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Guidelines and Protocols
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MAINSTAGE PRODUCTION GUIDELINES AND PROTOCOLS
If you are unclear about anything in this handbook, please contact Department
Chair Sharon Ott or Production Supervisor Bonnie Brady for assistance.

GENERAL GUIDELINES
Theatre is the most collaborative of all the arts.
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Production teams should always
maintain the utmost respect for their
fellow collaborators—be they actors,
directors, stage managers, designers, assistant directors, etc. No negative talk about fellow collaborators on a
production or other VCU productions will be
permitted. We are all in this together, and it
is expected that a completely professional
demeanor with respect for all members of
the production team will be present at all
times.

VCUarts Theatre practices physical
and emotional safety. Any work that involves theatrical intimacy or fight direction
will be accomplished by a faculty member or
other professional who is trained and qualified to do such work. The rehearsal hall will
be a safe place for all. Students who feel
unsafe in any way may contact a variety of people—including their Stage
Manager, the Production Supervisor,
the Associate Chair, the Chair, or a
trusted faculty member.

The director is in charge of the vision for the
entire production and is the “team leader.”
The stage manager supports the director in
the creation of their vision and facilitates all
communication with the production/design
team. The stage manager also supports the
work of the actors, serving as a conduit to
the director with any issues/and/or concerns.

Creative Team selections are made collaboratively by the appropriate faculty and the
Department Chair, in collaboration with the
director. It is the goal of the department to
ensure that accomplished student designers
have the opportunity to realize their work on
stage. At times, guest designers will be engaged using the same collaborative process.
The director will work with the Department
Marketing and PR Coordinator on messaging and graphic design for each mainstage
with Chair approval.
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VCUarts THEATRE
ANTI RACISM STATEMENT

The faculty and staff of the Department of Theatre at VCUarts unequivocally condemn all forms of bigotry, racism, and anti-Blackness.
We recognize that the history of theatre and performance in the
United States is inextricably linked with white supremacy, and we
undertake to dedicate ourselves and our department to dismantling
the racist structures within theatre education that have enabled the
perpetuation of bigoted, racist, and anti-Black systems within theatrical institutions.
We are committed as a department to developing an anti-racist curriculum and production season, and we pledge as individuals to engage in concrete anti-racist work on both a personal level and in our
work as educators, artists, and scholars in order to promote real and
lasting change.
We are determined to support all our students by mindfully creating a
culture of both safety and accountability within our department where
BIPOC students feel seen and all our students feel valued, and we will
devote ourselves and the resources of our department to eliminating
bias, discrimination, and racism from our curriculum, our training, our
classes, and our productions.
-VCUarts Theatre Facutly & Staff, August 2020
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AUDITIONS AND CASTING

1.

Auditions will be held the semester before the productions will take place, with additional auditions taking place at the beginning of the semester in which the
production takes place if needed.

.7. Performance students who are cast (including understudies), but decline the role will be ineligible for
casting for the following semester, unless given approval from the Head of Undergraduate Performance.

2. The student stage managers will run the auditions
and callbacks and will consult with the director as to
audition requirements/ slots/etc.

8. Once approved, the cast lists will be posted on the
Stage Management blog and on the call board in the
faculty hallway. Actors cast are asked to initial next to
their name on the list to confirm they have seen and accepted their role.

3. All declared BFA performance majors are required
to audition for all Mainstage productions. Exceptions
will be made for productions specifying explicit casting
needs. Any exceptions due to casting will be decided
by faculty and announced with audition notices. Otherwise, all BFA students without written permission from
the Department Chair excusing them are expected to
audition. Declared BA students are not required but
encouraged to audition. Students who are not Theatre
Majors are also encouraged to audition.
4. All actors will be expected to supply one copy of

their headshot and resume per director for the auditions.

5.

Students with a current GPA of less than 2.5 will
not be eligible for casting. Shaun McCracken will give
a list to stage management of all students expected to
audition including whether or not they are eligible to be
cast for the directors to review during auditions.

6.

BFA Performance students who do not audition and
have not been excused from auditioning by the Department Chair will be ineligible for casting for the following semester. Requests for exception to this rule should
be submitted in writing prior to auditions.
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9. If the cast list changes after the list has been posted, the director will contact the students affected directly, and cast changes after casting has been completed
should be avoided whenever possible.
10. No roles will be “precast” without the approval

of the Chair or Artistic Director. Graduate students are
welcome to participate in mainstage productions, but
must audition for the role. Actors in the Richmond community may be cast, but only with the approval of the
Chair or Artistic Director.

11. There will be a rehearsal calendar created by the

director in consultation with the stage management team
before casting notices are posted. Rehearsals may begin in the semester before the production is scheduled
for performances or before classes start each semester,
but these must be clearly indicated on the rehearsal
calendar prior to the completion of casting. Rehearsals
may begin no more than five days before the start of a
semester, and, if scheduled in the semester before the
performances commence, shall consist of no more than
20 hours of rehearsal time prior to finals.
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REHEARSALS

1.

Rehearsal staff will include a Stage Manager, Assistant Stage Manager and one or two Production Assistants.

2.

Rehearsals on weekends may be no longer than
8 hours, including a one hour meal break, with the exception of tech weekend. A straight 6-hour rehearsal
may also be scheduled on a non-class day.

Directors will be present for all rehearsals, unless
there is an emergency or a conflict that has been approved by the Chair and Artistic Director before the
rehearsals begin. Stage management will be made
aware of this as well.

9. Rehearsals on weekends may not begin earlier
than 12 hours after the end of the previous night’s call.
(ie. If a Friday night rehearsal ends at 11pm, rehearsal
on Saturday may not begin before 11am.)

3.

10. Rehearsal props will be provided by the Props

Actors must give all their rehearsal conflicts to the
stage manager and director to be approved by the
first day of rehearsal. Subsequent conflicts must be approved by the director and may not be accepted.

4. Stage Managers will be present in the rehearsal
hall 15 minutes before the rehearsal begins. Directors
must be present at the top of each rehearsal call, unless they have specifically communicated with the stage
manager and given clear instructions to either the stage
manager or an assistant director regarding how rehearsals should proceed in their absence.

Master no later than the end of the first week of rehearsals. Performance props will be provided to the
rehearsals as they become available, so the director
can give input regarding said props throughout the rehearsal process.

11.

Stage Management will be provided with an accurate ½” scale ground plan of the set no later than
one week before the first rehearsal. Stage Management will tape out the ground plan by the first day of
rehearsal or by a date requested by the director.

6. Rehearsals will be limited to 25 hours per week
(not including tech).

12. Rehearsals will follow AEA regulations for
breaks, meaning a 5 minute break after 55 minutes
of rehearsal or a 10 minute break after 80 minutes of
rehearsal. Straight 6-hour rehearsals are permitted, as
long as they include one 20 minute break along with
the standard 5 and 10 minute breaks.

7.

13.

5.

Actors cast in the show are encouraged to receive
credit for the production, providing they have registered for the appropriate course section.

Rehearsal hours during the week will end no later
than 11pm and begin no earlier than 5:30pm.
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8.

It is suggested that there be a read through of
the entire play on the first day of rehearsal, and that
there be time dedicated to table work on the following
few days of rehearsal. This, as well as a full design presentation and discussion by the Director of their interpretive thoughts on the play, will help create a shared
vision for the entire production team.
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REHEARSALS (CONT.)

14. Stage Management will create a preliminary
props list for the production, to then be reviewed and
edited by the Scenic Designer and Director for clarification and updates.
15.

Stage Management will schedule costume fittings as needed for the Costume Department, working
around the actors’ work and class schedules.

16.

Actors are expected to be on time to all rehearsal and fitting calls, to be prepared for said rehearsals,
and to maintain a professional and courteous attitude
in rehearsals and performances. If an actor is running
late, they need to contact stage management.

17.

Production meetings will be held weekly during
the rehearsal period until the week tech begins. Stage
Management will take and distribute minutes for each
meeting.

.18. At the end of each rehearsal, the Director and
the Stage Manager will create the rehearsal schedule
for the following day. Every attempt will be made to
adhere to this schedule once it has been posted, noting that there will always be extenuating circumstances
that could cause it to change.

19. Stage Management will create and distribute re-

hearsal reports for every rehearsal. The production
team is expected to read and respond as needed to
each report.

20. Stage Management will address and document
any injuries that may happen in rehearsals or performances. The accident will be recorded in the rehearsal
or performance report and on an incident report that
will be turned into the Administrative Director.

STUDENT ACTOR DEPUTY
1.

The cast will vote for one of their members to act as Student Actor Deputy, similar to an Equity
Deputy in professional productions.

2. The student actor deputy will act as a liaison between the cast and director / stage management / creative team as needed.
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ASSISTANT DIRECTORS
AND DRAMATURGS
1.

Directors are encouraged to enlist the services of an Assistant Director. However, it is strongly
encouraged that duties for the Assistant Director be clearly defined and communicated to both the
AD and the entire company at the beginning of the process.

2.

Directors also are encouraged to enlist the services of a Dramaturg. If a Dramaturg has been
assigned to the production, they should be expected to provide the actors with dramaturgical support
material, and be present for at least the first rehearsal and subsequent table work.

3.

Dramaturgs are encouraged to collaborate with the Department Marketing and PR Coordinator
on messaging, sharing their research on historical and cultural information, and preparing a study
guide for high school matinees

TECH REHEARSALS
1.

Tech week will normally begin the week prior to the Opening Performance.

2. Tech weekend may include two 10 hour out of 12 hour rehearsal days.
3. Production meetings will be held after each tech rehearsal. The Production Supervisor will run these
meetings. Directors, the Technical Director and all designers (or their designees) are expected to attend
these production meetings and take their own notes for their departments.
4. Stage Management will create and distribute Daily Calls for each tech rehearsal, as well as a tech
and performance schedule. Stage Managers will not be distributing reports during tech week – as information will be discussed in the production meetings post-rehearsal.
5.

Actors will be expected to provide their own basic stage make-up unless special make-up is required
for the role. In that case, it will be provided by the costume department.

6. Production and publicity photos and filming will take place during dress rehearsals.

If needed, an ad-

ditional photo call will be scheduled.
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PERFORMANCES

1.

There may be matinee performances for each production followed by possible talk backs with the cast,
when there is an appropriate facilitator and interested patrons. Actors will change back into their street
clothes before attending talk backs (or other post show
events.) The appropriate tech staff will also be expected to stay until the event is complete, in order to shut
down and lock up as required.

in charge during all performances, however, a faculty
member will also always be present in the building during performances in case of emergencies.

7. Stage Management will create and distribute per-

formance reports for every performance. Production
staff will be expected to read and respond to each
report as necessary by the next performance.

2. Actor call for performances may be as early as
one and one half hours before curtain unless extensive
hair and make-up are required. In that case, the actor call time will be determined by the costume department. Stage Management will clarify specific actor call
times for the performances.

In the case of an emergency, Stage and House
Management will be responsible for safely clearing the
house and backstage if needed and informing the faculty member present to address the issue and contact
the proper personnel or authorities.

3.

Run crew needed for backstage, wardrobe, lights
and sound will be provided by students enrolled in the
THEA 100 class the current semester. These assignments are made by the Production Supervisor and the
Supervisor of the costume shop. Sound and Light crew
are as needed and requested by each department.
Students may request assignments but the final decisions will be made by the faculty.

9.

In the event of student matinees, the cast and production staff will receive departmental letters to hand
out to any professors whose classes they may be missing due to the daytime performances. These letters will
be distributed no later than the week of the matinees.
Students are expected to let the professors whose
classes they will be missing know well in advance that
they will have this conflict.

4. Perishable props will be supplied by the Props department as needed throughout the run of the production.

10. The cast and crew will be notified at least a week
in advance of changes to the performance schedule,
as well as of special events happening before, during
or after performances that they are expected to participate in. (Ie. Meet and greets after Alumnights, talk
backs etc.)

5. The entire cast and production staff will be provided 2 complimentary tickets for each production.
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6. The Stage Managers and House Manager will be

8.
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VCUARTS THEATRE DIRECTORY
FULL TIME FACULTY
Sharon Ott
Aaron Anderson
Keith Byron Kirk
Bonnie McCoy
Kikau Alvaro
Bonnie Brady
Elizabeth Byland

Department Chair
Asst. Chair,
Dir of Undergrad Studies
Dir of Grad Studies
Administrative Director
Musical Theatre
Stage Management
Improv,
Medical / Applied Improv

slott@vcu.edu
adanderson@vcu.edu
kbkirk@vcu.edu
bsmccoy@vcu.edu
klalvaro@vcu.edu
bbrady@vcu.edu
ebyland@vcu.edu

Karen Kopryanski

Voice and Speech
Dir. of Undergrad Performance

kkopryanski@vcu.edu

Shaun McCracken
Dr. Tawnya
Pettiford Wates
Kendra Rai
Chris Raintree
Neno Russell

Academic Advisor

smmcracken@vcu.edu
tpettifordwa@vcu.edu

Wes Seals
Preston Spence
David Toney

Acting and Directing
Costume Design
Head of Scenic Design
Head of Design / Costume
Design
Performance
Technical Director
Performance, Playwriting

klrai@vcu.edu
raintreechris@gmail.com
nrussell@vcu.edu
sealsws@vcu.edu
spencepd@vcu.edu
dtoney@vcu.edu

STAFF
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Michelle Anderson

Administrative
Coordinator

manderson6@vcu.edu

Kevin McGranahan

Scene Shop
Foreman

kmcgranahan@vcu.edu

Sarah Moore

Marketing & PR Coordinator

mooresw4@vcu.edu
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ADDITIONAL FACULTY
Dorie Barton
Raja Benz
Doug Blackburn
Andrew Bryce
EJ Cho
Weston Corey
Scott Dittman
Jeff Darland
Virginia Donnell
Heather Falks
Katharine Given
Ashley Grantham
Emily Hake
Danielle Hartman
Erica Hughes
Vanessa Jackson
Rebecca Johnson
Scott Jones
Xiaolin Lan
Happy Mahaney
Amber Martinez
Emily Mattison
Elyssa Mersdorf
Dr. Jesse Njus
Audrey Reed
Lisa Rumbauskas
Emily Tappan
Thomas Vecchione
Laine Wagner
B.J. Wilkinson
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Acting for the Camera
bartond2@vcu.edu
Movement
benzn@mymail.vcu.edu
Speech
blackburnwd@vcu.edu
Acting
brycea@vcu.edu
Sound
echo@vcu.edu
Lighting
coreywt@vcu.edu
Acting
dittmansd@vcu.edu
Movement / Improv
darlandjj@vcu.edu
Theatre Appreciation
donnellv@vcu.edu
Acting
falkshn@vcu.edu
Dramaturgy
givenkm@vcu.edu
Speech
granthama@mymail.vcu.edu
Scene Painting
hakee2@vcu.edu
Speech
hartmand@vcu.edu
Voice and Speech
hughesel@vcu.edu
Speech
jacksonvl@mymail.vcu.edu
Movement
johnsonr11@mymail.vcu.edu
Dramaturg / Acting
joness14@vcu.edu
Stage Makeup / Costume Construction
lanx@vcu.edu
Acting
mahaneyah@vcu.edu
Speech
martinezam3@vcu.edu
Acting
mattisone@vcu.edu
Voice and Speech
mersdorfem@vcu.edu
Theatre History / Dramatic Lit
janjus@vcu.edu
Costume Construction
reedad3@vcu.edu
Musical Theater Dance
rumbauskal@vcu.edu
Costume Design / Figure Drawing
tappanel@vcu.edu
Sound Design
vecchionet@leviathan-avc.com
Acting
wagnerl2@mymail.vcu.edu
Head of Lighting Design
bjwilkinson@vcu.edu
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Department of Theatre | W. E. Singleton Center for the Performing Arts
922 Park Avenue | PO Box 842524 | Richmond, Virginia 23284-2524
arts.vcu.edu/theatre
Sharon Ott, Theatre Department Chair
Member of NAST (National Association of Schools of Theatre)
Please direct all Graduate Student Handbook changes or suggestions to

