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FORWARD 
 

Welcome to the undergraduate program in Theatre Arts.  

This handbook is intended to give Theatre Arts students an 

overview of the academic and production policies of the 

department.  We hope you will find useful information and 

answers to many questions about how things are done here at 

Castleton.  For more detailed information please refer to the 

Undergraduate Catalog and do not hesitate to contact your 

advisor if you have any questions.  We are all exited to work 

with you and look forward to doing amazing things together.
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SECTION 1: PRODUCTION 
 

COMPANY RULES 
The following guidelines have been put in place to ensure the smooth and successful operation of 
Theatre Arts Productions. These are general rules for our theatre company, but we must also 
remember that common sense is the number one rule. 
 
EVERYONE 

1. Above all remember you are students and you are expected to attend every class and complete all 
assignments on time.   

2. Check your Castleton email for all official production communications.  
3. Check the Theatre Arts callboard frequently. 
4. Sign-in at the callboard before each performance, dress rehearsal, and tech rehearsal. 
5. BE ON TIME! Alert your Stage Manager of any emergency. 
6. Do NOT show up to rehearsals or performances intoxicated or under the influence. 
7. Don’t touch props that aren’t yours. 
8. Do not make comments about others’ bodies or costumes. 
9. No smoking or alcohol allowed in the Fine Arts Center. 
10. No personal items backstage (i.e. book bags, electronics, food, drink) 
11. After the show, do not go onstage until the audience has exited the theatre. 
12. Keep a good attitude and show respect to all. 

 
ACTORS 

1. Be prepared.  Bring your script, pencil, dance wear, to every rehearsal. 
2. Make sure your props are preset during pre-show. 
3. Stay backstage or in Green Room after half hour call (house is open) and during intermission. 
4. Keep the dressing rooms and costume shop as clean as possible during performances. 
5. No eating, drinking or smoking in costume. Water only. 
6. No chewing gum onstage, during performances, or in rehearsals. 
7. After the show, perform your post-show duties before meeting the public in the lobby. 
8. Do NOT remove costumes from the theatre. 

 
CREW 

1. Have a flashlight.  Your cell phone is not a flashlight! 
2. Have a pre-show and post-show checklist for your specific job. Make sure it is completed 

promptly upon your arrival. 
3. The stage should be swept and mopped before and after every performance. 
4. Wear all black for dress rehearsals and performances. 
5. The stage manager runs the show and any questions should be addressed to them. 
6. Do not speak on the headset unless you need clarification. 
7. Do not speak on the headset while on standby. 

After the performance, do not go on the stage until the audience has left the auditorium 
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MAIN STAGE PRODUCTION GUIDELINES 
 
The Chair of the Department of Theatre Arts and the Technical Director must approve all designs. 
 
Production meetings happen once a week for the 1-2 months before tech week.  This meeting 
includes the director, designers, stage manager, TD, marketing, props master, and others as deemed 
necessary by the director or stage manager. 
 
Stage Manager - assists the director during rehearsals; calls and runs production meetings; writes 
and distributes meeting reports, rehearsal reports, and performance reports; manages all backstage 
activity once the play has opened. 
 
Production Manager – Responsible for: creating and maintaining a master production calendar for 
the Theater Arts production season; scheduling use of the Black Box Theater; student productions 
and classroom projects; coordinate with stage managers from individual productions; communication 
between Theater Arts and other campus departments; communication with off-campus resources; 
outreach to local area schools; publicity for department productions including poster and programs; 
distributing and collecting all audition and production forms; and creating a contact sheet. 
 
Costume Designer – responsible for the design, visual appearance, and function of the costumes, 
accessories, and makeup for each character. 
 
6-weeks out:  Meet with the costume shop supervisor to receive information about the costume shop 
facilities, equipment, and inventory.   
 
4-weeks out: Meet with the Director for final approval of designs. Submit a design package to the 
costume shop supervisor.  This should include: 

- Action plot 
- Costume plot 
- Costume sketches / renderings 

 
The costume designer will also: 

- Attend all production meetings 
-  Attend at least two rehearsals before the move in date 
- Be available during build times as scheduled with the shop supervisor 
- Be available for all fittings (1-week before dress) 
- Attend all dress rehearsals. 
- Be present for show strike after the last performance. 
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Lighting Designer – responsible for the appearance of the lighting during the production. 
 
6-weeks out:  The lighting designer will meet with the Technical director to receive information 
about the facilities and equipment.  The Technical director will supply a ground plan of the theatre 
and a facilities information sheet.  
 
4-weeks out:  Meet with the Director for final approval of designs.  Submit a design package to the 
Technical director and Master Electrician. This should include:  

- Light Plot 
- Instrument Schedule 
- Magic Sheet 
- Cue Sheet 

 
The lighting designer will also: 

- Attend all production meetings. 
- Attend at least two rehearsals before the move in date. 
- Be present when the set moves to the stage.  
- Be available for light focus (1-week before dress) 
- Attend paper tech to finalize all cues with the stage manager. 
- Attend all tech rehearsals and dress rehearsals. 
- Be present for show strike after the last performance. 

 
Sound Designer – responsible for the design, recording, and playback of all music and sound effects 
used in a production. 
 
6-weeks out:  meet with the Technical Director to receive information about the facilities and 
equipment.   
 
4-weeks out:  The Director must approve all designs. Submit a design package to the Technical 
Director.  This should include: 

- Sound plot 
- Cue sheets 
- CD of preliminary sound effects if applicable 

 
The Sound designer will also: 

- Attend all production meetings. 
- Attend at least two rehearsals before the move in date. 
- Be present when the set moves to the stage.  
- Set up all sound equipment and check that it is in working order. 
- Attend paper tech to finalize all cues with the stage manager. 
- Attend all tech rehearsals and dress rehearsals. 
- Be present for show strike after the last performance. 
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Scenic Designer – responsible for the design and function of the scenery and properties. 
 
8-weeks out:  Meet with the Technical Director to receive information about the facilities and 
equipment.  The Technical Director will supply a ground plan of the theatre and a facilities 
information sheet.  
 
6-weeks out:  Meet with the Director for final approval of designs. 
Submit a design package to the Technical Director. This should include:  

- Ground plan 
- Center line vertical section 
- Front/Painter’s elevations (if any scenery is to be painted) 
- Construction elevations if required 
- Model and/or color rendering 

 
The scenic designer will also:  

- Attend all production meetings. 
- Attend at least two rehearsals before the move in date. 
- Be available during construction. 
- Be present when the set moves to the stage.  
- Attend paper tech if there is any scenic change in the show. 
- Attend all tech rehearsals and dress rehearsals. 
- Be present for show strike after the last performance. 
 

Props Master - responsible for acquiring, maintaining and managing all rehearsal and show props 
throughout the entire production!   
 
6-weeks out:  Meet with the Technical Director to discuss the prop needs of the production. Supply 
the Technical Director with a preliminary props list at this meeting.  All purchasing is to be handled 
by the Technical Director. 
 
4-weeks out:  All rehearsal props are in the performance studio closet, labeled, and shown to the 
stage manager. 
 
2-weeks out:  The Director must approve all final props.   
Provide a final master properties list spreadsheet to the Technical Director. 
 
1-week out:  All final props are in the prop cabinet on stage. 
 
The props master will also: 

- Attend all production meetings 
- Attend at least two rehearsals before the move in date 
- Be present when the set moves to the stage  
- Arrange and set up backstage prop tables  
- Coordinate moving props with the stage manager 
- Attend all tech rehearsals and dress rehearsals 
- Be present for show strike after the last performance 
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POSTER CHECK LIST 

 
The following items are required for all Main Stage Posters 
 
☐  Castleton University 
☐  Theatre Arts 
☐  Image (approved by the department chair) 
☐  Play Title 
☐  Playwright  > 50% the font size of the Play Title ☐   

Dates & Times 
☐  Ticket Prices 
☐  Box Office Phone # 
☐  Venue 
☐  ADA Logo 
☐  Assisted Listening Logo 
☐  Produced with special arrangement from (rights holder name) 
☐  KCACTF information if applicable 
☐  Final approval of department chair 
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PROGRAM CHECK LIST 

 
The following items are required for all Main Stage Programs 
 
FRONT COVER 
☐  Castleton University 
☐  Department of Theatre Arts Presents 
☐  Play Title 
☐  Playwright  > 50% the font size of the Play Title 
☐  Cover Image (approved by the department chair) 
☐  Dates & Times 
☐  Venue 
☐  ADA Logo 
☐  Assisted Listening Logo 
 
INSIDE COVER 
☐  No Photography or Video Recording 
☐  Please turn off electronic devices 
☐  Recycle or save program as souvenir  
☐  Recycle image 
☐  Director’s / Dramaturg’s Notes 
 
TITLE PAGE  
☐  Castleton University 
☐  Department of Theatre Arts Presents 
☐  Play Title 
☐  By: Playwright 
☐  Acts / scenes / Locals 
☐  Intermission, min? 
☐  Produced with special arrangement from (rights holder name) 
 
PAGE BREAK 
☐  Cast List 
☐  Artistic staff and crew 
☐  Cast Bios (alphabetical order) 
☐  Production staff and crew (alphabetical order) 
☐  KCACTF information if applicable 
☐  Special Thanks 
 
BACK COVER 
☐  Theatre Arts Season 
☐  Final approval of department chair 
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BLACK BOX GUIDELINES 
 
DISCLAIMER: Black Box productions may not interfere with main-stage productions in any way.  
This includes but is not limited to: casting, rehearsals, meetings, equipment, or any other personnel 
and resources required by the main-stage production. 
 
The goal of the Black Box Theatre is to offer the opportunity for directors and actors to explore and 
develop their craft in a laboratory setting.   These productions should be thought of as an extension of 
the classroom experience and not as fully mounted productions.  
 
Black Box Productions are non main-stage productions that are produced by the Department of 
Theatre Arts and are under the guidance or supervision of the department. As such, Black Box 
productions are predominantly academic explorations and should engender a significant amount of 
feedback from academic advisors and other faculty.   
 
Script selection for Black Box productions should be sensitive to the overall casting pool of the 
semester.  Black Box productions should be able to be placed within a contemporary setting.  It is the 
responsibility of the director to present a script and a written production concept for consideration to 
the Chair of the department and the Technical Director.  
 
PRODUCTION PROPOSAL:  
All written proposals must be submitted by September 1st for the Fall semester and by December 1st 
for the Spring Semester. Your proposal should include a copy of the play script and a written 
document in which you outline how the play is to be produced and address the following: 

- Why is this play a good choice for the Black Box? 
- How does this play compliment the current Theater Arts Season? 
- Who is your target audience? 
- What are your marketing strategies? 
- What are the casting requirements for this play? 
- What are the technical requirements for this play? 
- What are the budgetary requirements for this play? 
- Who is your production team? 
- What is the production schedule? 

o Performance dates (see the Technical Director for available dates) 
o Auditions 
o Rehearsals 
o Production deadlines 

 
SPACE:  
With rare exceptions all Black Box Productions are to be staged in the Black Box Theatre. 
 
SCHEDULES AND DATES:  
-The department chair will establish final dates. 
-No more than two Black Box Productions within a semester.   
-All productions must work around the main stage production calendar  
-All productions can have a maximum of four performances.   
-Any changes to performance dates or times must be initiated by the department chair, and follow the 
EMS procedure for scheduling events on campus. 
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-All productions are limited to a three-week rehearsal process with a maximum of 20 rehearsal hours 
a week.   
-No rehearsal may be longer than four hours in one day. 
 
STRIKE:   
All production members will strike the set after the final performance and return the theatre to 
its previous condition.  This includes actors, directors, designers, and anyone else who 
participated in the production! 
 
DEPARTMENTAL RESPONSABILITIES:   
When possible, the department will provide a small production budget for scripts, limited use of 
departmental stock items, and a standard repertory light plot. Under very special circumstances a 
design student may be assigned to a production.  This assignment will be at the discretion of the 
design faculty and MUST be supervised by a faculty designer.  
 
DIRECTOR RESPONSABILITIES:   
The student director is responsible for securing a faculty advisor for the project before submitting a 
proposal.  A faculty member should not be expected to serve as advisor for more than one play per 
semester.   
 
Director should be willing to accept the greatest responsibility and work load of the production.  
When presenting a script for consideration, the Director will provide a written production proposal, 
complete with details considering casting, setting, lighting, costumes, props, music and effects needs. 
Any budget requirements must be requested in the proposal and be approved by the department chair.  
 
The director may NOT assign any designers for a production without consulting the Technical 
Director.  The director is responsible for acquiring, maintaining, and returning all borrowed materials 
from studio shops.  The director is responsible for the maintenance and restoration of the theatre 
facility. 
 
The student director will give the advisor a cut script and director’s notes prior to the first rehearsal.  
The student should set up a meeting with the advisor to discuss the script and the notes. 
 
The student director will invite the advisor to two rehearsals and will set up a meeting with the 
advisor to go over notes. 
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TECHNICAL PRODUCTION IN THE BLACK BOX 
 
SCENERY: 
The floor and walls may not be painted.  Any special set needs must be discussed with the technical 
director when the proposal is submitted. 
 
PROPERTIES: 
Productions will have access to properties that are in stock if they are not being used in a main stage 
production. These props must be checked out/in by the shop staff.   It is the responsibility of the 
director to acquire, maintain and return all properties.  Any props that will need to be purchased 
should be listed as part of the budget in the directing proposal.   
 
COSTUMES: 
Productions will have access to a limited costume stock if items are not being used in a main stage 
production. It is the responsibility of the director to acquire, maintain and return all costume items. 
All purchases made with departmental funds become departmental property.  Use of costume stock 
and costume purchases must be approved by and coordinated with the costume shop supervisor. 
 
FACILITY:  
-Smoking is not permitted in the building or anywhere on Castleton campus. 
-Alcohol is not permitted in the building.  This is a University policy. 
-No food or beverages of any kind are allowed in the theatre. 
-Due to fire regulations, the seating capacity cannot exceed __60_ patrons. 
-No changes, improvements, alterations, or decorations are to be made to the premises without 
written approval from the chair of the department. 
-Your production must restore the theatre facility to its previous condition. 
-The technical director must check the premises within 24 hours after you close.  It is your 
responsibility to make an appointment for a walk through. 
- Clear and open communication is expected.  Please keep the department chair, your faculty advisor 
and the technical director updated as your production proceeds. 
- The theatre is used as a classroom during the day, please keep this in mind, you will have to clear 
the stage area of any obstacles at the end of each rehearsal. 
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SECTION 2: WORK STUDY 
Castleton University regularly offers students work-study opportunities each semester. The following 
job descriptions offer an overview of the responsibilities and qualifications necessary for fulfilling 
the typical roles available within the Department of Theatre Arts. 
 
Questions concerning the availability and application process regarding these positions should be 
directed to the supervisor of record, listed within each job description.  

 
 

Castleton University 
STUDENT EMPLOYMENT JOB DESCRIPTION 

 
JOB TITLE: Senior Costume Shop Assistant- IV 
 
DEPARTMENT: Theatre Arts 
 
ADDRESS: Fine Arts Center 
 
TELEPHONE: 468-1263 
 
SUPERVISOR: Prof. Angela Brande 
 
JOB SUMMARY: The senior costume shop assistant has basic machine and hand sewing skills, can 
perform basic servicing to sewing machines, can manage a crew of students, enjoys theatre, and is a 
joy to be around. 
 
SPECIFIC DUTIES: Duties include but are not limited to the following: 
1. Build and repair costumes 
2. Keep the costume shop clean and organized 
3. Manage the crew of students responsible for the check in and maintenance of costumes for each 
show 
4. Return costumes to stock 
5. Keep the stock organized 
6. Assist with costume rentals 
7. Teach basic sewing skills to student crews 
 
WAGE RATE: Level-IV 
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Castleton University 
STUDENT EMPLOYMENT JOB DESCRIPTION 

 
JOB TITLE: Production / Staff Assistant - II 
 
DEPARTMENT: Theatre Arts 
 
ADDRESS: Fine Arts Center 
 
TELEPHONE: 468-1263 
 
SUPERVISOR: Prof. Steven D. Gross 
 
JOB SUMMARY: The Production / Staff Assistant would assist the production manager or box 
office staff in the duties of running the production organization for the Department of Theater Arts. 
 
SPECIFIC DUTIES: Duties include but are not limited to assisting with the following: 
1. Coordinate and supervise the use of Theater Arts facilities 
2. Maintaining a master production calendar for the Theater Arts production season 
3. Scheduling use of the Black Box Theater 
4. Coordinating class and student productions 
5. Coordinate with stage managers from individual productions 
6. Communication between Theater Arts and other campus departments 
7. Communication with off-campus resources 
8. Outreach to local area schools 
9. Publicity for department productions 
 
QUALIFICATIONS: 
Stage Management or Arts Administration classes 
Excellent computer skills, including: Outlook, Excel, Word, and Photoshop. 
Excellent communication skills in both writing and speaking 
Knowledge of theatrical facilities and terminology.  
Ability to train and supervise others.  
Able to adapt to a changing environment.  
Maintain a positive attitude toward other employees and students.  
Good math skills. 
 
Wage Rate: Level II 
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Castleton University 

STUDENT EMPLOYMENT JOB DESCRIPTION 
 

JOB TITLE: Scene Shop Assistant - IV 
 
DEPARTMENT: Theatre Arts 
 
ADDRESS: Fine Arts Center 
 
TELEPHONE: 468-1263 
 
SUPERVISOR: Prof. Steven D. Gross 
 
JOB SUMMARY: Shop Assistant is responsible to provide technical support in the 
areas of lighting, rigging and scenery. Responsibilities also include assisting with all aspects of 
scenic construction, maintenance of scene shop, equipment and tools, supervision of stagecraft lab 
students, ensure the proper and safe operation of all equipment, provide maintenance of all tools and 
light equipment, as needed. 
 
SPECIFIC DUTIES: 
1. Oversee and instruct lab students in proper and safe techniques of stagecraft in areas of 
lighting, Scenery and Properties (approximately 20 students per semester). 
2. Assist in training lab students in safety procedures and proper usage of all tools. 
3. Build from working drawings supplied by the Technical Director and/or 
designer. 
4. Maintain inventory of scenic materials and hardware. 
5. Assist with technical needs for all student-produced theatre. 
6. Attend all necessary Saturday and Sunday shop and crew calls. 
7. Work with Technical Services Staff to insure easy transference of Theater Arts events. 
 
QUALIFICATIONS: 
Stagecraft class and power tool training required.  
Knowledge of the use and safe practice of all power and pneumatic tools.  
Knowledge of construction and building of scenery. 
Able to perform a variety of physical duties including lifting up to 75 lbs.  
Knowledge of theatrical equipment.  
Ability to train and supervise others.  
Able to adapt to a changing environment.  
Maintain a positive attitude toward other employees and students.  
Good math skills. 
 
 
WAGE RATE: Level IV 
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SECTION 3: ACADEMIC POLICY 
 

ACADEMIC WARNING OR ACADEMIC PROBATION 
 
It is the policy of the Theatre Arts department that students who are placed on Academic Probation or 
receive a letter of Academic Warning will not be allowed to participate in department productions 
(main stage or black box) for the semester. 
 
In addition, it is the department’s position that: 
 
- a student who was cast in a show the previous semester and is placed on Academic Probation or 
receives a letter of Academic Warning, will be dismissed from the show. 
 
- a student may audition for the following semester after receiving a letter of Academic Warning or 
while on Academic Probation with the expectation they will not be on academic probation the 
following semester. 
 

 
 

GOOD ACADEMIC STANDING (Per the 2019-20 Undergraduate Catalog: Academic Policies) 

The requirements for Good Academic Standing (as of summer 2017): 

Fewer than 30 credits: 1.75 cumulative GPA or higher 
30 credits and above: 2.00 cumulative GPA or higher 
 
 
 
 

PROBATION AND DISMISSAL 

A student whose cumulative GPA falls below the minimum level required for good standing will be 
placed on probation and is subject to dismissal. 

PROBATION alerts students to the fact that their academic performance to date has been 
substandard, informs them that continued poor performance will subject them to dismissal, but 
advises that with diligence and extra effort they can raise their GPA above the minimum level 
required to be in good academic standing. The Academic Dean may set other parameters regarding 
academic probation, academic warning, and extra-curricular eligibility. 

 
 
 
 


