelled "back of hall". One should go up on each side. The split curtain should have four rollers placed on one track, and four rollers on the other. I would then recommend attaching a cable tie on the end of each track to stop the rollers from being pulled off (note that you will need to cut them with scissors in order to the the blacks down again). Finally, you should go around attaching the blacks with bulldog clips. Attaching these on the backs of curtains will again give a more pleasant aesthetic.

Lights

To turn on the lights that are cabled up, you should go on to the gallery and turn clockwise the two big switches that have blue power points and white cables. This turns on the dimmer units. The moving lights switch is currently on the proscenium arch stage left. An extension cable will be there. You should plug it in and turn it on (you can check whether you'd done that correctly by seeing if the moving lights start moving, or whether numbers appear on the back of them). Your lighting operator will set up the lighting desk in the appropriate place and can then turn some lights on.

The stage has some dim working lights above it. The two switches for these are both midway up the proscenium arch stage left. Remember to turn these off during performances and rehearsals where you are using the stage lighting.

Sound

On the gallery, there is a switch for the sound amps. It is labelled and is next to the lighting switches. Switch it on. Your sound operator will set up the mixing desk and other equipment in the appropriate place. If you are masking the front of the stage, you should first remove the stage left panel from the front of the stage and, using the attached handle, pull out the sub-woofer into the gap you will have created.

Outside

In the set building Saturdays preceding the show, please do your best to throw away any rubbish and leaves that are on the outside pathway behind the stage. You may wish to use an outside broom currently stored in the props shed to sweep the path clear. We hope to soon have battery powered lights you can place outside on show nights to light the ground. Please remember to bring these inside for storage in between and after shows.

Props

It is a good idea to set up a props table in the side chapel of the nursery. Get a table (or two) from the back room. At the technical rehearsal, roll out a large piece of paper (you can find this normally under the stage) and place every prop on it. Draw round each prop, and then label it. This makes it easy to identify if props are missing before a show or during it. Encourage cast members to return props to where they found them after they have used them. You should reuse this piece of paper for every performance as it allows for a quick and easy props audit.

Prior to your technical rehearsal, we would recommend checking there is adequate amounts of the large roll of paper and buying some more if necessary.

Baby Monitor

On the gallery you will find the baby monitors. Plug the transmitter discreetly at the side of the stage and stick it on to channel one. Plug the receiver in the dressing room, also on channel one and turn the volume on the side up very high.

Raked Seating

When the show is being performed ‘on the floor’ and in reverse, you will need to set this up. To set up the raked seating, you must first get out at least 8 rostra. Two will go on stage with the shortest legs we own placed in them. Of the remaining six, three will have our 40cm legs in all four corners, and three will have our 60cm legs in all four concerns. The 60cm rostra go directly in front of the stage, while the 40cm rostra will go in front of that. Please lock all rostra together and place weights on the back legs of the end rostra to prevent them sliding and moving as this is a hazard. We also have four rails which should be used to support the backs and sides of the 60cm rostra. They fit into holders on each side which you can slide into the gaps on the side of each rostra.

Pyrotechnics

In some shows, it may be appropriate to fire a pyrotechnic or two. Please speak to the committee first to arrange the hire of the relevant equipment for firing, and the purchase of the pyros. We generally recommend not using specific smoke effects as these smell awful and will cause a lot of members of the audience to cough. A flash effect will generate some smoke, but will generally just cause a bit of a pop. You can also have sparks flown into the area, but these should be placed well away from audience/curtains/other flammable objects. Anything larger than these will not be appropriate for the Woodhouse hall.

Please remember to tell your cast when the pyro will be used, and gather them all for a demonstration. Please also put a note on the door and front of house desk informing the audience of the use of pyrotechnics in the performance.

Pyrotechnics have a lot of fail-safes to stop them being accidentally fired. Pyros will not fire unless there is power flowing to all elements, the safety key has been set to ‘arm’, and the fire button is pressed. For that reason, you should always set them up before a show and before power is sent to the board. You should also remove the key from the board and make sure it is with the person setting up. MAKE SURE THE PYRO in the holder is the right way up. For flash pyrotechnics, you are OK to hide the holder behind a piece of hardboard to keep it inconspicuous.

During a show, and particularly during the pantomime, you should make sure whoever is firing has a clear view of the area near the pyro before it is fired. If there are actors or audience members closer than a metre to it, DO NOT FIRE the pyro. In pantomimes, I would recommend having a front of house member near the area where the pyro will be fired from in order to ensure young audience members do not rush towards the stage near when it is fired. You may also want to agree ‘safe words’ which actors can use if they spot something unsafe near the pyro. If these are used, DO NOT FIRE the pyro. Actors should also be briefed that occasionally pyros do not fire on cue, and should be prepared for such an eventuality. If you are ever in doubt about anything, DO NOT FIRE THE PYRO. After a pyro has been fired or not fired, you should switch the safety key back to disarm and remove it from the controller.

Fire Alarm

Occasionally, smoke effects and pyros can cause the fire alarm in the hall to go off. You can reduce this in several ways. Firstly, by ensuring the back doors around the stage are kept open. This allows smoke and heat to escape. Secondly, I would recommend placing cups over the smoke detectors in the children’s toilets stage right, the side chapel, the kitchen and the foyer. However, please make sure these areas are adequately monitored in case a real fire does break out.

If the fire alarm goes off during a show, you should immediately determine if it is a real fire. If it is, stop the show, evacuate the building and call the fire brigade. If you know it has been caused by a smoke or pyro effect, go to the fire alarm box and press SILENCE and then MUTE. Do not press RESET on the alarm as this will likely cause the alarm to go off again. Please do remember to press Reset once the smoke from your effect has cleared.

Dressing Room Security

Please ensure only your actors and approved crew are allowed into the dressing room area before a show. Getting changed in front of your actors can be uncomfortable enough without having random front of house members/friends and family walking in. Please ask any guests to respect actor’s privacy before and after the show.

During a show, we recommend having two front of house members on duty to guard the building. One should sit in the dressing room when no actors are in there, or just outside if actors are inside and getting changed. The other should sit in the foyer to guide audience members who may be late, or looking to go to the toilet during a show. You should advise actors to keep valuables hidden and out of sight.

[bookmark: _GoBack]Front of house should be free to challenge people who are not authorised to be backstage, regardless of whether that person is known to the group. Any exceptions to this rule should be agreed with the cast beforehand. If the Woodhouse President or Chair would like to speak to the cast after the show, the approval of the cast should be sought first before they are allowed in to the dressing room.
