
Student Performance Group Safety - Planning and Scheduling 

For even the smallest and simplest productions, planning and having a firm schedule are vital elements for safety 
and success. The production/scenic design and set construction processes, both of which need to begin well in 
advance of the first performance, can be the most challenging to schedule and undertake on a timely basis for 
student-run performance projects. Academics, limited numbers of trained potential key team members, 
construction shop space, venue availability and other constraints interfere with getting things done as early as 
possible. This makes for long, rushed, potentially dangerous last-minute late nights of work. As a rule, 
professional production operates on a timeline far longer than that of student-run production at Brown. Since this 
difference makes the last-minute crunch and the safety concerns that go with it inevitable, what can make it safer 
and more effective is good advance planning. The following is a general timeline for the planning process overall, 
leading up to tech, dress and performances: 

o 6 – 8 (or more) weeks before opening: 
 Selection of show, Producer, Director 
 If needed, reserve performance venue 
 Casting call and casting; rehearsal schedule and begin date determined 
 Completion of production design by the Scenic Designer  
 Fill in key production team members (Production Manager, Stage Manager, TD, Prop 

Master, LD, Costume Designer, Sound Designer) 
 First production meetings, coordinated by Production Manager 

 
o 4 – 6 weeks before opening:  

 TD completes construction plans, drawings and breakdowns (with Scenic Designer) and 
notifies shop manager of build schedule and details 

 Property Master determines requirements and completes task list (with Scenic Designer) 
 Student Project Safety Planning Form, set plans and other supporting documents 

are due @ SAOprojectsafety@brown.edu 
 Production meetings continue; PM circulates schedule, including build, rehearsal, load-

in, lighting, tech and strike dates/times for the venue 
 

o 2 – 4 weeks before opening: 
 Fill rest of production crew, including build, costume, lighting, sound, prop and stage 

(run crew) 
 LD, Sound Designer and Costume Designer complete plans and meet with their 

respective crews 
 Build set components in shop and prepare for load-in, painting and set dressing  
 Complete costuming 
 Complete properties tasks 
 LD (or Master Electrician, if involved) completes light hang detail and board 

programming planning 
 Sound Designer completes preparations for sound load-in 
 Production meetings continue; PM coordinates and troubleshoots problems 

 
o 0 – 2 weeks before opening: 

 Final detail and left-over work by all departments before load-in 
 Set and audience area inspections by SAO and EHS before show opening 
 Final production meetings and troubleshooting 
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Production meetings, when all departments and team members gather to discuss and coordinate all elements of the 
project, are the primary means by which plans can be made and decisions can be effectively reached on a timely 
basis. As the project moves forward, production meetings will address changes that need to be made and 
preparations for contingencies that may arise. This is the opportunity for the Production Manager to bring together 
the heads of all departments for progress reports, requests, advice and collaborative problem-solving. Notes are 
taken and circulated to attendees and other crew members affected by the discussion and decisions. It is the 
primary mechanism for addressing safety concerns from everyone involved in the project. 

After the show’s performances are over, there is still work to be done. Strike and load-out are necessities for 
completing performance projects. It is important to schedule them so the crew is able to work safely and the 
performance venue can be restored to a condition that permits the following project to load-in without 
impediment. The Production Manager, TD and LD are responsible for scheduling appropriate breaks and rest 
periods, supervising the personnel present and their work with safety as the primary goal, and verifying that all 
members of the working team are properly trained for safely performing their jobs. 

 


