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DISCLAIMER 
 

As with any handbook, this one is intended as a guide – albeit a detailed one – to emergency procedures 
and protocols.  It attempts to lay down basic structures.  These structures, in a theatrical setting, should, 
by definition, be approached with a good deal of common-sense flexibility as dictated by the particular 
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Todd Theatre Emergency Procedures 
!
"#$%&'(!#$!)#*+'*&,-!.&$+/!#$!.&$+!0,1,$2/!
!
If any employee or student notices a working fire, or a potential fire hazard (excessively smoking 
lights, paper fires, etc.): 
 
They shall: 

1. Immediately activate the building fire alarm system by pulling the nearest pull station. 
2. Contain the fire by closing all doors. 
3. Relocate anyone in immediate danger. 
4. Exit the building, assisting others if it is necessary and safe to do so. 
5. Immediately notify Production Manager, Artistic Director, Program Administrator, Box 

Office/Front
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Todd Theatre Emergency Procedures 

!
)$+=)+$>#$4,'8+!)$#8+27$+/!
 
Before the House is opened to an audience: 
 
Stage Manager shall: 

Check to see that all fire exits, pull stations and emergency lights are clear and accessible (no 
props or set pieces obstructing them, etc.), and that all fire extinguishers are charged and in 
position. 

 
Once the audience is seated and just before the show is about to begin: 
 

A Fire Announcement should be made.  A recorded announcement is available for this 
purpose (see the Production Manager).  There are THREE recorded versions of this 
announcement at the disposal of any production: 
 Version 1:  as above 

Version 2: asks the audience to leave the theatre at intermission but allows them to leave 
their belongings in the theatre 
Version 3: asks the audience to leave the theatre during the intermission and to take their 
belongings with them (in the case of the audience seating configuration being changed at 
the intermission).   

 
In the event that the recorded announcement is not available, the Front-of-House Manager 
shall: 
Make the following announcement to the audience: 

“Ladies and Gentlemen, welcome to Todd Theatre and tonight’s performance of 
[production name].  At this time, we ask you to turn off all cellular devices, beepers 
and pagers.  Please take a moment now to locate the fire exits.  In the unlikely event of 
an emergency, you will be given directions either by me or by the Stage Manager.  
Thank you for your attention, and enjoy the show.” 

 
!
?+'+$,-!)+$>#$4,'8+!)$#8+27$+/!
 
Stage Manager shall: 
Instruct all staff, actors and crew, and ensure that at no time during the performance a fire exit is blocked 
by costumes (due to quick changes), props (including temporary prop holding positions), etc.  Costumes 
or props being carried offstage to areas in the lobby need to be cleared immediately to the green room, 
dressing rooms, etc. 
! !
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Todd Theatre Emergency Procedures 
!
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Under all circumstances, if the Fire Alarm sounds the building MUST be evacuated. 
 

When the Fire Alarm Sounds (and it is safe to do so): 
 
Stage Manager shall: 

1. Briefly notify all on headsets that the performance is going to be interrupted. 
2. Briefly notify the Front of House Manager to prepare the lobby and theatre doors for evacuation. 
3. If actors are onstage, issue the following instruction in a loud, clear voice:  

“Actors. Please Hold.” 
4. Instruct Sound Op to stop all sound cues currently in operation. 
5. Instruct Light Op to bring up house lights (and stage lights, if inadequate light is currently on 

stage). NOTE: Under no circumstances should there be a blackout during this procedure. 
6. Make the following announcement in a loud, clear voice: 

“
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Todd Theatre Emergency Procedures 
 
)#5+$!@7*,(+!A7$&'(!,!)+$>#$4,'8+ 
 
When the power goes out: 
 
Stage Manager shall: 

1. If actors are onstage, issue the following instruction in a loud, clear voice:  
“Actors. Please Hold.” 

2. Make the following announcement in a loud, clear voice: 
“
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If power is to be restored within an unknown period of time (>five minutes): 
 
Front-of-House Manager shall: 

1. Liaise with Stage Manager. 
2. Instruct Front-of-House Staff to be ready to escort patrons to the lobby. 
3. Make the following announcement to the audience from the stage: 

“Ladies and Gentlemen.  We are uncertain as to how long the power will be off.  We 
will wait another 10 to 15 minutes.  During this time feel free to move into the lobby.  If 
the power is restored we will continue the performance.  If power is not restored we 
may have to cancel the perfor
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Todd Theatre Emergency Procedures 
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When the power goes out: 
 
Stage Manager shall: 

1. 



UR International Theatre Program Emergency Handbook 

X Edition                



UR International Theatre Program Emergency Handbook 

X Edition                Revised 8/23/2022 at 3:05:28 PM 
13 

Todd Theatre Emergency Procedures 
 
B,/*!#$!B$+5!C'D7$E!"&*6!,'!372&+'8+ 
 
 

IMPORTANT NOTE 2: STAGE MANAGEMENT 
Stage Managers must designate one backstage ASM to act as the First Aid ASM. 
The First Aid ASM will, in addition to his/her other duties, be responsible for being 

the first backstage point of call for any injuries.   
This ASM will prepare and (only if qualified) administer immediate First Aid, and be responsible for the 

preparation of Green Room space and security for any injured crew member or actor. 
Stage Managers must identify the First Aid ASM to cast and crew. 

 
 
When the injury occurs: 
 
A.  If the injury is a minor one 
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Front-of-House Manager shall (cont.): 
o. Make the following announcement to the audience: 

“Ladies and Gentleman.  Thank you for your patience.  We will take a short 
break while we attend to this situation.  Please remain in your seats.  We 
hope to resume the performance shortly.” 

p. 
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Stage Manager shall (cont.): 
i. Instruct Light Op to take out houselights. 
j. Make the following announcement in a loud, clear voice: 

“Actors: when you’re ready.” 
k. Continue with performance. 
l. Append additional comments, if necessary, and sign the Front-of-House Manager’s 

Performance Injury Report. 
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Todd Theatre Emergency Procedures 
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Should an audience member become severely ill or incapacitated during a performance: 
 
Stage Manager shall: 

1. Make the following announcement in a loud, clear voice: 
“Actors. Hold please.” 

2. Inform Front-of-House Manager of the situation. 
3. Instruct Light Op to bring up houselights. 
4. Await instructions from the Front-of-House Manager. 
5. Determine a suitable cue for crew and actors to resume performance. 
6. On receiving Front-of-House Manager’s permission for the performance to resume, make the 

following announcement to the audience in a loud, clear voice: 
“Ladies and Gentlemen.  Thank you for your patience.  We are now ready to resume 
the performance.” 

7. Instruct Light and Sound Op’s to go to appropriate cue.
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Todd Theatre Emergency Procedures 
 
"#$%F-,8+!C'D7$E!>#$!G+86:!H7&-2:!0,'(:!.#87/!,'2!#*6+$!G+86'&8,-!I*,>>!,'2!
I*72+'*/;!
!
 

IMPORTANT NOTE: 
It is the policy of the UR International Theatre Program that 

students, staff and guest artists working in Todd Theatre while building, hanging, focusing and rigging 
(etc.), as well as anyone operating potentially dangerous tools, instruments and machinery must 

at all times 
be supervised.  In the case of students, this supervision is the responsibility of the UR International 

Theatre Program Production Manager. 
Additionally, no-one is permitted to be working technically in Todd Theatre without appropriate safety 

precautions being in place and without wearing appropriate safety protection. 
 

Similarly, it is strictly forbidden for any faculty, staff, student or guest artist to be working in any capacity in 
Todd Theatre under the influence of alcohol, drugs, or any illicit substance. 

 
 

• Minor technical workplace injuries (minor cuts, scrapes, splinters, etc.) should be treated using 
the First Aid Kit available in the Green Room. Please Note: Any injury where a student, staff 
member, or employee (including visiting artist/instructor) seek any sort of medical 
attention through University Health Services or other medical care provider, or is not a 
minor workplace injury (as described above) must follow the format below for injury 
response. 

 
• It is the Production Manager’s responsibility to ensure that for all Tech classes and labs, as well 

as for any independent technical/building work taking place in the theatre, the First Aid Kit is 
adequately stocked and maintained.  Refills and replenishments of the First Aid Kit need to be 
submitted to the Program Administrator for ordering.
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WORKPLACE INCIDENT REPORT 
(Do not remove from handbook.  Use for photocopying, if needed.) 

 
Every injury of Technical, Build, or Lighting Crew Members requiring hospitalization, emergency room service, or MERT intervention 

must be submitted to the Artistic Director of the UR International Theatre Program, no later than a week after the date of the 
incident.  This report should be signed by both the Production Manager and by the injured party. 

 
NAME OF INJURED ___________________________________    DATE OF BIRTH _____________________ 

T
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(Do not remove from handbook.  Use for photocopying, if needed.) 
 

Every injury to a crew member, patron or actor that results in a performance cancellation or intervention by MERT must be 
documented on the following form.   

Please submit the form to Artistic Director not later than 24 hours after the injury. 
 

NAME OF INJURED ___________________________________    TEL. NUMBER:  _____________________ 

DATE OF INJURY________________________  PRODUCTION_______ _____________________________ 

DESCRIPTION/NATURE OF INJURY __________________________________________________________   

____________________________________________________________________________________ 

____________________________________________________________________________________ 

HOW DID THE INJURY OCCUR? _____________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

INJURED PARTY WAS (circle the appropriate):!!!!!!!!"!S#$%&'#!!!!!!!S#"((!M&)*&+!!!!!!!!G$&,#/V-,-#-'.!A+#-,#/P"#+/' 

IF A STUDENT, WAS S/HE AN (circle the appropriate):!!!!!!!!!"0#/+!!!!!!!!0+&1!)&)*&+!!!!!!!!"$%-&'0&!)&)*&+ 

WHAT STEPS WERE TAKEN AFTER THE INJURY OCCURRED (provide names, if possible)? _____________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

ADDITIONAL COMMENTS BY STAGE MANAGER: ________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

SIGNED/DATE (FRONT-OF-HOUSE MANAGER)      SIGNED/DATE (STAGE MANAGER) 

__________________________________                    ______________________________________ 

 

 




