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It’s show week, the final set build, two rehearsals and then the opening weekend of performances of your production. Let’s quickly run through some of the key elements of this. For a more detailed guide on setting up the stage and the blacks, please see the ‘how to make stuff work’ section. 

Saturday – Final set build/Light Plotting

Hopefully by now your set will be set up and you will have all your props. If you do not, that should be priority number one for the day. If the banner for the show has not been placed outside next to the bus stop using cable ties, then you must also do that today. You may also use the Saturday to plot lights, and should liaise with your lighting designer on this. As this can potentially go on for a long while, try to prepare your cast in advance. You may even want to split people into two shifts, one group who comes along earlier, and one who stays until the finish. Try not to ask people to come along until they will be useful and used. If the first two hours of the day will just involve your lighting team cabling things, you will not need extra cast members til after.

If your show is taking place on the floor, you will want to make sure you have all the rostra, legs and rails for the raked seating. This Saturday is a good time to get this out and trial setting up (you can find a more detailed guide to this in the ‘how to make stuff work’ section.

Now is also a good time to remind the Treasurer to collect sponsorship money from The Star of India – they provide us with a sum of money for each show that we do, however it is up to liaise with Shah to collect the money.w

Tuesday – Technical Rehearsal

This should be your last opportunity to trial technical elements of the show. You can either do a full run, or jump cue to cue depending on if lights or sound or other technical elements still need to be set. It is also a chance to try out the non-electrical elements and perfect them, such as scene and costume changes, makeup changes, or other entrances and exits. You may need to let your stage manager run the rehearsal instead of you. A full run may be impossible to do if there are a lot of these things that need practicing. You should make clear that cast or crew can stop the rehearsal if anything is dangerous, like a loose nail, or if they need to change a lighting cue or try a set change again. You should have listened to all your sound effects and cues in advance of this rehearsal, so any stops for sound will be volume or timing related. Ideally you will call your cast from 6:30-7pm, in order to give them chance to set up the black curtains around the hall and  clear the stage. You may wish to give notes via email if it starts to get late, particularly as you will have to repack everything. You should not leave technical details to be resolved at the dress. That is cutting it too fine.

Wednesday – Dress Rehearsal

This should be done under performance conditions (minus an audience and chairs). This includes actors waiting in the dressing room and listening to the show on the baby monitors. This also involves actors being silent in the corridors and outside the hall. This helps with timing of entrances ready for show night. You will need to call your cast from 6:30-7pm in order to set up. Once the run has started, if at all possible, you shouldn’t stop until you’ve finished – try not to interrupt to make final tweaks.

As with Tuesday, you need to repack everything away, so giving notes by email after the performance may be best.

Photography & Filming

It is normal to have photos taken of the performance during the dress rehearsal and these are published on the production page of the web site– you will need to organise this in advance. Do warn the cast that this is going to happen. Also, if there are any scenes of a sensitive nature e.g. intimate scenes, or anything that a cast member may particularly not want published online, you should discuss this with them and advise the photographer of any sections that should not be photographed.

Please be vigilant during the rehearsal that other people do not take and use photos for purposes not agreed in advance. This can cause distraction for the cast and the items mentioned above may not have been discussed as required.

Friday – Opening night

Unfortunately we cannot get in to the hall until after the nursery has left, which can be anytime between 6 and 6:30. The best practice when you get in will be to set up the stage and the black curtains before you bring chairs in to the hall. This will allow you more room in which to work. The Front of House team are responsible for setting up all the teas, coffees and cakes. In the dressing room, you may want to place some water and food for your cast. You should aim to be set up and ready to open the auditorium for audience half an hour before the curtain goes up. Bear in mind that some audience will arrive even before that. You should also instruct your cast not to go wandering about in costume after this time. If they need to use the bathroom, they should do so before they get changed or wait until the audience is settled and the show is almost ready to start. During this half hour, cast should be aware that their voices will carry down the corridor. You will probably want to keep as many doors in between shut. During this time is also an ideal point to do a warm up. The front of house manager will liaise with your stage manager in the event of audience members running late and delaying the start.

After the performance, you will no doubt be tempted to run straight to the pub for some well-earned refreshment. Before you do so, you must ensure that all front of house equipment is packed away neatly, all chairs have been stacked if the dancers are using the hall (usually every Saturday that is not in the school holidays) and moved to the side of the hall, all technical equipment has been stored on stage, and the dressing room is clean and spacious. You will probably have to move the costume rail into the main hall in order to give the dancers maximum room on Saturday morning. Maintaining good relationships with other users of the hall is important for us all. Please also make sure all the backstage doors are closed, especially the fire doors that lead behind the stage.

Saturday – Ideally you will call your cast at least an hour before the curtain goes up for the afternoon performance. This will allow time to reset the technical equipment and chairs to how it was before the Friday show. If you are doing two Saturday performances, make sure your cast know what time they are required for the evening performance (typically an hour again before curtain up). If everyone is leaving the hall during the show break, you must ensure that all doors and exits are fully locked. Please also turn the lights off between performances to prevent overheating.

After the Saturday performance, everything must be packed away before you can leave. The hall floor should also be swept, as should the dressing room if it is dirty. Please ensure again that all fire exits are shut, and the hall is locked.


Wednesday – Optional Performance/Line Run

If you are doing a Wednesday performance, you will need to combine the setting up of Friday night with the cleaning up of Saturday night. If you are not doing this, consider a line run, and make sure the cast know this is compulsory when you hand out the schedule.

Second Weekend – Final Performances

Rinse and repeat the process of the first for the second weekend, then enjoy your after-show party! Please do not forget the final part of your production, the following Saturday.

After show parties (Rap Parties) – use of the Welsh Church Hall

After show parties and celebrations are highly encouraged. The responsibility for selecting a venue and organising the ‘After show party’ lies with the Director. Use of the Welsh Church Hall is strictly limited to official committee led events and celebrations. Committee representation is a mandatory requirement for all events at the hall to ensure the safe use and security of the property. Events that are not organised / managed by the committee fall outside our ‘terms of use’ for the Welch Church Hall and must not take place. Committee representation for agreed events may be delegated to a responsible person(s) at the discretion of the committee.

Saturday after final performance –Get Out

In order to help support the members who will follow your show, we ask that you and your cast members donate your following Saturday afternoon to clearing your set and props off the stage and putting it back in to storage or destroying as appropriate. You should liaise with the next director in advance if they wish to keep anything that is already on stage. This ensures that we have a smooth transition from one show to another, and gives us all the best chance to put on productions of great quality.
