Howick Little Theatre

	      TASK LIST
	L


	Function:
SET BUILD FOREMAN  



RESPONSIBLE TO


Production Services Manager






Stage Manager during performances

ROLE
1. To ensure the set is constructed to the Designer’s and Director’s requirements, within the time frame available.
2. To manage the Set Build Team during the set construction process.

DUTIES
1. Liaise with the Set Designer, Director and Lighting Designer, both before and during set build (often directly, or at weekly Production Meetings) to agree on set design and construction practicalities and to report on progress, priorities and deadlines.

2. Assess the number of standard set build days available, the construction complexity, and the people available to complete the build on time. More set build times may need to be scheduled. Construction and painting should be completed by the Friday before the “double dress” at the start of “Production Week.”

3. Communicate with the Set Build Team weekly during set build, to report on set progress and to advise on work still to be completed. (This can be a useful checklist for yourself, and be useful in discussions with the Director.)
4. Ensure all materials for the build are available and ready for set build days, and that power tools are charged. (eg Fineline, plywood, nails, screws, trim timber, etc.)

5. Discuss paint colours and quantities with the Director and Set Designer and if there is nothing suitable available in HLT’s Paint Storage, ensure that paint is purchased.

6. Attend a dress rehearsal and check with the Director and Stage Manager that there are no “small finishing” requests, such as screening curtains, hooks for wardrobe or props, or backstage safety requirements.

7. If a Studio performance follows a Main Bill, liaise with Studio during the production run, to determine what space is likely to be available for them. This will depend on the time needed to strike the current set, any changes required to the seating configuration, and the complexity of the new Main Bill set.

8. Work with the next Set Foreman on the Set Strike at the end of the production to ensure a smooth handover.
9. Comply with current Health and Safety Policies and Procedures
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