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THE THEATRE WORKSHOP AND THE THEATRE TECHNICIAN 
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The purpose of the theatre workshop and associated spaces is to provide a space in which you can 
do anything you like, providing it is done safely and everything is put back as it was afterwards for 
the benefit of others.  Paint the place blue?  Great, Cerulean or Prussian?  All you have to do is 
factor in time and money to paint it back to purple and white after. (emperor and gardenia) 
 
The only factors to consider are time, money and resources.   
 
Training is provided by Rob with the aim of empowering you to make use of all the space and 
resources there are.  Rob has worked as a stage manager, production manager, lighting and stage 
designer, costume maker, dresser and sound engineer (as well as voice over work for Lego land…) 
and is there solely and entirely to train you and help you achieve your aims.   
 
Space and storage are limited.  Usually there is a place for everything.  If you use tools or a prop or 
a costume or anything, it will have a home to go back to, and that will be where the next group look 
for it.  Courtesy and thinking of others is key and even if the day is extremely busy, you will be 
expected for example to sweep the floor and put tools away in the carpentry shop, or to hang up 
costumes and clear work surfaces in the dressing room and so on.   

RISK MANAGEMENT AND A CULTURE OF SAFETY 
 
We are all responsible for our own health and safety and also to safeguard the health and safety of 
others.  This is enshrined in law as well as showing common sense and due courtesy to others 
around us.  Training sessions will show more of this approach and responsibilities. 
 
THE THEATRE TECHNICIAN HAS FINAL SAY ON HEALTH AND SAFETY MATTERS 
Feedback welcomed at any point 
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RESOURCES 
 

Props 
·  Theatre Workshop has a limited amount of props stored in the props room ranging from 

candles to a bath.   
·  Before buying props you must check with Rob first.  This is to avoid duplication as much as 

anything since storage space is at a premium. 
·  Props can also be made, such as prosthetic hands and so on.  Again talk to Rob first, since 

the materials needed may already be here and Rob also used to make props including 5metre 
bamboo Lego men… 

 

Costumes 
·  Theatre Workshop has a limited store of costumes stored in the attic of The Theatre 

Workshop Cottage  
·  There are sewing machines and some materials for making costumes in house and 

sometimes costumes are hired in 
 

Digital Media 
·  Theatre Workshop has four digital media workstations rooms, and also a basic computer 

room for students wanting to print off scripts, or research on line, or use as production 
offices for emails and so on.  

·  Media workstations run vector works (3d stage and lighting animated cad software) adobe 
master collection (audio and video editing software plus Photoshop and illustrator) Nero 
burning suite and SFX and Isadora and Resolume show control software.   

·  The Theatre Workshop and the Drama Studio have the same show control and editing 
software, and video projection is available in both spaces 

Stage 
·  Theatre Workshop has soft masking, drapes and prolite stage deck 
·  Drama Studio has full height stage flats, drapes and metrodeck rostra 
·  Both spaces are equipped for limited flying 

 

Lighting 
·  Both spaces have a variety of lighting instruments, but no “intelligent” lighting 
·  Stands, boom arms, gels etc are all kept as stock in both spaces 
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FINANCE PROCEDURES AND BUDGET 
·  The University operates under strictly audited financial procedures.  
·  Each practical theatre module has an allocated budget administered by the Theatre 

Technician. 
·  Before spending any money you must first get approval from the Theatre Technician.  

Only expenditure approved by the Theatre Technician will be reimbursed. 
·  Approved expenditure can be claimed back via a claim form or a petty cash system.   
·  The Theatre Technician holds both claim forms and petty cash, so that whole approval thing 

is really quite important 
·  Petty cash is actually called a disbursement, which means it is obtained for short 

periods only.  Once the disbursement for a particular module has been audited and 
returned, no more claims can be made against it. 

·  Planning is therefore key, both for procurement of items, and to ensure you can get your 
claim in.  Items can be ordered from suppliers given time, and this is the preferred method 
so that no-one is out of pocket. 

TO CLAIM BACK MONEY : 
1. Talk to Rob before spending anything 
2. No really. 
3. If Rob approves expenditure, you can then go and buy it 
4. Show the item(s) and the receipt(s) to Rob.  Rob can only reimburse money spent 

for items he has actually seen, even consumables. Ideally have some change to the 
nearest tenner since nearly always he has no change.   

5. A receipt is not a handwritten piece of paper from a market trader.  The definition of 
such an item under the financial regulations is “laughable”.  Finance simply won’t 
reimburse the department, so Rob cannot reimburse you. 

6. If you have lost your receipt, this is defined under financial regulations as 
“unfortunate”, meaning for you.  On rare occasions there may be ways and means, 
but do not take this for granted. 

7. Be very aware that once the item has been purchased by the department, it belongs to 
the department, and only the department gets to keep it 

HOW DOES THE BUDGET WORK THEN, HOW MUCH CAN WE SPEN D? 
·  Sometimes the budget might be fixed, but usually it comes down to need.  Theatre has a 

running budget for module expenditure, and while an amount per module is allocated at the 
start of each year, this is a notional amount, an estimate. 

·  Think not “what can I spend” but “what do I need and how do I get it”.   
·  You will then need to bring together a costing for things you need and discuss this with Rob.   
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ROOM BOOKINGS 
 

·  Room bookings are managed by the Theatre Technician and include wardrobe room, props 
room, green room, dressing room, control room, carpentry shop, Cottage and Paintshop, as 
well as rehearsal studios, drama studio and theatre workshop auditorium use. 

·  Sometimes the room you normally work in for a taught session may change, so please check 
daily to be sure. 

·  There will come a time during assessment periods when everyone wants every space there 
is.  The Theatre Technician has final say on this, but be aware of the other people in your 
module and the other modules and work things out between yourselves through compromise 
where possible.  This courteous approach makes things easier for everyone. 

·  Before using a room (except for pre arranged taught sessions) you must first book this with 
the Theatre Technician, even if it seems empty.  Different levels of training are required for 
the different rooms you use, and we need to know where people are in case of emergency. 
Anyone  found using spaces they haven’t booked will have their rights to use spaces without 
direct supervision revoked 

·  After training, rehearsal studios can be used without constant direct supervision but spot 
checks have to be made to ensure safe working.   

·  Planning and flexibility and good communication are key here.   
·  In the Theatre Workshop foyer there is a computer screen showing daily bookings, this 

system can also be accessed for viewing online by following the link from the theatre 
workshop home page (www.shef.ac.uk/english/theatreworkshop) 

 

TO BOOK A ROOM: 
1. Contact Rob 
2. Rob will confirm/reject the booking  
3. Bookings have to be made a week ahead, by Thursday morning of one week for 

planned use the week following.  Last minute requests are exactly that. 
4. It will be displayed on the day in the Theatre Workshop Front of House. 

 

WELL THAT SEEMED PRETTY SIMPLE, WHAT ARE THE CATCHE S? 
·  With the rehearsal studios 1 and 3, we have the priority over use between 9am and 6pm, 

Monday to Friday.  Hence needing to know by the Thursday before what is in use the 
following week.  After 6pm and on weekends the spaces are often used by external 
companies so good forward planning is essential to ensure space is available. 

·  Use of any space after 5pm requires “supervision” from staff.  This supervision varies from 
training and spot checks to direct supervision depending on the room and the activity.  So 
the catch here is for staff, usually Rob, or hired in deputies, to be available should evening 
use be needed.  This all requires good planning to ensure they are available. 
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USE OF REHEARSAL ROOMS  
 

·  Please note that the code for rehearsal rooms and drama studio is different to the one that 
allows access to Theatre Workshop and Cottage – Drama Studio is a separate department 

·  Anyone using the rooms must have been through the first safety training session in the 
theatre workshop (hazard awareness and risk management) 

·  Anyone using the rooms will be taken on a brief induction to show where the emergency 
exits are, where the emergency telephone is, and where the assembly point is. 

·  You must comply with the conditions of hire for the rehearsal rooms – found on the notice 
boards within. 

·  Ensure you write down the names of those in your group so you can take the list with you to 
the assembly point (upper back yard) if you need to evacuate.  This is so the fire brigade are 
aware of who needs help and who is out of the building. 

·  Any activity beyond flat floor work with no props or equipment needs discussion in 
advance, usually with Rob 

·  There is a store cupboard in each studio – same code as Theatre Workshop will let you in 
 

SECURITY 
·  The emergency telephone can be used to report an accident or fire, but also any suspicious 

persons or activity 
·  Keep your valuables close 
·  Each user group hiring Drama Studio has a different access code to get in – do not write our 

code down, pass it onto anyone, or allow tailgating.  
 

FIRE EVACUATION PROCEDURE 
·  Take the list of names with you. 
·  Call 4444 if safe to do so, on the emergency phone telling them the nature of the incident, 

your location and any other information. From your mobile the number is 0114 222 4444  
·  Leave by the nearest available exit 
·  The assembly point is the “upper back yard” 

 

Please ensure that exterior doors to the studios ar e actually 
closed when you leave. 
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PLANNING AND LOGISTICS  
There may come a time when it seems like there are too many people wanting too few resources, be 
it access to digital workstations or simply rehearsal space or props.  It may be that at the last minute 
everybody needs to edit a last piece of video, or make a piece of set or just want to be sure that the 
piece works with a little more rehearsal…. 
 
While frustrating and stressful at the time, and all you can do is be courteous and respectful and 
tolerant of others given they will also be stressed and frustrated, should this moment happen it is 
worth remembering for one thing:  the planning was abysmal.  Somewhere down the line the 
management was lousy, the communication was lousy, and things weren’t done when they should 
or could have been and so on. 
 
The thing to do is to calmly work out what can be done “now” to achieve your aims, to review your 
options for how to proceed, and to work out what it is best to focus on. 
 
Any notions of “fault” or “blame” are entirely irrelevant and unhelpful at this point.  They are 
abstract concepts borne out of frustration and panic and the realisation that things are not under 
control.  They create a thought process which leads in the wrong direction and is based on false 
assumptions.  The wrong direction because you have to look forward to resolve a situation and 
should be throwing your energy into getting somewhere, not looking back.  False assumptions 
because to ask what went wrong is to have expected nothing wrong to happen in the first place.  
Mistakes will happen.  Things will change.  People are not perfect just trying to be.  Everybody 
works at a different pace.  You are working in a learning environment and it is all part of the 
process. 
 
And that is why forward planning and logistics are vital.  Once you understand that things will go 
wrong, you can start to identify what could go wrong, and put systems in place to try and prevent it, 
or at least to enable you to cope when it does.   This is a logical approach to planning; anticipating 
the worst and being prepared for it. 
 
This does not mean you should not reflect and learn from mistakes, which is vital.  It just means that 
reflection should be later, when you have time.  The initial response should be to stay positive and 
task orientated and focus on what can be done, not what should have happened.  
 

Initial Planning Strategy 
·  Draw up a timeline showing available time between now and your assessment/production 
·  Make a list of everything that needs to happen.  (e.g. publicity, programme, design, build, 

make, props, rehearsals ) 
·  Allocate people and time needed to do the tasks 
·  Prioritise.  (for example publicity might take a week to design, 2 weeks to print/set up 

website, and needs to be out 2 weeks before, so it all needs to start at least 5 weeks before 
the assessment/production.) 

·  Don’t  panic when you’ve finished the timeline – the idea is not to overwhelm you, but to 
help get an overview of what is realistic in the time you have 
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PRODUCTION WORK  
 

The following pages will mainly apply for productio n based modules. 
 
You will be involved in numerous productions while you are here, and not all of these will have 
named production roles assigned to particular individuals (and not all will have a single director). 
However, it is worth remembering that certain functions will still always need to be covered for a 
piece to be fully effective and efficient, whatever the scale of the event.   

ROLES 
 
The PRODUCTION MANAGER  looks after the budget and the schedule and health and safety 
for the company, and keeps the direction everything is going in on track.  Final say on production 
issues (budget, schedules, staff, hours of work, practicalities) belongs to the Production Manager, 
although involves close liaison with Director 
 
STAGE MANAGEMENT  look after the room where everything is brought to life, and so are the 
hub of communication feeding back to all outside the room exactly what is happening, and also to 
those in the room what is happening outside.  They are the link between the production and the play 
and make sure no part of the productions drifts off.  
STAGE MANAGER – co-ordinates build or tech departments and SM team, may supervise fit up, 
or elements of, during performances watches from audience to maintain show quality 
DEPUTY STAGE MANAGER – on the book - note down movements, calls, cues, and arrange 
rehearsal schedules and times, call the show in performance 
ASSISTANT STAGE MANAGERS, often on the book backup in rehearsal, plus propping etc, then 
manage wings in performance 
 
The titles indicate a management role, but really these are diplomatic positions where mediation and 
discussion resolve the many conflicts of opinion that may arise.  Formally stage management report 
to the Production Manager, but as rehearsals go on what actually happens is this reporting becomes 
more for information because Stage Management run the technical and dress rehearsals.  Stage 
Management also absorb any role not covered such as wardrobe, props etc. 
 
SCENOGRAPHER (or design team) create the visual world the characters live in.  How they 
dress, how they are lit, what world they live in.  Final say on all design aspects belong to the 
Scenographer (or design team) but involves close liaison with the director and production manager. 
 
.
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SHOW CONTROL AND OPERATION 

Theatre Workshop 
·  Theatre Workshop has an audio show relay which links the auditorium to dressing room, 

F.O.H., Green room, Carpentry shop and control room.  Speakers have individual volume 
controls. 

·  A paging call mic linked to the show relay system is located in the control room but can be 
moved to balcony, auditorium or F.O.H. as needed.  This allows for backstage calls. 

·  Video show relay allows the control room, carpentry shop and F.O.H to watch as well as 
hear anything in the auditorium.  

·  A canns loop allows for headset talkback between control room, auditorium, balcony, flys, 
and Front of House. 

·  There is no stage management desk in the theatre workshop, since que lights are rarely 
needed in such a small space.   

·  Show control equipment such as lighting board, sound playback, hazer machine are set up to 
be linked by either MIDI or DMX.  This means one person can actually trigger lighting, 
sound, smoke etc at the click of a mouse.  It still means lights need to be rigged and focussed 
and plotted in, sound levels checked and programmed in and so on, just that the actual 
playback could be one person. 

Drama Studio 
·  Drama Studio has an audio show relay covering all Rear of House areas  
·  A stage management desk sited in prompt corner (DSL) can also be moved to the Juliet 

balcony above if needed.  Paging calls and que lights are operated from here, but que lights 
have to be rigged. 

·  There are two canns loops in the drama studio operated from the stage management desk 
with plug in points for headsets around the building. 

·  Show control equipment is not linked.  You will always need one person to operate lighting, 
another for sound, and another on the SM desk.  You ideally need this plus someone for flys, 
and two A.S.M. backstage.   

 

Canns etiquette 
·  Whenever you put on a headset you are privy to the conversations of others, accordingly 

announce yourself  “__(name)___ on canns, who is on canns” 
·  If you go off canns, again, announce this.  And always switch off the mic when putting 

down a headset… 
·  The microphone can be also be switched off to avoid a constant barrage of heavy breathing 

or if you feel you need to cough.  In many ways, only switch the mic on when you are 
talking. 

·  No swearing on canns 
·  There is always complete silence after a “standby” 
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STAGE MANAGER BRIEFING SHEET 
READ THE EMERGENCY EVACUATION SHEET AND ENSURE YOU AND THE 
TECHNICAL TEAM OF AWARE OF RESPONSIBILITIES 

R.O.H. (rear of house or backstage) PAGING CALLS 
Calls are always repeated twice, and the first line announces them.  This way people can have a 
chance to hear them, and react. 
 

·  When not in performance use: 
 “This is a paging call for Miss/Mr____________, Miss/Mr ______________ to the stage (or 
green room/dressing room etc) please, Miss/Mr ______________ to the stage, thankyou 
·  When in performance use “Your call please, Miss/Mr_______, Miss/Mr_______ (etc), 

Miss/Mr _____, Miss/Mr __________ to the stage please, this is your call. 
 
Show calls are offset by 5 minutes so that the hour call runs at 1 hr 5 minutes before the show starts, 
the half hour call is 35 minutes before show starts, quarter hour call is 20 minutes before show 
starts, the five minute call is 10 minutes before show starts and beginners call is 5 minutes before 
show starts.  This means you can check everyone is in place before Front of House Clearance 

·  Calls as follows: “Ladies and Gentlemen of the_________ company, this is your one 
hour (or half hour, or quarter hour or 5 minute, or beginners) call.  You have sixty 
minutes please (or 30, 15, 5) that’s 60 minutes.  Thankyou” 

PRE-SHOW TASKS 
·  Stage must be swept 
·  Check with ASM’s that all props are set 
·  Check any wardrobe items are ready and set 
·  Check canns and bells are working 
·  Check with technical team that lights have been checked, all sound has been checked, that 

all is working and well. Check also that any flying has been checked and tested. 
·  Check cast are all ready and signed in.  Resolve any issues…. 

FRONT OF HOUSE CLEARANCE AND COMMUNICATIONS 
·  Audience are not allowed into the auditorium without your say so.  You must liaise with 

F.O.H. Manager before audience come in. You must then page backstage to say “ Good 
evening ladies and gentlemen of the ______ company, the house is now open.  Please do not 
cross the stage the house is now open.  Thankyou” you must ensure all props etc are in 
place before allowing audience in. 

·   The bells (drama studio only)…. Ring three short bells at beginners, then two short bells 
one minute later, then one longer bell 1 minute later.  This means you should hopefully then 
have audience in seats at 2 minutes to curtain up….. 
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FRONT OF HOUSE MANAGER BRIEFING SHEET 
When selling tickets let people know the interval time and show duration. 

Pre show tasks 
·  Arrive and sign in 1 hour before show starts 
·  Check ushers have arrived and signed in 1 hour before show starts 
·  Check everyone has badges and ushers are briefed 
·  Check float and make a note of amount. 
·  Check through ticket reservation envelopes and ticket sheet/seating plan 
·  Check programmes 
·  Brief team on responsibilities 
·  Check with Stage Manager to let them know when you are opening the house 
·  Check with Stage Manager who will let you know when you can allow public into 

auditorium.  
·  When all reservations accounted for, and you have checked toilets etc so that you know all 

audience are seated, you give clearance to stage manager that the show can start 
·  You need an accurate number of souls on the premises to enable safe evacuation 

 

Tasks during show 
·  Prepare any interval refreshments 
·  Be available near canns in case SM or others call you 
·  Make note of souls on premises and how much money is in tin ( and keep this note separate 

from tin) 
·  Be prepared to deal with latecomers 
·  During interval, ushers need to assist you with any refreshments etc 
·  Clear up and tidy Front of House after interval 

 

Responsibilities (or who has final say..) 
·  Stage manager has final say on when audience can be allowed into auditorium 
·  You have final say on opening building to allow audience into front of house areas and box 

office 
·  You have final say on latecomers and whether to allow them entry 
·  You have final say on when box office closes, although Stage Manager will very much want 

to start the show promptly. 
·  You must make sure that you and your team and aware of the role you and they play in case 

of evacuation. 
·  Remind your ushers that while they are in the auditorium, they are watching for incidents or 

fire beacon, and are responsible for reacting to this�
�


