
 
 
 

Determine your Venue Specs: Floor plan, Venue equipment supplied: Performer ToolKit 
 

 

5 minutes early = “On Time” for everything:  Your time is limited.  You must make the most of every 
second.  Everyone in your company should be ready to go as soon as the doors are open to you.  Prior to your 
Tech, you should rehearse your setup and strike, in addition to your performance. Each person in the 
company should have a task—or tasks—to complete as part of their pre/post show duties.  

You cannot get into your venue earlier than the scheduled time. We do not provide anything more 
than is listed online in the technical spec sheet. If you need something else, you will need to bring it! 
 

Your Technician is your best friend: They are there to help you fully realize your vision and they have the 
full support of the administrative staff. Their primary focus during each setup is lighting and sound.  You must 
teach them your show (see #7 below).  Please don’t count on them to help move sets and props.   
 

Your technical rehearsal time includes: Load-in, setup, lighting levels, sound levels, and cue-to-cue/tech 
rehearsal and strike.  
    Therefore, the more details that can be thought out during the rehearsal period, the less time will be 
wasted once you arrive at the theatre. The technical rehearsal time is yours to structure how you choose. 
Therefore, it is critical to make clear, thoughtful and timely decisions. Should you not complete your technical 
rehearsal to the satisfaction of the Venue Technician, one of two things may happen: extra technical time 
may—or may not—be available at an additional cost to you and use that time to complete your technical 
rehearsal. 
 

Staffing: All company crew and technical staff are required to be at the technical rehearsal. It is strongly 
recommended that each company provide a stage manager who can be at each performance. Their duties 
will include everything normally required of a professional stage manager, plus other duties assigned by the 
venue technician that will help facilitate the smooth operation of the load-in, show, and load-out. (Refer to 
Stage Management tips in Performer Tool Kit) 
 

Important things to remember: 
1) We request a stage manager from the company to call the show, having the most recent draft of the script 
available for the Venue Technician in a form that leaves room for lots of notes. We suggest that the script be 
in a binder with the words on the left side page and the right side blank for notes. (Sample images of this can 
be found on the Performer Toolkit page under Stage Management documents.) Have all lighting cues marked 
in the script at the exact point where the cue is to occur. Also include fade up and fade down times. 
 
2) The same procedure mentioned in #1 should apply for all sound cues. CDs are the standard for sound cue 
playback*. When using CDs ensure that the script has the CD name and cut number clearly marked for each 
cue. Be sure to have several copies of your show CD—2 for the technician and at least 1 backup that should 
remain in the venue at all times, but stored with your sets and props. Please have lighting and sound cues 
marked in the same script 
  

 

How to Prepare for a  
Technical Rehearsal 

 



 
 2a)   You are welcome to bring your own computer and hook it into our sound system if you know 
and are fluent in the operation of Qlab for example.    
 
3) Have any suspended or hanging scenery planned out. This will include correct hardware, suspension 
materials (fishing line, wire rope, eye hooks, shackles, etc) and crew to assist in the initial installation. Ensure 
you have advised the Production Department well in advance. It is not possible to hang things, so please 
check with the Production Department about your specific request. 
 
4) Bring a crew to assist in the load-in of set, properties and costumes. This allows the director, lighting 
designer and stage manager to meet immediately with the technician and begin the process of setting 
lighting and sound cues. 
 
5) Once the set and properties are in position on stage, set the lighting and sound levels. As there is very 
limited time for experimentation, you should have a very clear idea of how the show should look and sound. 
If possible, bring a cue synopsis with a brief description of how each cue should look and what area should be 
lit. 
 
6) While levels are being set make sure that the actors are spending their time figuring out potential staging 
problems. These problems should be minimal if you have been working with the stage dimensions while in 
rehearsal. Please try to have the actors work in a quiet and efficient manner so that the technical personnel 
can concentrate on their job. 
 
7) Please remember that the focus of this rehearsal is technical, not acting or directing. Allow time to do a 
cue-to-cue or technical run-through of the entire show. This will help to solidify all the timing and levels that 
have been set. This will also help the actors and technicians feel more confident with their environment. This 
is your technician’s opportunity to see the show and learn how it should run. Everything that you have 
learned in all the weeks of rehearsal up to this point must now be understood by your technician in these few 
hours. It is also the only opportunity that your actors have to learn the technical things that they have to do! 
(not including the set/scene changes, as these should have been rehearsed ahead of time!) 
 
8) Remember the amount of time you have, to end of your scheduled time you will stop what you are doing 
and strike: place your sets, props and costumes away and clear the building. 
 
9) Please feel free to address any technical or production related questions to the Technical Director.  
 

 
 


