At Crew Meeting

(Introduce yourself and ASMs and discuss chain of command.

(Welcome crew and tell them how important they are to the production.

(Sit w/ crew and speak to them about the show’s vision, meaning, and technical aspects that are unique to the show.

(Give the crew a tour of the set and backstage areas that are pertinent to the show including dressing rooms, control booth, prop shop, costume shop, smoking areas, etc.  Those on headset should be trained at this meeting.

(Tell them what blacks are and when you expect them to wear them; when they are not wearing blacks tell them what proper attire is, shoes, etc.

(Show them where they are to sign in and that once they have signed in, they are to be backstage, NOT in lobby areas or café unless asked to do so.

(NO FOOD OR DRINK BACKSTAGE OR IN BOOTH.

(CELLPHONES WILL BE COLLECTED.

(Tell them how to conduct themselves.  They are not to hang out in dressing rooms, no talking backstage, conduct duties as soon as they arrive so if there is a problem, there is time to take care of it.

(THERE IS NO LATE, THERE ARE NO ABSENCES.  THEY WILL GET A PRODUCTION GRADE FOR THIS.

(Discuss the procedure for leaving at night and what you expect from them.

(Tell them when you want them to see a run thru.

(Be helpful and courteous.  Be the crew member you want to have someday.

(You may want to schedule training sessions for lights and sound after this meeting, check w/ Scott and/or designers as to when they want to have a training session.  This should be well in advance of writing cues.

(Briefly go over individual crew duties.

(Ask for questions and send them on their way.

(Tell Chris Wood immediately if someone didn’t show.

Distribute

(contact sheets; tell them how they can get a hold of you if they are going to be even 30 seconds late.

(get their information, including meal numbers and distribute it back to them.

(GO OVER IN DETAIL A COMPLETE TECH & RUN SCHEDULE.  Look each of them in the eye and go over the schedule with them so that they know when they are expected.

(distribute duties to them.
