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CURRICULUM
	DEVELOPMENT AND IMPLEMENTATION OF COURSES FOR THEATRE TECHNICIANS AND STAGE MANAGERS (ScenTec)

530810-TEMPUS-1-2012-1-RS-TEMPUS-JPHES

	Course: “head of stage hands” course


	Lecturer: future trainers from “stage group”
Romana Boskovic (UNS), Ksenija Markovic (UU), Veljko Stojanovic (UU), Marina Radulj (UniBL), Ljubisa Veljkovic (UNTZ), Rade Bukumirovic (SNP), Milan Leper (NPRS) 


	Number of classes: 34 x 45min (25 hours – 3 days)


	ECTS credits: 2


	Prerequisite courses: finished stagehand beginner course and 1 year experience working in theatre , or 3 years experience working in theatre


	1. Educational objectives:
Educational objectives of this course are that technicians and student acquire skills grouped in specific competence building blocks and units:

FIRST BLOCK – INTRODUCTION
1. Analyze documentation and organize resources

· Analyze documentation

· list the required equipment

· deal with in house stock

· deal with rental and vendor companies

· schedule deliveries

· propose alternatives

· check feasibility, deadlines, price and technical consequences

2. Draw stage layouts manually
· interpret scenographical and venue drawings

· calculate dimensions and scales

· draw the set layout on the ground plan and section

· work in scale

3. Draw stage layouts with CAD system

· use CAD tools to draw the set layout on the ground plan and section
4. Translate artistical concepts to technical designs.

· Can understand artistic language

· can put the script in right context

· communicate with the artistic team

· visualize the artistic outcome partly on the basis of the designers description

· perceive 3-d space

· make a technical sketch taking the artistic plan into consideration

· interpret sketches

· suggest technical solutions to reach the artistic goals

· formulate and present technical solutions within technical and production constraints

· perceive 3-d space

· present alternative solutions

· advanced technical skills

· interpret sketches

5. Understand and work according artistical concepts
· understand artistic vision of the production

· put the script in correct context

· Make technical decisions to meet the artistic standards

· make artistic / independent decisions, when needed

· Intervene during the performance respecting the design and the impact of other departments

6. Negotiate contracts
· Precise terms and conditions for contracts

· Ensure facilities are sufficient for production requirements

· Negotiate the required tasks and outcomes clearly

· Schedule the tasks

· Negotiate fees according to required tasks and outcomes

· Agree expenses or per diems

· Discuss copyright issues

· Agree procedures for changes in schedule

· Make sure promotion material and credits are relevant

· Make sure proper contracts are made in time

7. Document you own practice.

· Document your work and career

· Select relevant proof and documentation

· Ensure the documentation is relevant for the intended purpose

· Adapt and structure information to the receivers needs or formats

SECOND BLOCK – MANAGAMENT / HEALTH & SAFETY

1. Plan health and safety

· Write health and safety policies

· Write effective instructions and procedures

· Ensure compliance with regulations

· Implement safety policies

· Monitor safety policies

· Conduct an effective safety review

· Set objectives

· Plan relevant training for safety practises

· Assess health and safety training needs

2. Promote health and safety

· Tell people clearly and accurately about the security procedures
· Tell people to whom they must report security risks

· Tell people what they must do on finding security risks 

· Make sure that people follow the workplace security procedures

· Notice security risks and take action to minimise risk and maximise protection

· Create opportunities for staff to learn about safety issues

· Promote safety awareness using various methods

3. Supervising health and safety

· Develop and manage the well-being of the staff

· Lead and manage the health and safety work

· Adapt the regulations to practice as part of the normal operations

· Develop save systems of work

· Deliver induction to new employees

· Give guidance to others

· Give feedback to senior management on safety performance

· Development of training programmes for safety

· Take appropriate action in an emergency

· Mentor the staff in safety issues

· Make time to support others

4. Manage safe working procedures

Manage risk assessment

· Ensure staff are competent for writing risk assessment

· Ensure that resources required for risk assessment are available

· Ensure effective procedures for carrying out risk assessment

· Ensure risk assessments are current and up to date

· Check compliance with legal requirements

· Confirm that industry standards are being met

· Ensure expert help and guidance is available if needed

Manage safety procedures

· Implement systems to ensure the staff are competent to carry out their work safely

· Ensure the control measures of the risk assessment are being maintained

· Ensure the required protection for the working area is available

· Ensure effective instructions and procedures are available

· Ensure necessary budgets are available

Follow up safety actions

· Deal promptly with reported risks

· Support and motivate people in their health and safety actions

· Prioritise identified risks for further action

· Ensure that action is taken as a result of an accident report

· Make recommendations for minimizing risk

· Maintain an awareness of hazards

5. Implement safe working practices

· Plan for the protection and the safety of the work area and environment

· Safe use of equipment

· Identify which workplace health and safety procedures are relevant to the set and location 
· Ensure staff operate within the organizational procedures

· Install, maintain and remove temporary protection and safety arrangements of the work area

· Select relevant materials, components and equipment

THIRD BLOCK – RISK ASSESMENT

1. Write risk assessment

· Review current risk assessments and up-date as required

· Write risk assessments according to the organizational procedures

· Ensure that resources required for writing risk assessment are available

· Report risks to the appropriate people in an agreed format

· Make recommendations for minimizing risk

· Comply with legal requirements

· Confirm that industry standards are being met

· Maintain an awareness of hazards

· Record hazards in line with organizational procedures

· Identify accurately new hazards arising from changes in working practices

· Ensure new hazards are documented

2. Carry out risk assessment. (Regarding health & safety and work regulations)

· Clearly define why and where the risk assessment will be carried out

· Confirm that all the information available to you on statutory health and safety regulations is up-to-date and from reliable sources

· Recognize your own limitations and seek expert advice and guidance on operational controls when appropriate

FOURTH BLOCK - TEAM MANAGEMENT 

1. Lead a team
· Motivation methods

· Leadership methods

· Feedback methods

· Production process

Superviese a team

· Leadership methods

· Feedback methods

· Management methods

· Production needs

2. Asses a team
· Assessment processes

· Motivation methods

3. Chair a meeting
· Negotiating methods

· Conflict handling methods

· Decision making techniques

· Time management techniques

4. Monitor workload
· Desired outcomes of the production

· Different operations of the production

· Staff legislation

· Organisational procedures

5. Brief volunteers
· Organisation structure

· Organisation procedures

· Health and safety procedures

6. Support volunteers during volunteering activities
· Monitor volunteering activities

· Identify problems when they occur

· Identify the implications of the problem

· Communicate these to those involved

· Adapt communication to the target group

· Feedback to relevant departments

· Provide temporary support to overcome problem

FIFTH BLOCK – PLANNING

1. Plan teamwork

· Identify tasks to be executed

· Identify people’s skills and competences

· List the deadlines

· Take in account activities of other teams that influence your team

· Plan workflow

· Match tasks and skills

· Produce a clear time strategy for realistic delivery within budget and time constraints

· Schedule activities

· Ensure schedule is realistic and achievable

· Produce clear schedules that can be easily monitored and understood

2. Schedule production activities

· Update production timeline

· Coordinate scheduling of staff

· Coordinate scheduling of resources

· Coordinate scheduling of facilities

· Coordinate scheduling of transportation

· Combine separate schedules to a master production schedule

· Identify conflicting elements

· Ensure production schedule which is manageable and achievable

· Communicate information accurately and promptly to the appropriate people

· Confirm the schedule activities with the appropriate people

· Filter information according to the recipients needs

· Ensure all information is understood

· Communicate new production schedules at appropriate intervals and amend them in accordance with changes in key variables

· Take account of feedback when making revisions

· Maintain all documentation related to the production schedule accurately in accordance with defined procedures

3. Schedule staff

· Update production timeline

· Check the availability with appropriate individuals

· Schedule the workload according to the production needs, known constraints and desired

· outcomes

· Ensure production schedule which is manageable and achievable

· Ensure staff schedule is within legal limits

· Confirm the schedule(d) activities with the appropriate people

· Communicate information accurately and promptly to the appropriate people

· Filter information according to the recipients needs

· Ensure all information is understood

· Communicate new production schedules at appropriate intervals and amend them in

· accordance with changes in key variables

· Take account of feedback when making revisions

· Maintain all documentation related to the production schedule accurately in accordance with

· defined procedures

4. Plan stage operations to be used during a performance

· Analyse the need for technical and performer cues

· Organise the order of every stage action during the performance

· Estimate the available time to perform every operation

· Estimate the amount of technicians to perform every operation

· Crosscheck with other departments planning

· Document the cues and actions

· Feedback to others involved in case of unforeseen problems

5. Manage storage and transport operations

· Communicate with different departments

· Supervise transport actions

· Work according to the transport plan

· Check the work is done as planned

· Resolve problems with regard to the needs of equipment and storage space
SIXTH BLOCK – SETTING UP, REHEARSHING, PERFORMINCE

1. Install and test technical stage equipment

· install winches, motors and fixings

· install wagons and traps

· test equipment according to specifications and manufacturer’s instructions

· put warning signs and lights as required and secure the stage area
2. Coordinate pre-show checks

Plan pre-show checks

· Gather information from different departments

· Define the needs for pre-show checks

· Analyse risks occurring during pre-show checks

· Define the proper order to run the pre-show check

· Prepare pre-show check lists and reports

· Write effective instructions and procedures

Coordinate pre-show checks

· Instruct people responsible for parts of pre-show check

· Ensure checks are carried out accurately

· Gather feedback after the pre-show check

· Assess the impact of the problems on the performance run

· Report detected problems to the relevant person in the production

· Take relevant action to resolve detected problems

3. Operate control system for movement during performance
Run movements

· ensure visibility

· read performance documentation and understand written directions

· respond to visual or audio cues

· run independently as well as under instruction

· anticipate stage actions

· react accurately to unexpected situations

· correct movements based on performance requirements

· act on faults and problems during operation

· delivering consistent performance

4. Observe the show and maintain the artistic quality

Observe the show

· observe the show

· ensure the artistic standards are being maintained

· understand the artistic vision of the production

Foresee and react to malfunctions

· anticipate malfunctions

· react accurately to unexpected situations

· foresee the consequences of the reactions

· keep overview

· communicate changes

Give feedback to company

· anticipate malfunctions

· react accurately to unexpected situations

· foresee the consequences of the reactions

· keep overview

· communicate changes

5. Maintain health and safety during a performance.

· Maintain safety standards

· Understand production requirements in relation to risk

· Solve problems under stress

· Brief staff on their responsibilities

· Ensure pre show checks are carried out



	2. Educational outcomes (acquired knowledge):
FIRST BLOCK – INTRODUCTION
1. Define the quantity of equipment based on ground plans and written documentation

· Knowledge about equipment
· Provide equipment and consumables

· Know the in-house stock and what's avaliable in the market

2. Drawing the set manually

· Understand the intentions of the set designer

· Line, symbol and layer systems for building and scenographic drawings

3. Using computer-aided design system

· understanding of CAD interface

· Knowledge of how to use CAD systems to draw the set layout on the ground plan and section

4. Translate artistical concepts to technical designs.

· Understand artistic intentions

· Communicate with the artistic team

· Techniques and various technical solutions 

· Command of the artistic and technical terminology

· Suggest technical solutions to reach artistic goal

· Difference between artistic and technical planning

· Understanding artistic and technical processes

· Technical knowledge

· State of technical development

5. Understand and work according artistical concepts
· Basic knowledge of theatre history

· Basic knowledge of dramaturgy

· The aesthetics of the design

· Understanding the script

· Understanding the of the role of other elements of production for the artistic entity

6. Negotiate contracts

· Legal issues behind contracts

· Production requirements

· Industry practices

· Occupation related collective agreement

7. Document you own practice.
· Needs of the receiver

SECOND BLOCK – MANAGAMENT / HEALTH & SAFETY
1. Planning health and safety
· Methods of health and safety management

· Legislation

· Legal responsabilities

· Responsabilities within your job role

· Commonly used work practices

· Channels of communication

2. Promote health and safety
· Organisation's procedures for dealing with security

· Where to obtain external advice and help

· Recognising security risks

· Dealing with security risks

· Communication

· Marketing techniques

3. Supervising health and safety
· Health and safety regulations and instructions

· What action to take in an emergency

· Procedures for an induction process

· Safe use of hazardous substances

· Methods of recording accidents

· Methods for effective support

· Stress management

4. Manage safe working procedures
Manage risk assessment

· Methods of writing risk assessments

· Effective communication methods

· Health and safety risks in live performances

· Methods of reducing risks

· Legal requirements

· Industry standards

· Purpose and importance of carrying out risk assessments

Manage safety procedures

· Knowledge of best practice for your area of work

· Required protection equipment

· Information and regulations governing buildings

· Methods of writing safety procedures

· Regulations relating to waste disposal

· Relevant legislation

· Methods of identifying risks

Follow up safety actions

· Methods of reporting accidents

· Motivation methods

· Type of hazards that are most likely to cause harm

· Methods for minimizing risks

5. Implement safe working practices

· Best practice for your area of work

· Appropriate personal protective equipment (PPE)

· Barriers and temporary structures

· Information and regulations governing buildings

· Correct disposal of waste materials
· Work in safe environment

· Work safe with tools

· Health and Safety requirements and responsibilities
· Hazards in the context of the working environment, and to whom to report them 
· Procedures for reporting and dealing with hazards 
· Potential security risks 
· Methods of dealing with unauthorized persons 
· Fire and emergency precautions and procedures
THIRD BLOCK – RISK ASSESMENT
1. Write risk assessment
· Purpose, legal implications and importance of writing risk assessments

· Methods of identifying risks

· Relevant documentation

· Organizational procedures

· Type of hazards that are most likely to cause harm

· Methods of reducing risks

· Health and safety risks in live performances

2. Carry out risk assessment. (Regarding health & safety and work regulations)
· Apply risk assessment to all aspects of the organisation 

· Procedures for carrying out a risk assessment

· know where to find expert advice and guidance

· The work areas and people for whom you are carrying out the assessment

·  Work activities of the people in the workplace where you are carrying out the risk assessment

· Identify how health and safety risks which may affect your own job role and the precautions to be taken

· Effective communication methods

FOURTH BLOCK - TEAM MANAGEMENT 

1. Lead a team

· Explain the team members work activities in sufficient detail

· Make clear what is expected of people in the team

· Motivate people effectively

· Monitor activities against schedules

· Take corrective action when problems occur with maintaining schedules

· Adapt leadership method to different team members

· Give supportive feedback

· Supervise the work of the team members

· Check the work against the expected results

· Take corrective action when problems occur with the results

· Give supportive feedback

· Recommend how team members could improve their work

2. Asses a team

· Gather the information you need

· Evaluate the information

· Assess the actions of the individual team members

· Assess the team work process

· Give supportive feedback

· Ensure feedback is based on an objective assessment

· Ensure feedback is adapted to the individual

· Ensure feedback is understood

· Give opportunities to team members to respond to feedback

· Recommend how team members could improve their work

3. Chair a meeting

· Coordinate the agenda

· Prioritize subjects

· Set clear time limits for each subject

· Provide an equal chance for every opinion

· Moderate between opinions

· Avoid chaotic discussion

· Formulate conclusions

· Take decisions

· Ensure all participants understand the conclusions

· Ensure all subjects on the agenda are dealt with

4. Monitor workload

· Check production schedule

· Collect working hours report

· Confirm that workload is within legal limits

· Compare working hours report against production schedule

· Extrapolate the results for future actions

· Propose corrections when required

· Document production workload

· Communicate with relevant departments
5. Brief volunteers

· Explain the purpose and value of the volunteers work

· Motivate to achieve high standards

· Encourage and support volunteers to take ownership of the work

· Encourage and support volunteers to meet their diverse needs, abilities and potential

· Introduce the organizational structure

· Introduce the organizational procedures

· Introduce safety procedures

· Agree individual responsibilities

· Agree working methods

· Agree communication procedures

· Adapt communication to the receiver

6. Support volunteers during volunteering activities

· Volunteer needs for support

· Limitations of voluntary work

FIFTH BLOCK – PLANNING
1. Plan teamwork
· The production process

· Planning methods

· Time management methods

2. Schedule production activities
· Desired outputs of the production

· The main roles and responsabilities of others

· Foreseen staff

· Organisational procedures

· Production systems and operations

· Information handling

· Scheduling methods

3. Schedule staff
· Desired outputs of the production

· The main roles and responsabilities of others

· Foreseen staff

· Staff legislation

· Production systems and operations

· Information handling

· Scheduling methods

4. Plan stage operations to be used during a performance
· The production needs

· Technical solutions and limitations

· Organisational policies

· Planning systems

· Cueing methods

5. Manage storage and transport operations.

· Storage systems and procedures

· Storage area

· Transport limitations

· Specific needs and/or limitations of the transport

· Specific needs for transport order

· Specific needs for storage order
SIXTH BLOCK – SETTING UP, REHEARSHING, PERFORMINCE
1. Install and test technical stage equipment
· Basic knowledge of mechanics and technical equipment

· Knowledge of legislation and safety regulations 

· Methods of installation

2. Coordinate pre-show checks
Plan pre-show checks

· Best practice in different areas of work

· Pre-show procedures

Coordinate pre-show checks

· Best practice in different areas of work

· Pre-show procedures

3. Operate control system for movement during performance
· Run movements

· Operational procedures of control systems

· Error fixing procedures

· Awareness of artistic concept

4. Observe the show and maintain the artistic quality
Observe the show

· Know the artistic vision

· Know the plot

· Know the actions and cues

Forsee and react to malfunctions

· Know the artistic vision

· Know the plot

· Know the actions and cues

Give feedback to company

· Knows the scenery and changeovers

· Knows the technical plot

· Knows the scene changes and cues

5. Maintain health and safety during a performance
· Manage risks during performance

· Different techniques and their safe use

· Risk

· Company procedures

· Evacuation procedures



	3. Course content/structure:
FIRST BLOCK – INTRODUCTION

1. Analyze documentation and organize resources.

2. Draw stage layouts manually.

3. Draw stage layouts with CAD system.

4. Translate artistical concepts to technical designs.

5. Understand and work according artistical concepts.

6. Negotiate contracts.

7. Document you own practice.

SECOND BLOCK – MANAGAMENT / HEALTH & SAFETY

1. Planning health and safety.
2. Promote health and safety.

3. Supervising health and safety.

4. Manage safe working procedures.

5. Implement safe working practices.

THIRD BLOCK – RISK ASSESMENT

1. Write risk assessment.

2. Carry out risk assessment. (Regarding health & safety and work regulations).
FOURTH BLOCK - TEAM MANAGEMENT 

1. Lead a team.

2. Asses a team.

3. Chair a meeting.

4. Monitor workload.

5. Brief volunteers.

6. Support volunteers during volunteering activities.
FIFTH BLOCK – PLANNING
1. Plan teamwork.

2. Schedule production activities.

3. Schedule staff.

4. Plan stage operations to be used during a performance.

5. Manage storage and transport operations.

SIXTH BLOCK – SETTING UP, REHEARSHING, PERFORMINCE

1. Install and test technical stage equipment.

2. Coordinate pre-show checks.

3. Operate control system for movement during performance.

4. Observe the show and maintain the artistic quality.

5. Maintain health and safety during a performance.


	4. Teaching methods:

Lectures/teaching

Practical training

Presentations

Discussions

Workshops

	Literature: 

Digital Theatre Words, digital publication, by Michael Ramsaur and Jerome Maeckelbergh
The Backstage Handbook: An Illustrated Almanac of Technical Information by Paul Carter, Broadway Press, 1995.
Technical Theater for Nontechnical People by Drew Campbell, Allworth Press, 2004.
Drafting for the Theatre by Dennis Dorn, Southern Illinois University Press, 2012.
Stage Rigging Handbook, Third Edition by Jay O. Glerum M.A. B.A., Southern Illinois University Press, 2007.
Structural Design for the Stage by Alys Holden, Focal Press, 1999.

Technical Design Solutions for Theatre: The Technical Brief Collection Volume 1 by Ben Sammler, Focal Press, 2002.
Technical Design Solutions for Theatre: The Technical Brief Collection Volume 2 by Ben Sammler, Focal Press, 2012.
Technical Design Solutions for Theatre Volume 3 by Ben Sammler, Focal Press, 2013.



	Knowledge evaluation:
1. Written examination

2. Focused interview 
	


