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No. Issue Solutions Committee actions Production manual 

1.1 Height of scaffolding meant tall people bumped their 

heads. Created wrong visual image for audience 

because people were stooping to get under the bars.  

Artistic Committee to see full set design beforehand 

and to have risk assessment for set construction and 

cast use of set on stage. 

Appoint a ‘buddy’ 

from the AC to 

oversee show 

Note for producer in PM.  

Risk Assessment quick 

guide 

1.2 Scaffolding was built too low as contractors came at 

the wrong time and MW was not there to supervise – 

he knew what height it should have been. 

Producer to ensure contractors are in the right place 

at the right time and have the correct information 

to do the job properly 

Appoint a ‘buddy’ 

from the AC to 

oversee show 

Add to producer 

responsibilities. 

Producer quick guide 

1.3 Set construction was not finished in time to have a 

technical rehearsal. Cast members were having to help 

with set dressing and painting. Although RQ and 

others put in good work, there was not the usual 

dedicated support from this department. 

There must be an appropriate set construction team 

in place for each show.  

Appoint a ‘buddy’ 

from the AC to 

oversee show 

Add to producer 

responsibilities. 

Producer quick guide 

1.4 CH wanted a return to ‘old time values’ in the 

backstage area. He felt that people were too lively 

when he would prefer to be quiet 

Not all people prepare in the same way. 

If the director wishes the cast to behave in a certain 

way they should say so.  

None None 

1.5 Ch mentioned the ‘happy clappy’ preparation Vocal and physical warm-ups should be standard for 

all SP productions.  

AC buddy to ensure 

that warm ups 

happen 

Add to PM for director 

QG for director 

1.6 Calls didn’t seem to be coming in regularly. CH felt 

that they were too jokey, they should be serious  

We should have standard calls as in the professional 

theatre – a half hour call 35 minutes before the 

show etc (Kirsty can you confirm) 

None Put calling times into the 

PM  

Quick guide for SM and 

lighting who currently 

give the calls 

1.7 Concerns over starting the show on the Monday and 

the consequent need for mid-week get-in. MW didn’t 

get the support he needed. Member of the cast came 

in to help with various lighting tasks. 

AC to carefully consider get-in times. 

If the show had not suffered from alienation there 

would have been more people willing to help. 

None above AC usual 

duties 

Could add something on 

get-in times 

1.8 As above there was not proper lighting or sound tech 

because the set was still being finished with members 

of the cast helping. 

As 1.3 As 1.3 As 1.3 

1.9 There was a lack of leadership before the show     

1.10 Concerns about use of long ladders in the auditorium. Risk assess the use of long ladders. Do we really AC Buddy to Add advice to PM 
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MW and OH are very used to them but others are not. 

Getting the flags down became a problem when there 

was no one present who was comfortable with using 

the ladders 

need to use that part of the auditorium 

Ensure there is someone present who is happy to 

use long ladders if they are required. 

Train more people up to use the long ladders 

Don’t hang things very high if you know there will 

be problems getting them down 

encourage risk 

assessment and 

consideration of this 

issue (ongoing) 

1.11 Having the Director on the stage was not good. The 

cast had no directorial input about the two dress 

rehearsals and several other rehearsals before that 

because CH was acting as well.  

Don’t act and direct. 

If unavoidable that the director must act then 

another person should be asked to take over as 

director for those parts of the show 

 Add advice to PM 

1.12 Not enough full run throughs of the play, the cast 

didn’t know how it should all flow. 

Make sure enough time is scheduled for run 

throughs.  

Director to ensure the cast knows the geography of 

the piece and it is read through in its entireity at 

least once 

 Add advice to PM/QG 

1.13 Having the rostra set up for rehearsals was good Try to make sure actors know what their stage will 

be like – but without monopolising one room. If you 

need full use of a room it must be on the room 

booker 

 Add advice to PM/QG 

1.14 Performances between shows were not consistent Utilise rehearsal time well so that actors feel 

confident and can give consistent performances 

 Add advice to PM/QG 

1.15 Some of the women were afraid of slipping on the 

glazed rostra. Rubber soles for shoes were considered 

but not picked up on until too late as there was no 

dedicated wardrobe person. 

Rehearse in conditions actors will be using if 

possible. 

 Add advice to PM/QG 

1.16 At various points the cast didn’t know what they were 

wearing as there was not dedicated wardrobe person 

There should be a costume bible for every show. SF to advise on format 

of costume bible 

Add to PM 

1.17 Lines not being learned until very late on. Shortens 

time to develop character and make the whole 

performance slicker 

Director to stress book down date. There should not 

be undue pressure on people having problems, but 

the director should move to help those who are 

struggling 

AC Buddy to advise 

and possibly help out  

 

1.18 The sound/music was great but we needed it earlier. 

Problem caused by resignation of MD and sound 

technician under the highly unusual circumstances of 

If music is involved in a play, get CD made early so 

cast can have copies to listen to at home and 

rehearse to. Also involve sound cues and sound 

 Add to PM 



No. Issue Solutions Committee actions Production manual 

this play technician in rehearsals if possible 

1.19 The professional MD was a real hit, but we didn’t need 

to have professional musicians – there are many good 

local amateurs who would love to come and play at 

the CX 

Consider local amateur talent for musicians before 

deciding to pay professionals 

AC Buddy to ask if this 

has been considered 

Add to PM 

1.20 We have no ASM cueing all departments off one book 

containing all lighting, sound, sfx cues 

All shows to have The Book – with all cues in it and 

blocking for actors.  

Recommend that all shows should have an ASM 

doing the calling 

AC to consider 

practicalities of ASM 

role and make 

recommendations 

 

1.21 We have no cue light system. There were times when 

tech crew couldn’t get hold of the SM 

Install cue light system – but what is costing AC to ask MW to do 

costings for cue light 

system 

 

1.22 Producer wrote budget 18 months ago but didn’t want 

to commit to anything in case the show was cancelled 

in the wake of resignation of MD. 

VM was faced with an exceptionalset of 

circumstances which we hope will not occur again.  

  

1.23 Matinee did not sell. VM did not push it as he was 

afraid the show would be cancelled 

As 1.23. 

But consider the wisdom of doing matinees – unless 

it is a children’s show this may not be wise 

  

1.24 VM didn’t know what suppliers we have accounts with 

and what deals we have with them 

Get list of suppliers, accounts and deals in the 

production manual 

AS to provide list to 

RSC for production 

manual 

List in PM 

1.25 The programme process was complicated with 

artwork and text coming from separate places. Cast 

felt that having biogs and pictures of the band and 

pictures of production team but not the cast felt like a 

slap in the face. There was not advertising external or 

internal. There were many mistakes.  

Make sure the programme is ready early so it can be 

checked. We have members who are professional 

editors who will be happy to proofread. 

Have a list of minimum requirements for 

programme content 

SE – produce list of 

editorially qualified 

members who will 

proof programme and 

other publicity 

material. 

PDC? To produce a 

requirement spec for 

programmes 

Add to OM when done 

1.26 SM felt the actors were all well disciplined and quiet in 

the backstage space.  

   

1.27 SM could have been involved earlier Production manual currently gives requirements for 

SM attendance. A quick guide would help too 

Produce SM quick 

guide 
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1.28 Publicity would have liked posters earlier – the 

production was being planned 18 months ago the 

posters should have been ready 

Producer to ensure posters are ready when publicity 

needs them 

Produce timeline  

1.29 We had a lot of tickets to shift. CE felt we should have 

used the leaflet drop publicity mechanism. VM 

disagreed so this was not done 

   

1.30 The men used social media to collaborate on a line 

bash. Would also be good to have a drop box where 

things can be placed and picked up – this is currently 

hit and miss depending on how IT literate the 

production team is 

Set up web space area for productions so people 

can download music, song words etc 

SE to consider?  

1.31 There was only one long-handled paint roller for 

painting the stage 

Buy more long handled paint rollers   

1.32 There was some treading on toes. OWALW took over 

the Club Room space which the board rep thought 

unacceptable. Lots of other groups need to use the 

spaces we have 

   

1.33 Treading on toes again. OWALW were measuring up 

the stage whilst panto was trying to set lights. 

Be courteous to others – don’t go into spaces if 

others are using them, 

  

1.34 Fire doors not locked back when rehearsing. No one 

seemed to be in charge 

Production manual does mention fire doors. This 

can go into a quick guide 

  

 


