
file://rwfacshared/Performing%20Arts_S$/Shared/Website/Performing%20Arts/documents/indexdocuments.htm




Theatre Program Mission Statement 

The Roger Williams University Theatre program aims to provide each student with a well-rounded, general 

mastery of all areas of the theatre arts and an appreciation of the place of theatre in our world. Through the 

study of theatre the program also hopes to imbue students with love of learning while honing their tools of 

thought and expression. Our goal is to prepare students for further academic study, and careers in theatre and 

other liberal arts related areas. We seek to serve both those specializing in the study of theatre and those for 

whom theatre is studied as an adjunct to areas of concentration. 

The formal course curriculum and the production program are designed to work symbiotically. The production 

program is designed to provide the working laboratory where the ideas and skills taught in the classroom are 

demonstrated, reinforced and mastered. The plays produced are chosen to afford students opportunities to 

research and to experience a range of materials in a variety of styles and genres.  

Working together courses, production and activities are intended: 

 To deliver an historical and global perspective on the cultures of the world and the theatre’s place in 

those cultures. Through its semester abroad in London the program is able to expand and reinforce the 

multicultural and international nature of theatre. The London program is integrated into the curriculum 

and functions as crucial step in intellectual development of our students.  

 To teach students necessary professional and life skills, such as communication, collaboration, self-

discipline, self-discovery, self-reliance, creative problem resolution and critical thinking all aimed 

toward a heightened consciousness and appreciation of the human condition.  

 To expose students to high quality productions and professionals through field trips, our London 

program, workshops and visiting artists.  

In addition, the program through its curriculum, productions and activities provides the opportunity for the 

wider academic and regional communities to experience a range of theatrical events. These challenge 

intellectually, culturally and artistically and enrich the university. 
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General Academic Guidelines 

Faculty Responsibilities 

The major responsibilities of the faculty, both in the classroom and in production, are teaching, supervising, 

advising and evaluating. 

The faculty members are responsible for allotting designated office hours each week to meet with students. 

It is the responsibility of the advisor to keep accurate academic records in order to determine that the student is 

fulfilling all degree requirements.  

Student Responsibilities 

It is the responsibility of any student participating in classes or productions in the Performing Arts Center to be 

in the right place at the right time with the right attitude and to do all of the work required of them to the best of 

their ability. General guidelines that contribute to this include: 

(1) Be on time. 

(2) Be prepared. Do your assignments. 

(3) Maintain a high level of positive energy. Energy creates energy. 

(4) Learn to be constructive and non-threatening in criticism. 

(5) Respect the ability of others. 

(6) Work to help and cooperate with – not compete with – everyone working on the production. 

(7) Cope with insecurities and other personal problems outside of the work environment. 

(8) Check the website for all due dates, general guidelines and information. It is regularly updated! 

(9) Stay healthy. Eat sensibly. Get enough sleep. Don’t smoke. 

  



Scholarships 

 Ethel Barrymore Colt Miglietta Memorial Scholarship: Established to honor Broadway performer 

Ethel Barrymore by Colt Miglietta, a resident of Bristol and daughter of actress Ethel Barrymore, this 

scholarship is awarded annually to a University student who ahs demonstrated talent in theatre.  

 Judge Thomas J. Paolino Theatre/Arts Scholarship Fund: Established in 1987 in memory of 

Thomas J. Paolino, former chairman of the Board of Trustees, this scholarship is awarded annually to a 

continuing Roger Williams university student for excellence in the visual or performing arts.  

 Idalia Whitcomb Scholarship for Freshman Students: Established in 1999 by the Idalia Whitcomb 

Charitable Trust, the Idalia Whitcomb Scholarship for Freshman Students is awarded annually to 

incoming freshmen students majoring in fine and performing arts.  

 Idalia Whitcomb Scholarship: Established in 1989 by the Idalia Whitcomb Charitable Trust, this 

scholarship is awarded to students majoring in the fine and performing arts.  

 Mary Staab Memorial Scholarship: This Scholarship is established in memory o Mary Staab for any 

theatre student. It is based on contributions given to the department. It is usually given to an upper 

classman.  

Inclement Weather Policy 
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Professional Decorum 

(1) All production personnel are expected to arrive at rehearsals, meetings and work calls on time and be ready 

to work.  

(2) Crew members and actors are expected to sign in immediately upon arrival and are not to leave the building 

without the stage manager’s knowledge and approval.  

(3) All personnel are to keep lines of communication open so that they can receive daily information, updates 

and changes. This includes checking callboards, emails and phone messages several times each day. It is 

expected that you have and use email and that your phone is in operation, charged up, and on except 

when in classes or rehearsals. Changes in contact information should be given stage manager 

immediately.  

(4) All production personnel are expected to take care of themselves mentally and physically so they can 

perform their assigned tasks safely and efficiently. Knowing your limits and using time efficiently are 

essential. Lack of sleep affects both mental and physical capabilities and your response times. Working 

under the influence of drugs or alcohol is never acceptable and is grounds for immediate dismissal from 

the production.  

(5) All production personnel are expected to perform their assigned tasks with diligence and enthusiasm. 

Negative attitudes are counterproductive to the creative process. All production personnel are expected 

to attend all rehearsals or work calls for which they are called. Emergency situations that necessitate 

absence should be reported to the stage manager, technical director, or director as soon as possible. 

(6) Actors are responsible for being warmed-up, made-up, dressed and ready for cues and entrances ten minutes 

before the beginning of each performance. 

(7) All personnel should be attuned to creating a safe, efficient and effective work environment and be 

respectful of each other’s needs. In the shops safety must be as important as building the show. In 

rehearsals the process of fine-tuning the show is first priority. Talking should be at a minimum and at a 

volume than does not disturb the work at hand. Sitting and crossing in front of or otherwise obstructing 

the view of the director, choreographers and designers should be avoided. There should be no talking 

near the vocal coaches so they can hear the actors.  

(8) Members of running crews that are visible to the audience are expected to dress entirely in black. Wear 

clothing that covers arms and does not have logos. Jewelry that catches light should also be avoided. 

Crew members appearing in costume are expected to maintain the costume as approved by the costume 

designer.  

(9) Members of stage crews should not appear before the audience in lobbies or on stage unless instructed to do 

so as part of a show. This includes pre-show, intermission and post-show.  

(10) Eating and/or smoking in and around costumes and wigs is not permitted. 

(11) Actors and crews should not sit on show furniture backstage or handle set or costume props unless assigned 

to do so. This is especially important with weapons loaded with blanks or props rigged with special 

effects. 

(12) Technicians are expected to take care of all equipment entrusted to their use. All equipment should be 

returned to its proper place after use. Problems with equipment should be reported to your supervisor 

immediately.  

(13) All crew members must be aware of “fast crosses backstage” and keep travel paths clear for actors and/or 

wardrobe crews needing to make fast changes.  

(14) All backstage personnel need to be responsible for maintaining quiet backstage during both rehearsals and 

performances. If there is no backstage personnel present, then stage management is in charge of 

maintaining quiet backstage. 

(15) Booth personnel are expected to maintain professional headset communication and to avoid distractions 

that take their attention away from readiness to execute cues. Booth personnel must also keep vocal 

volume levels low enough so it does not distract audience members seated in the last row. 

(16) No one is permitted to make alterations to designs without the designer’s express permission. Actors must 

return props and costumes to their proper places at the end of a performance. 
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General Safety 

 Never walk alone at night. Please check with fellow students after all rehearsals to ensure that no one 

has to walk alone.  

 No one is allowed to use power tools without a theatre faculty or staff member present. 

 Do not work alone in the theatre building at night. 

 Always carry your Student Identification Card and health insurance card. 

 Report any injuries or suspicious behavior to public safety immediately. 

Emergency Telephone Numbers  
 Emergency (fire, police, ambulance) (outside the University) 911  

 Campus emergency (HELP line) (from campus phone only) x4357 or 4358 

 Bristol County Medical Center: (401) 253-8900  

 Bristol Police: (401) 253-6900  

 Fire Department: (401) 253-6611  

 Health Services: (401) 254-3156  

 Newport Hospital: (401) 846-6400  

 Poison Control: (401) 444-5727  

 Rescue Squad: (401) 253-6611  

 Rhode Island Hospital: (401) 444-4000  

 Public Safety (Routine) (401) 254-3611  
  



The Basics of a Safe Theatre 

The following is a few rules of thumb when installing a set, hanging lights, or otherwise helping with installing 

a production within the theatre space. 

• Keep a clear path to both the entrance from the lobby as well as the fire exit at the upstage left door to the 

stairwell. 3 feet is the minimum allowance for a route to a fire exit. This path should be clear of not only 

furniture and props, but also loose cable and small trip hazards. 

• An audience member must be able to see any exit sign leading to either fire exit from any section of seating or 

audience space. Once passing through a doorway or a curtain, one must immediately be able to see the next exit 

sign in sequence of leaving the building. Never cover an exit sign. Audiences are used to seeing exit signs. They 

are a simple fact of life. They will not ruin the effectiveness of your set or lighting design. 

• Do not hang lights on the sprinkler pipes or tie curtains on them. The sprinkler system must be kept free of 

scenery and lighting equipment. 

• Be mindful of the proximity of stage lighting instruments and fog machines to curtains. The lights become 

incredibly hot and will ignite even a fire retardant-treated curtain if they are in contact. Also, make sure the 

stage lights are kept out of direct contact with the walls or ceiling, if hanging under the booth or gallery. 

• Every stage light must also have a safety cable linking it to the pipe on which it is hung. 

• No open flames are allowed on stage. Fire from matches, lighters and even small tea lights in glass are not 

allowed.  

• Only theater students, and those familiar with the barn are allowed to sit in the gallery level, should there be an 

overflow of audience one night. 

• Allow for wheel-chair access to the seating configuration.  

• When you are working in the theatre please be aware of those working above you or below you. Shout 

“Heads” if you drop anything while working that could hit someone else. Shout “thank you” if someone tells 

you they are bringing in the grid, etc. 



Timeline of a Typical Main Season Production Schedule at the Barn 

Event When__________________  
Season is announced. ……………………………………………………….......Spring of preceding season 
Stage manager and creative staff selected………………………………...……
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Mock Auditions/Interviews 

Purpose: 

 To provide you, the student, an opportunity to become familiar with auditioning/interviewing procedure.  

 To gain confidence in the audition/interview process.  

 To develop and hone your auditioning/interviewing skills.  

 To provide the faculty an opportunity to observe and aid your growth and development as artists in your 

field.  

All Theatre majors/minors/core concentrators are required to participate in Mocks. Those who do not 

may be denied consideration for awards, scholarships, and/or other honors and opportunities. 

MOCK AUDITIONS 

Requirements: 

-Freshmen: Resume 

1 monologue 

1 song if you have had, or are in, Musical Theatre Workshop 

-Sophomores: Resume 

2 contrasting monologues 

1 song if you have had, or are in, Musical Theatre Workshop 

-Juniors: Resume 

1 classical monologue 

1 modern monologue 

1 song 

-Seniors: Resume 

1 classical monologue 

1 contrasting modern monologue 

1 song 

TIME: Please limit your presentation to a maximum of 4 minutes total for monologues and 32 bars of a song. 

Procedure: 

 Introduce yourself and the pieces.  

 Perform the pieces.  

 Say "thank you" when finished.  

 Remain in place to receive feedback from the auditors.  

TIPS:  
 Choose selections you believe you can successfully perform, including roles in which you could be cast, 

in a professional setting (e.g., appropriate age range).  

 Avoid selections you have already performed in production.  

 



(Directors and designers should include examples of research, such as a morgue of images or collection of 

sounds/music. Designers should include appropriate examples: scenic designers should have a model and/or 

rendering, costume designer should have sketches, renderings, and fabric swatches; lighting designers should 

have a plot; sound designers should have audio samples.) 

Procedure: 

 Introduce yourself.  

 Discuss your analysis of the play (themes, messages, ideas, conflict, main action, style, world of the 

play). Designers should focus on their particular areas in greater depth and know practical requirements 

and consider aesthetic qualities of expression (e.g., costume designers should carefully analyze 

characters, scenic and lighting designers should carefully analyze visual requirements, sound designers 

should know required effects).  

 Describe your concept (central metaphor, style, and, if applicable, change of period) and justify it based 

on your analysis. Directors should discuss possible audience interpretations.  

 Describe how the production or the particular design element will reflect your conceptual ideas. Be sure 

to use the appropriate vocabulary (e.g., costume designers discuss silhouette, color, texture, etc.; scenic 
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Director 

The Production Director has the responsibility for and control of all the artistic aspects for a particular script on 

stage. He or she is answerable to the producer and the audience, while all other participants in the production 

are answerable to the director. His or her specific duties include casting, rehearsals, and production conferences. 

Sometimes, the director may wish to employ the services of an Assistant Director, who may function in the 

absence of the director and may be assigned shared responsibilities with the director. If you are a student 

director then your responsibilities will include the following: 

(1) Choosing a play and submitting a directing application to the faculty at the scheduled time. 

(2) Holding open auditions, giving preference to R.W.U. students. 

(3) Interpreting the play artistically. 

(4) Choosing a cast. 

(5) Holding production meetings with designers. 

(6) Working in a professional manner with the actors and designers and stage manager(s). 



Stage Management 

Production Stage Manager  
The Production Stage Manager (PSM) is the head stage manager in charge of the overall production together 



(11) Auditions – Ask the director the following questions as to how he/she will run the auditions: 

a. Are they to be open or closed? 

b. What furniture or props will be needed? 

c. How long is each audition to last? 

d. What do the actors need to prepare? 

e. If the production is a musical, where will the dance auditions be held? 

f. Will they dance separately or should you hold the auditioners in groups for the 

choreographer to work with? 

g. What type of song should the actors prepare? 

h. Should it be a song from the show? 

i. Check to see that there will be a piano and an accompanist. 

j. Set up signs to direct people to the right audition place. 





(1) 



xii. Lobby lights are off. 

xiii. Main doors are shut and locked. 

i. If there are other rehearsals in progress, check with that stage manager o student director as to who 

I going to lock up. Check with the person(s) before you leave. Let them know you rehearsal is 

over. DO NOT GIVE THEM YOU KEYS. Advise them that the last person to leave should call 

Security and ask them to come over and lock up. 

j. Everything must be secured, locked and stored before you leave. 

Performances: 
(1) You should arrive one half hour prior to the earliest call. 

(2) Follow checklist procedure used for tech and dress rehearsal. 



Scene Designer 



Technical Director 

The Technical Director (TD) supervises the construction of the set to the Designer’s specifications and 

production budgets, and he or she provides the Designer with the information necessary to solve the problems 

of the design. He or she arranges crew schedules, construction methods, and purchases. In consultation with the 

Designer and Stage Manager, the TD schedules the scenery setup and shifting plans, including the deadlines to 

be met. From setup to opening, he or she is responsible for the maintenance of the stage space, equipment, and 

house.  

Pre-Production: 
(1) Reads the play for general information. 

(2) 



Lighting Designer 

The Lighting Designer designs the lighting for the production in accordance with the Director’s concept. He or 

she renders the following services: completing a visual presentation of the lighting design; providing an 

equipment list and light plot showing type and position of all instruments necessary to accomplish the lighting 

design; advising on hanging and circuiting the plot and supervising the focusing of the lighting equipment; and 

setting up all light cues. The Designer is responsible for all equipment used to achieve the lighting design and 

for the work of the Master Electrician and the Light Crew. Some duties of the Lighting Designer include: 

Pre-Production: 
(1) Studies and becomes familiar with the play (action, locales, period, mood, etc.). 

(2) Meets exclusively with director to discuss the director’s concept before the first production meeting. 

Rough lighting ideas can therefore be presentable once everyone meets as a whole during the first 

production meeting.  

(3) Relates the director’s concept to lighting possibilities and requirements, keeping in mind the 

functions and qualities of light. 

(4) Discusses with the director and other designers the overall approach to the production and role of the 

lighting. 

(5) Attends all other production meetings to be aware of where the director and other designers are 

going. 

(6) Receives from scene designer all ground plans, sections, and color samples. Meet with costume 

designer to discuss any necessary information on fabric colors and textures. 

Rehearsal: 
(1) Discusses with the director specifics of each scene (space, mood, blocking, etc.) and any special 

requirements. 

(2) Attends several rehearsals to observe and record blocking and get a “feel” for the production. 

(3) Gives master electrician (and/or technical director) copies of light plot and hook-



Master Electrician 

The Master Electrician deals with mechanical and special problems that may arise in realizing the lighting 

design. He or she supervises the maintenance of the lighting equipment and booth during the production. The 

Master Electrician frequently serves as the light board operator for the show.  

Pre-Production: 

(1) Read the play for general information.







(3) Instructs crew on what to do during changes, dressing, and how to accomplish quick changes. May 

need to set up appointments with actors and crew to practice changes.  

Production:



Make-up Designer 

The Makeup Designer makes the major decisions concerning each character’s makeup, working closely with 

the director, actor, and all designers. He or she instructs each cast member in methods of achieving the desired 

effect. The Makeup Designer may also be responsible for executing wigs and/or hairstyling. Some of the duties 

include: 

Pre-Production: 
(1) Studies the play and becomes familiar with the characters, period, locale, mood, etc. 

(2) Attends the first production meeting to learn the director’s concepts, becomes aware of preliminary 

designs, and discusses budget and scheduling. 

(3) Relates director’s concept to make-up possibilities and requirements. 

(4) Discusses with the director and other designers the overall approach to the production and the role 

that the make-up is to play in the production. 

(5) Attends all other production meetings so as to be aware of the direction that the director and other 

designers are taking. 

(6) Periodically discusses with other designers those elements which will ultimately effect the make-up 

design or choice of make-up materials. 

Rehearsal: 
(1) Discusses with the director both general and specific make-up demands. Compiles a complete list f 

all characters, type of make-up desired for each, and the number of make-up changes. 

(2) Becomes aware of each actor’s physical characteristics as they relate to make-up needs (facial 

shapes, coloration, hair length, etc.). 

(3) Attends several rehearsals to observe and record the physical actions of the actors and how they 

relate to the make-up plans and needs.  

(4) Prepares preliminary designs in order to ascertain make-up materials needed. These early designs 

might include pictures of hair arrangements, skin colors, eye treatments, etc., for approval by the 

director. 

(5) Take inventory of existing make-up and hair supplies. Purchases necessary make-up materials. 

(6) Prepares any make-up appliances which must be duplicated or which would be too time consuming 

to make during those first make-up application periods. 

(7) Plans the individual tasks of the crew members for before, during, and after the performance and 

rains them in whatever procedures necessary. 

(8) Arranges any necessary trial make-up sessions. 

(9) Will attend all make-up rehearsal and make any needed adjustments in material selection, application 

techniques, etc. 

(10) Will remain open to suggestions from the director and others and be willing to make necessary 

changes. 

Production: 
(1) Checks periodically to verify that the designs are being executed as planned, to solve problems that may 

have arisen, and to see if additional make-up supplies are needed. 

(2) Participates in Strike. 



Property Master 

The Property Master, who is accountable to the Scene Designer, prepares a list of props that are called for in the 

script. Consulting with the Director or Stage Manager, he or she also ascertains the props that will be used for 

the production. The Property Master supervises the gathering, buying, or construction of all hand and set props. 

The Property master is commonly used as the set dresser as well. Duties include: 

Pre-Production: 
(1) Studies the play to become familiar with the period, locale, mood, etc., and to compile a preliminary 

property list. 

(2) 



Run Crew 

Stage Hand: 
The responsibilities of the run crew vary greatly from production to production. Commonly, they are 

used to move scenery or redress a set during a scene or act change. Run crew members can find 

themselves assisting with quick costume changes, the moving or “tracking” of props, or operating 

special effects like spot lights, projectors or fog-machines.  

Light Board Operator: 
In its simplicity, the Light Board Operator pushes the “go” button on the light board whenever the stage 

manager says “lights go.” However, a good light board operator is more than just a “go monkey.” 

He/she has the know-how to check and troubleshoot dimmers, circuits, and instruments. Light board 

operators must know the light board well enough to know which course of action to take should a 

technical problem arise. Light board operators also help by being a second set of eyes on the show for 

the stage manager, paying particular attention to the changes happening between light cues.  

Sound Board Operator: 
The Sound Board Operator is responsible for the set up of Clearcom headsets, and all audio equipment 

used in the performance from microphones to CD players.  

The Sound Board Operator must also serve as a fail-safe to technical issues beyond a CD player and a 

volume fader. While the sound needs of a production can vary greatly, the sophistication of the 

equipment remains constant. A sound check of all track or sources of sound used in the show should be 

carried out before the audience has entered the house. Disks can scratch, things can become unplugged, 

and pre-set levels can be unintentionally undone by someone unfamiliar with the board.  

Pre-production: 

(1) Read the play. 

(2) Meet with technical director and stage manager to go over production needs. 

(3) Attend all crew calls, dress rehearsals and technical rehearsals. 

During Production: 

(1) 



Promotions Director 

As Promotions Director, it is your job to make sure that people, on campus and off, know about the show and 

come to see it! In this job, you will work closely with both the director, stage managers, and technical director 

to develop the show’s poster and program, promote the show in any other way needed, and manage the cast’s 

headshots and biographies. 

As with anything in theatre, there is really no right or wrong way to do anything. It is more important that what 

one does is effective. That said, always check first with your director to see what he or she prefers. For example, 

some directors may wish to handle some of the following responsibilities themselves, others may wish that their 

promotions director make a joint effort with the stage manager or assistant stage manager. 

RESPONSIBILITIES: 

 Design, develop, print, and distribute posters (after having them approved) 

 Design, develop, print programs 

 Manage all advertising (Hawk’s Herald, Daily Dose, Bristol Phoenix) 

 Acquire a photographer and schedule cast headshots 

 Collect, print, and hang cast bios 

GUIDELINES: 

 The poster should be completed, printed, and hung both in Bristol and on Campus two weeks prior to opening 

night.  

 Programs should be completed, printed, and in the “box office” at least two full days before opening. 

 All newspapers (including the Bristol Phoenix, Hawk’s Herald, and the Daily Dose) should be contacted one full 

month before opening night, or as early as possible.  

 Cast headshots should be taken whenever the director deems it practical, but printed at least a day or two before 

opening night. 

 Cast bios should be collected at least one week before and printed at least two days before opening night. 

OTHER NOTES: 

On development of the poster/program. 

Generally speaking, the design for the poster is reused as the cover of the program. If you are not the “artistic 

type,” it is perfectly acceptable to receive help in designing the poster from fellow students, outside friends, or 

anyone else. Whether or not they are credited for their help is entirely up to them. 

 Before printing, the poster must be approved by Marketing and Communications located on the 1
st
 floor of the 

Law School (it isn’t easy to find; ask for directions from someone who works at the Law School or from a past 

Promotions Director). After the design is complete, make one physical copy and bring it to their office. DO 

NOT allow them to change you color scheme as it is part of your “artistic concept”. 

 Next, the poster must be approved by Student Leadership and Programming. Their offices are located in the Rec. 

Center. They will stamp a poster, approving it to be hung on and off campus. To avoid having to have every 

poster that is hung stamped, make sure the when the poster is designed, the words “ROGER WILLIAMS 





House Manager/Front of House Staff 

(1) Arrive at the theatre one hour before curtain time. Turn on the cupola lights at least one half-hour 

before curtain. 

(2) Be courteous at all times. 

(3) Obtain the cash box, money and box office form from the stage manager. 

(4) Take reservations list and set aside those tickets in envelopes with the names of the patrons. 

(5) Keep track of ticket sales on the box office record. 

(6) Check the time you have with the stage manager by phoning him/her through the light booth. He/she 

will tell you when the show begins. Keep him/her informed of how the house is looking (if there is 

bad weather maybe there are a lot of late people). Usually we wait for five minutes pas curtain 

time, but the stage manager has the final word.  

(7) When the house is in, call the stage manage and tell him/her that the performance may begin. Then, if 

the stage manager says to close house, turn off the cupola lights and quietly close the doors and 

turn the lobby lights off. 

(8) 
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