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The purpose of this handbook is twofold: 1) to introduce new theatre students to the 

department’s customs and traditions, and 2) to serve as a ready reference text for returning 

students to review their duties each year. As your official guide for all activities concerning 

productions, it contains information of prime importance to those who hope to work effectively 

in the department. Complete familiarity with its contents is the first requisite for those students 

who are genuinely interested in learning the art of theatre. 

 

The last page of this handbook is an acknowledgment that has a place for the student’s 

signature and that of his parent(s). It is MANDATORY that every student and parent 

involved in any production sign and return his or her signed sheet. 
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DIRECTORS’ LETTER TO STUDENTS  

Dear Students,  

 

Welcome to Teatristas. We are a proud program at Socorro High School, and we strive to 

represent the best of not only SHS but the entire SISD community. We have a long history of 

excellence that make us known not only in El Paso, but across the state. You are the heart of the 

program and we look forward to making our program among the best in the great theatre 

community in the great state of Texas.  

 

Bear in mind that you as an individual can, and will, control your own destiny in this department. 

You are but one link in the chain of success, and if you fail to do your part then the chain cannot 

be strong. You will be pushed to do your best; we expect you to work consistently, try hard, obey 

the rules and cooperate fully with your directors and fellow performers. This will be made easier 

if you remember the following:  

 

A Short Course in Human Relations  

The six most important words: I admit that I was wrong.  

The five most important words: You did a great job.  

The four most important words: What do you think?  

The three most important words: Could you please . . . ?  

The two most important words: Thank you.  

The most important word: we. The least important word: I.  

 

It is a good philosophy. You are encouraged to embrace it.  

 

On a personal note, we want to thank you in advance for the hard work you give to this 

department and to us. This year is an exciting year as we rebuilding the program after pandemic. 

We have new facilities and now need to build new traditions and rediscover the old ones. A new 

beginning! A new us!  

Sincerely,  

 

Troy Herbort and Molly Alvarado 

Proud Theatre Directors at Socorro High School 
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DEPARTMENT CUSTOMS AND TRADITIONS 

I. ATTENDANCE AND PUNCTUALITY  

A. Attendance at rehearsals and crew calls are the foundation of producing a successful 

play. Unexcused absences from a dress rehearsal or performance will likely prevent you 

from being cast in other productions at Socorro High School. Two (2) unexcused absences 

or three (3) unexcused tardies may be considered cause for dismissal from the company. 

B. If you have a valid reason for missing a call, you should notify the director at least 

two days in advance so that the rehearsal schedule can be changed without problems. You 

do this via email (therbo@sisd.net AND malvar24@sisd.net .)  If you should have an 

emergency absence the day of the rehearsal, you should first contact your director via 

email and also leave a message with your Stage Manager). An emergency is defined as a 

serious illness, a death in the family or a serious injury. You should not be in a production if you 

have a job that interferes with the rehearsal schedule. If you are actively involved in numerous 

after-school activities, you should notify the director IN ADVANCE concerning the days and 

times you will miss or be tardy to rehearsal. Be sure to write all rehearsal time conflicts on your 

audition application form. Misrepresenting yourself and your obligations is grounds for 

immediate expulsion from the company. 

C. If you are on time, you are late!   

D. During the rehearsal period for a show, your first obligation is to your grades and 

then to the show. If you do not pass all classes, you cannot perform. This is a state law! 

Grades will be checked before casting and during the rehearsal period. 

 

 

II THEATRE COMMUNICATION CHANNELS  

A. Callboard. As we are in transition into new facilities, we do not have a 

physical call board. It is important that you check our website daily for updated 

information.    

B. WWW.SISD.NET/TEATRISTAS. Our website has valuable information 

for students, parents, and faculty members.  

C. Email . All students should check their emails and Remind DAILY for 

information from the directors. 

D. WhatsApp. You can keep up to date by joining us on WhatsApp. Check 

with Teatristas Officers for details.  

E. ALL DIGITAL COMMUNICATION SHALL include both Ms. 

Alvarado and Mr. Herbort. This is district policy.  

 

 

mailto:therbo@sisd.net
mailto:malvar24@sisd.net
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III.    REHEARSAL SCHEDULE  

A. Our normal rehearsal schedule is Monday, Wednesday and Friday from 4:30 to 6:00.           

Weekend and evening rehearsal times will be set by the director.  

B. Rehearsal is over when the director dismisses you, not when your parents arrive to 

pick you up! Every effort will be made to release you on time. If you need to leave rehearsal 

early, please advise the director at least one day in advance. 

C. During the last week of production, before opening night, we will likely stay late due to 

technical and dress rehearsals.  Be prepared to stay the length of these important rehearsals. 

No one will be allowed to leave until after notes are given. Missing a dress rehearsal IS 

NOT ACCEPTABLE and may be cause for dismissal from the company, and could 

jeopardize future casting. 

D. You are required to be present for the beginning of every rehearsal, unless told otherwise 

by the director. Rehearsal schedules are usually given out in two- or four-week blocks so you 

will know the exact dates and times you will be needed. Remember to keep up with your 

rehearsal schedule. 

E. A production officially begins with the Company Meeting and ends with Strike, a day or 

two after the final performance. Strike is the general clean-up of the theatre space and restoration 

to its original form, including returning all props and costumes, removing and breaking down the 

scenery, and taking down all the lighting equipment. Attendance at both the Company 

Meeting and Strike is mandatory! Missing strike will affect your grade in Theatre 

Production Class.  

IV.     THE COMPANY 

A.  Auditions and Casting  

1. Auditions are generally open to the entire campus. UIL One Act Play will focus 

on students enrolled in Theatre Production or other Theatre Classes.  

2. Auditions may be prepared monologues, cold readings, improvisations, or  

    any combination of these. There will usually be a day or two of            

    invitation-only callbacks. Final casting will be posted on the Teatristas website.   

 

 B.  Selection of the Company  

  1.  Selection of the production staff is based on the number of people needed  

     for the crews, the abilities of the students selected and the variety of      

             experience they have had in production.  

 

2.  Selection of the cast is based on the particular acting demands made by the   

     play being produced, the ability an actor reveals in auditions, the need of the 

individual in terms of growth, and his or her past record on stage. This is a     

     subjective area; please realize that your director does what he or she truly    
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     believes is best for the play. BOTH Ms. Alvarado and Mr. Herbort are 

involved in all casting decisions. No one director will cast shows.  

3.  Selection of the crew is at the directors’ discretion and is based on work ethic    

     and past experiences.   

 

4.  The directors will not answer inquiries about his/her casting. To question the    

     Directors’ choice of actors is unprofessional.  

 

  5. Every effort will be made to post the names of crew members at the same time   

              as cast members.  However, sometimes the crew list is announced later.  

 

 6. After the company list is posted, all actors and technicians MUST go to the    

                Black Box Theater and initial next to their name.   

 

7. All company assignments are tentative. Any member of the company     

    (CAST or CREW) may be reassigned or dismissed at any time by the     

    directors if it is deemed to be in the best interest of the production.  

 

 C.  Responsibilities  

1.  Stage Manager (reports to the Director) The Director may fill this position   

     prior to auditions. The Stage Manager's primary goal is to be on top of the     

     production at all times. Of all the students connected to the show, the Stage     

     Manager has the most complete picture of what is going on as she or he is  

     present at all meetings and rehearsals. The Stage Manager should seek to 

serve the Director and the production at all times. She or he NEVER betrays the  

     confidence of the Director by telling others what has been said, etc. This  

     position requires that the person develop a poised, calm demeanor that is     

     professional and supportive of the artistic process. The Stage Manager:  

 a. assists the Director in the conducting of auditions and photo calls by    

        organizing scripts, keeping track of names, calling up the next actor, 

etc.   

             He or she also prepares all necessary forms and collects these forms  

          from the actors.  

 b. distributes scripts to all cast and crew.  

   c. prepares a Company Directory of cast and crew members' phone  

    numbers.  

 

 d. takes attendance at every rehearsal and reports all tardies or absences 

to   the Director.  

 e. keeps track of time at rehearsal, politely reminding the director of the  

      hour. (This will help the Director promptly release students.)  

 f.  takes down all blocking notation.  
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 g. reads for cast members who are not present at rehearsals and provides   

      all sound effects and stage directions during the read-throughs.  

 h. spikes the set's ground plan on the rehearsal floor and checks all     

      rehearsal furniture and properties.  

 i. prompts actors from the Production Script.  

 j. takes notes for everyone not present and makes sure the missing 

person receives those notes at the first opportunity.  

 

 k. is responsible for all light cues, sound cues and scene changes. He 

or  she calls the technical  show from Cue to Cue and Tech 

rehearsals to all Dress Rehearsals and Performances.  

 l. runs the appropriate checklists prior to performances and manages the   

      backstage pre-show scene, including actor and techie activities.  

 m. takes attendance at the call time on performance  nights, tracks down  

        people who are missing, and reports actors and technicians who are     

        late.  

 n. coordinates the start times of performances with the House Manager.  

 o. sweeps the stage.  

 p. plays a primary role in audience safety during every performance by    

       being prepared to take immediate actions to protect the public's   

       safety during an emergency.  

 q. assists running crew members in their roles, especially by being a     

      calming and supportive influence.  

 r. keeps close control over headset conversations by cutting off   

      inappropriate chatter and especially "blame-laying" for any technical       

      errors made by anyone.  

 s. goes over missed or flubbed technical cues with technicians in question   

      immediately after the show. (S)he reports these mistakes to the 

Director  as well.  

 t. keeps track of actors' deviations from the script during performances 

and  reports this to the Director.  

 u. supervises all stage crews  

 v. has complete charge backstage during rehearsals  and performances.  

 w. gives permission to open the house before a performance.  

x. supervises Strike. 
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A Note about Cell Phones: 

Cell phones will be taken up by the stage manager for rehearsals and 

performances.  They will be returned to students after microphones are turned in 

and/or the dressing room is clear.  

 

D.  The Company Meeting  

The director will call an initial meeting of ALL company members. Attendance 

is MANDATORY and takes precedence over all other activities. The 

following procedure will usually be followed at company meetings:  

1. roll call by Director or Stage Manager  

2. filling out of bio forms and phone list information  

3.  discussion of approach to play and to assignments  

4. announcements of rehearsal schedule and general rules for this production  

5. separate meetings (as needed) between Director and Crew Heads, crews 

and  casts  

 

 

V.  BASIC RULES OF THE STAGE  

 A.  Rehearsals  

 1. Be punctual to every rehearsal. Tardiness or absences will not be tolerated.  

An unexcused absence or tardy is one that is  not an emergency and is not on your 

conflict sheet.  Two (2) unexcused absences or three (3) unexcused tardies 

may mean dismissal-from the cast.   If you are to be absent or tardy, let the 

director know two days in advance.  

 

 2. A specific call time will be posted on the callboard, and you are expected to    

    arrive on or before that time. The call time means you are in the building,  

    readying for the rehearsal or performance. On days of a show, you are not  

    allowed to check in and then leave campus to eat.  

 3. A visitor to rehearsal will only be allowed via permission from the director.  

    Any visitor without permission will be politely asked to leave. Parents,   

    however, are always welcome to come watch our rehearsal process.  

 4. Smoking, vaping, and chewing/dipping tobacco are not allowed.  

 5. Drinking alcoholic beverages during a rehearsal period or coming to a  

    rehearsal, performance, or departmental party intoxicated, will result in  

    immediate expulsion from the company.  
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6. Do not talk with the actors or otherwise disrupt a rehearsal.  

7. It is totally unprofessional and inappropriate for an actor to tell another actor  

    how to act. Avoid this abominable behavior.  

8. At rehearsals, you should either be on stage, watching intently from the house   

    or backstage studying.  

9. At all times in rehearsal, actors are to remain as quiet as possible backstage.  

10. At the beginning of rehearsal and performance, cell phones will be collected  

   by the stage manager and held until the end of rehearsal. All cell phones     

   must be turned off.  

11. Understudies play an extremely important role in the theatre. If you are cast   

   as such, please make certain you can take over a role with confidence should  

   the need arises.  

12. Food, drinks, candy and gum are NOT allowed on the stage, in the  

      house, in the booth, or in the backstage dressing room areas! THERE  

      WILL BE NO EXCEPTIONS FOR STUDENTS.  

13. LET THE DIRECTOR DIRECT.  

14. The stage manager is an extension of the director. If he/she requests that 

you do something, you must respond in the same way you would to your      

      director. This is non-negotiable; it can be cause for dismissal from the  

      company.  

15. A conflict sheet must be filled out before auditions begin. We will try to  

     work with your conflicts, but you must understand that compromise is not  

     always possible.  Too many conflicts will likely result in you not being cast.  

                    Talk to your parents about your conflicts, and do not over-commit yourself!   

        You must be forthcoming with your conflicts, and you may not add to the  

            conflict sheet after being given a role or crew position. 

B. Performances 

1. Actors should never leave the theatre during a performance.  

2. Photography and video recording are not allowed during performance!   

    Please make sure your parents and friends are aware of this. A photo-shoot    

    will be scheduled before opening night and photos are available through our 

district One Drive. Speak with Ms. Alavarado if you want access.  

 

3. All crewmembers must remain on duty at their station during the entire 

length of a performance. You may take a restroom break in the back-stage 

restroom, assuming your duties allow it.  

4. Under no circumstances should actors be in the booth during  
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    performances.  

5. Unless on stage, actors should be out of the sightline of all audience members 

and should remain absolutely quiet.  

 

6. Please inform your loved ones that flowers are not to be presented during a  

    curtain call. However, they may be given to an usher to be delivered  

     backstage prior to the show.  

7. On Performance days, only company members will be allowed into the  

    theatre prior to the official time for the house to open. No exceptions will be  

    made for students in the department who a particular show.  

8. Unless invited by the director, the only people allowed backstage during  

     a show are cast and crew members: no parents, siblings, friends or    

    other department members.  

 

“No poet, no artist of any art, has his complete meaning alone. His significance, his appreciation 

is the appreciation of his relation to the dead poets and artists. You cannot value him alone; you 

must set him, for contrast and comparison, among the dead.”  

~T.S. Eliot, The Sacred Wood  

 

MISCELLANEOUS INFORMATION  
   
Make-Up Kits 

Every student cast as an actor in a production is required to purchase an individual make up kit 

and sponges. Dermatologists caution, you should never share your makeup. Simply put -- 

swapping cosmetics can mean trading germs. Makeup brushes and applicators can easily carry 

bacteria from one person to another, and moist, dark containers allow such germs to thrive. Kits 

can be purchased online at https://www.mehron.com 

 

Hair, Tattoos and Piercings 
After auditions, any major changes to hair length or color require permission from the directors. If you 

make drastic changes, we may require you to purchase a wig to restore your look. Please no new piercings 

or tattoos during rehearsals for the show.  

 

Water Bottles 

Students must bring their own water bottle. Water will not be provided for cast & crew 

backstage.  

 

Attending Productions 

Attending live performances is part of the Texas Essential Knowledge and Skills for all theatre 

classes.  There will be opportunities to attend performances at other schools. Not only are 

supporting other theatre programs, you will be inspired by other schools’ work. You are expected 

to attend as many shows as possible during the school year.  

 

 

https://www.mehron.com/


Socorro High Teatristas Handbook 2021-2022 

Version 1.0 August 11, 2021 
 

12 

Performance Information  

1. Except for disabled patrons and guests of the director(s), no seats will be roped off as "saved."  

2. Please inform your parents and friends that shows will begin on time, and latecomers will be 

seated by the ushers -- and only at an appropriate point in the show.  

Lettering  

Socorro ISD allows us to award letterman jackets for students who meet specific criteria. You 

can find the district approved criteria on our web page (www.sisd.net/teatristas.) It is the 

student’s responsibility to fill out the form a submit it to Mr. Herbort to initiate the ordering 

process. The district orders jackets two or three times a year. There are strict deadlines for 

ordering jackets. If a deadline is missed, the student must wait for the next deadline to order. No 

teacher or administrator can bypass these deadlines. The district only allows the awarding of one 

jacket and does not provide letters alone.  

Deadlines 

 

Deadlines are set for a reason and missing a deadline is not acceptable. If you miss a deadline for 

a trip, you may lose your deposit and opportunity to attend.  

 

Community Service and Volunteer Hours 

Community service is a non-paying job performed by a person for the benefit of the community. 

Volunteering means giving of your time. Our department offers many opportunities for both. 

However, the directors will not award Community Service Hours or Volunteer Hours for 

attending a performance.  That is merely entertainment 

 

INTERNATIONAL THESPIAN SOCIETY 

How Membership is Granted  

1. Thespian membership is granted for the demonstration of a commitment to excellence in 

theatre arts that meets EdTA is general guidelines. Specifically, students become 

members by earning points for their work and for maintaining a required GPA.  

2. The directors and officers will maintain records of Students activities, and Thespian 

membership will be conferred when qualifications have been met. When the required 

number of points has been earned, an apprentice should be given a Membership 

Notification card informing them that they may join the International Thespian Society. 

No hazing of student candidates is permitted. 

3. One point represents approximately ten hours of excellent work. 

4. To become a Thespian, a student must earn ten points, five of which must be 

acquired at the school where he or she is to be inducted. Students must participate in at 

least two full- length productions, or one full-length and two one-acts, or four one-acts. 

Participation should be in at least two of the listed categories (for example, acting and 

business). 

http://www.sisd.net/teatristas
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5. Our Troupe, 2600, has a separate constitution which includes the rules for remaining 

active and receiving honors such as graduation cords and Thespian honors. This 

constitution can be found on our website www.sisd.net/teatristas .  

 

SURVIVAL SUGGESTIONS  

1. Make friends right away. Teatristas is a community, do your part to make it a fun and 

supportive community.   

2. Say NO once in a while. 

3. Take on as much as you can possibly handle, but don’t undertake more than you can 

control. 

4. Stay sober. And don’t smoke or vape; it is the single worst and most preventable teenage 

habit. 

5. Though it may sound impossible, try to get some sleep. 

6. Bring your homework to rehearsal. Those students that can motivate themselves 

to study in any environment tends to be more successful. Use your time wisely. 

7. Don’t be afraid to ask for a ride from your fellow teatristas! But also be willing to cough 

up some gas money. 

8. Don’t be afraid to ask for help -- from both students and teachers. 

 

What do I do if I have a question or concern that is not addressed in this Handbook?  

ASK THE QUESTION! Do not assume that your instructors/directors can read minds. If there is 

something that you do not understand, ask about it. The only stupid question is the one that 

remains a question.  

 

  

http://www.sisd.net/teatristas
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Socorro High School Teatristas Handbook Acknowledgement Form 

 

STUDENTS  

I have read the Teatristas Production Handbook, and I agree to abide by its rules and regulations. 

I understand that failing to follow these guidelines may be cause for dismissal from a production 

company and may affect future casting.  

________________________________________________  

(student's signature)       (date)  

 

PARENTS  

I have read the Teatristas Production Handbook, and I agree that my son/daughter will abide by 

its rules and regulations. I understand that failing to follow these guidelines may be cause for 

his/her dismissal from a production company and may affect his/her future casting.  

________________________________________________  

(parent's signature)       (date)  

 


