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THE MISSION
OF DUKE ELLINGTON SCHOOL OF THE ARTS IS TO NURTURE AND
INSPIRE PASSION FOR ARTS AND LEARNING IN TALENTED STUDENTS
WHO MIGHT NOT OTHERWISE HAVE AN OPPORTUNITY TO DEVELOP
THEIR ARTISTIC SKILLS. WE ENSURE THAT OUR STUDENTS ARE
PREPARED FOR POST SECONDARY AND/OR CAREERS IN THE ARTS
BY OFFERING AN INTENSIVE ARTS- BASED PROGRAM. WE PREPARE
OUR STUDENTS TO BECOME PRODUCTIVE CITIZENS IN OUR GLOBAL
SOCIETY THROUGH OUR STRONG FOCUS ON COMMUNITY SERVICE.
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THE ELLINGTON CREED
ELLINGTON’S GOAL IS TO BE A COMMUNITY OF ARTISTS,
LEARNERS AND LEADERS. IN ORDER TO REACH THIS GOAL,
WE ASCRIBE TO THE CREED:

4

COMMITMENT

RESPONSIBILITY

EXCELLENCE

EMPATHY

DIGNITY

THE HABIT OF
APPLYING YOUR
TALENTS TO A TASK
OR PROJECT.

ACTING IN A WAY
THAT ACKNOWLEDGES
THE CONNECTION
AND DUTY YOU HAVE
TO YOURSELF AND
OTHERS.

STRIVING TO MEET
A STANDARD THAT
DEMONSTRATES
MASTERY OF
AN IDEA OR
TECHNIQUE.

INTENTIONAL
CARE AND
CONSIDERATION
OF OTHER’S
FEELINGS,
THOUGHTS AND
EXPERIENCES.

CONDUCTING
YOURSELF, AT
ALL TIMES, IN
A RESPECTFUL,
UPLIFTING MANNER
THAT SHOWS YOU
RECOGNIZE YOUR
CONNECTION TO
A PRESENT, PAST
AND FUTURE
COMMUNITY.
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INTRODUCTION
Welcome to the Technical Design and Production Department (TDP) at the
Duke Ellington School of the Arts. This handbook is to ease your transition
into the department and to help you gain the most out of your education
within the TDP department. It is intended to be a resource regarding
general information, policies, procedures, expectations, and requirements.
Please note, however, that the curriculum is continually evolving, and this
version of the handbook may not reflect all the curricular changes the
department has recently implemented or is presently in the process of
implementing.
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MISSION STATEMENT

TDP

The Technical Design and Production Department
is committed to creating meaningful theatre
through diverse aesthetics, academic and practical
training and the collaborative process. Our aim is
to guide students to discover and embrace their
creative potential through the exacting principles
of craftsmanship and technical discipline, and to
master the achievement of their artistic goals while
striving to meet a standard that demonstrates
mastery of an idea or technique.
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TDP DEPARTMENT

GOALS
10

Through a culturally relevant learning experience that
is both practical and theoretical, students will hone the
skills necessary to become artistic leaders in design,
production and management. Technical Design and
Production artists will graduate with the ability to
creatively process and solve challenges related to
the demands of the entertainment industry with the
highest degree of professionalism and integrity.
The Technical Design and Production
Department is committed to:

1 Team design
2 Collaboration and communication
3 Respect for and responsiveness to the needs
of all students, faculty, and staff

4 Highest standards in professionalism, design,
creativity and academics

5 Critical, creative and imaginative thinking,
diversity of ideas

6 Artistic, academic and Intellectual freedom
7 Diversity & citizenship
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AUDITION
WHAT WE ARE LOOKING FOR
If you are a hardworking, high achieving, self-starter and a dedicated
team player, then the Technical Design & Production Department
is right for you! As one of the nation’s premier college preparatory
arts institutions, Ellington recruits and maintains a high standard of
achievement for our young artists in both arts and academics. We offer
an academic and art program that is intense, rigorous and exciting! All
students interested in Technical Design and Production must complete
and interview and hands on shadow process.

WHAT TO SUBMIT
1 Written Essay that addresses the following prompts:
• Part 1: A paragraph defining Technical Design and Production
or Arts Management.

• Part 2: A typed 350-word essay that describes your interest

in any aspect of technical design and production, for example,
lights, costume, sound, set, stage management. Also, please
explain what you plan to do with the training you will receive
from Ellington’s Technical Design and Production Department.
12
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2 A Resume of any experience you have in the fields of technical
design and production, set construction, lighting, sound or
video recording, electronics, computers, costume design, stage
management, and/or crafts.

3 Additional recommendation: In addition to the three letters of
recommendation that are in your MySchoolDC application, IF you
have a letter from one of the following, feel free to submit that as
well: Director, Production Manager, Stage Manager, Designer (from a
production that you worked on – who can speak to your experience).

HOW TO PREPARE
Examples of work the portfolio might contain are

•Drawings or paintings from arts classes (not necessarily related to
technical design)
•Three-dimensional work, models, sculpture, collages, designs
•Visual examples showing your training, graphic abilities and artistic

vision

•Items from a production you have worked on, including: prompt books,
photographs and Playbills from the production with your name and
position,
•Run sheets, order of service, or playbook

DUKE ELLINGTON SCHOOL OF THE ARTS
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•Production drafting, scenic, costume or lighting examples, (plots),
renderings and sketches, sound/video recording samples. Other examples
of previous experiences are welcomed.
•Prompt books/ including: Rehearsal/Performance Reports, Cue Sheets,
Blocking notations.

THE INTERVIEW PROCESS
1 Take the “Production & Design Aptitude Quiz”
2 Participate in their interview with staff, bringing their portfolio
paperwork with them and having sent the other required materials in
advance

3 Students who have a successful interview move to Phase 3 will be
invited to participate in a shadow workshop. During shadow workshop,
students will work with current Technical Design & Production students
in the production of a performance or observe a class with hands-on
interaction. Students must be able to lift equipment, climb ladders, and
be willing to get dirty or dusty due to the scope of work.

14
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STUDIO
ART FEES
Duke Ellington students are required
to pay a yearly activity fee of
$200, which directly benefits the
arts department in which they are
enrolled. This fee should be paid at
the time of registration but can be
paid in installments. Money orders
and checks should be made payable
to DESAP (in the memo portion of
the check: TDP Department).
This fee helps off-set the costs
associated with bringing in guest
artists and for participation in
departmental outings. Failure to
pay fees will result in the student’s
ineligibility to participate in field
trips, various school activities, receive
school-based scholarships and a
senior’s ineligibility to participate
in the graduation commencement
ceremony.
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CURRICULUM

GRADING

TDP Students entering in the 9th grade (four-year program) must obtain
12 credits to receive an arts endorsement. TDP Students entering in the
10th grade (three-year program) must obtain 9 credits to receive an arts
endorsement.
YEAR 1

YEAR 2

CREDITS

Stagecraft I & II

1

Audio Visual Technology

1

Technical Production I

1

Technical Production II

1

Theatre Operations I

1

Theatre Operations II

1

Basic Costumes

1

Stage Management I & II

1

YEAR 3
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CREDITS

CREDITS

Audio Visual Design or
Lighting Design I

1

Technical Production III

1

Theatre Operations III

1

Costume Technology

1

YEAR 4

CREDITS

Entertainment Careers I

1

Technical Production IV

1

Theatre Design I

1

Senior Project Theatre
Tech I & II

1
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In formal classes and during production mode -builds, rehearsals,
shows and strikes to which a student is assigned, student will be
evaluated by instructors, guest designers, stage managers, and
directors. Students are encouraged to check periodically with each
of your instructors as to your academic and/or performance growth.
At the end of each advisory, you will receive a grade, which will be
entered into ASPEN and recorded on your official transcript.
Production activities that are initiated in and result from production
courses will be critiqued and evaluated under the leadership and
initiative of the instructor. (Examples of such activities and courses
are: management, scenic, sound, costume, and light design.) The
instructor may, from time to time, invite other members of the faculty
or student body to participate in the critique. The discussion, led by
the instructor of the class, will be characterized by an assessment of
the weaknesses and strengths of the participants in terms of their
development as theatre technicians. Students will be encouraged to
evaluate each other constructively and will be given opportunities
to evaluate their own development in terms of the objectives of the
class.
All critique sessions are viewed by students and faculty as a part of
the educational program through which theatre artists, at all levels,
mature and develop their abilities. The aim of your critique is to
should show intelligence, appreciation, and standards of value.
DUKE ELLINGTON SCHOOL OF THE ARTS
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A. EXCELLENT = 17-20 points or 21-25 points
B. EXCEEDS REQUIREMENTS= 13-16 points or 16-20 points
C. MEETS REQUIREMENTS = 9-12 points or 11-15 points
D. PERFORMS BELOW REQUIRED EXPECTATIONS = 5-8 points or 6-10 points
F. FAILED TO MEET REQUIREMENTS = 0-5 points

CRITERIA FOR GRADING
CRITERIA

PUNCTUALITY

18

A
Excellent (5pts.)
Consistently arrived 15
min. early for a work/
show call & working or
ready to work

B

C

D

F

Exceeds Requirements
(4pts.)

Satisfactory Exceeds
Requirements (4pts.)

Performs below required
Expectations (2pts.)

Failed to meet Requirements
(1pt.)

Arrives right at work/
show call barely ready
to begin work

Arrives 5 minutes late to
call with no notification
to instructor & crew lead
d.

Meets 3 out of
5 points

Meets 2 out of
5 points

Arrives 5 min. early
for a work/show call
& ready to work

More than 5 min. late
for a call or absent. No
notification which is
equal to an absence

COMMITMENT/
WILLINGNESS TO WORK

Meets 5 out of
5 points

COMPLETION OF TASK

Proficiently completed
all tasks & goals.

Completed most
tasks & goals.

Showed little interest,
but completed tasks
& goals

Barely completed
tasks & goals

None of the tasks or
goals were completed

APPLICATION OF
LEARNED SKILLS

Mastery & retention of
previously taught skills

Proficiency in
previously taught
skills

Satisfactory in
previously taught
skills

Unsatisfactory retention
of previously taught
skills

Failure to apply
previously taught skills

PROFESSIONALISM/
RESPECT

Exhibits full knowledge
of skill(s) & process;
efficiently executes
assigned tasks

Shows 75% or more
understanding of
skill(s) & process(es);
executes assigned tasks

Does not fully understand
skill(s) & process; but tries
to execute tasks to best of
ability

Does not understand
skill(s) & process;
barely executes task
given

No understanding
of skill(s) & process;
refuses to participate in
production/event
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Meets 4 out of
5 points

Meets 1 out of
5 points

DUKE ELLINGTON SCHOOL OF THE ARTS

19

REQUIREMENTS
TOOLS

Required material for ALL students and ALL safety items
must be purchased ASAP.

•(2) three-ring binders (2 inch)
•(2) packs of 8 section dividers.
•Large pack loose leaf 3-hole punched paper
•Pack of #2 pencils & pencil sharpener
•Pack of ball point pens or Mechanical Pencils
•Composition book
•Set of neon highlighters
•Student Architect Drafting kit
•Gum Eraser or Hi-Polymer Eraser
•Sketch Book/Pad
•(1) 12” Ruler
•Permanent Black Markers (Sharpies)
•(1) pair leather/rawhide gloves for lifting scenery or

working the rail **

•((1) pair mechanic’s gloves (form fitting/trek dry)

for lighting & sound **

•Back support belt w/ shoulder straps **
•(1) pair of over-the-ear head phones with 1⁄4” &

stereo mini adapter. NO EAR BUDS/NO BEATS

•Fanny pack to carry inhalers, tissues, wrench,

flashlight.

20

•Water container bottle to re-fill at the water

fountain

•Tool bag or box (should be one you can add lock)
•(1) combination lock (for tool bag/box)
•Stop watch (USE OF CELLPHONE NOT

ALLOWED) Wristwatch to tell time (NOT
CELLPHONES)•Gum Eraser or Hi-Polymer Eraser

•Pack of Ear plugs (for inner ear protection) **
•Mini Mag flash light (small and pocket sized; any

color you want. (NO CELLPHONES ALLOWED)
**•Permanent Black Markers (Sharpies)

•8” inch crescent wrench **
•Safety glasses (NO dark tint) **
•Multiple tip screw driver w/multiple heads**
•25’ Measuring Tape **
•Hammer (medium weight claw hammer-not

small)

•Scissors: Fabric Cutting Scissors, Paper Cutting
Scissors
•Small Sewing kit (should include: Seam Ripper,

Sewing Needles, Measuring tape

•Water Color Sketch Book ,Water Colors, Colored
Pencils, Crayons
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UNIFORMS
DAILY DRESS CODE FOR CLASS & LABS

•Black mechanics jumpsuit
•Jeans, Dockers or Khakis with pockets that are comfortable and

movable; No tears, rips or holes. (No tight clothing, no tights, no
leggings).

•Long or short black sleeve shirts that cover their entire torso. No
cleavage, visible midriff, or underwear can be seen. No halters, tank
tops, spaghetti straps, one shoulder straps. No backless or strapless
tops or dresses

•No shorts or mini dresses are to be worn
•No clothing or personal items displaying slogans or logos referencing

violence, alcohol, tobacco, lewd language, or drug paraphernalia

•No paints below the waistline
•No hats, doo rags, head wraps or bandanas

ALL BLACK DRESS WHEN IN SHOW MODE:

•One (1) ALL BLACK mechanics jumpsuit
•Two (2) of each ALL BLACK: long sleeved and short sleeved shirt,

black pants/slacks with pockets and belt loops, belt, socks, hard sole
shoes, steel-toed boots. (NO HOLES OR TEARS IN CLOTHING)
Any student who is not compliant with the dress code will receive an
“F” for the day under “PARTICIPATION” in all classes.
DUKE ELLINGTON SCHOOL OF THE ARTS
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RUN CREW
Required for all events:

CONSTRUCTION CREW
Required for all when working:

•ALL BLACK shoes (no white, brown or any other color stripes, soles or
strings) TOTALLY BLACK

•Black mechanics jumpsuit
•ALL BLACK shoes (no white, brown or any other color stripes, soles

•ALL BLACK shirt (no logo or printing), black pants, black socks
•NO jewelry, including rings and dandling earrings or hoops (they

reflect light) Gold or silver studs are acceptable.

•Neatly tie back long hair.
•Work gloves (on person)
•Costume, if applicable
•Black Jump suit or black khakis & solid black t-shirt– No logos, holes,

rips or tears

•No cellphones...wear a watch if you need to know the time.

FRONT OF HOUSE
Required for all events:

•All Black dress pants, socks and shoes. No jeans.
•White dress shirt. Short or long sleeves. No strapless, spaghetti

straps or halters.

•Mini Mag Flashlight**
•No cellphones...wear a watch if you need to know the time.

22
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or strings) TOTALLY BLACK

•Hard-soled shoes (no sandals, flip flops, or flesh-exposing footwear)
•Tie down loose clothing and tie back long hair
•No loose jewelry (including dangling & hoop earrings).
•Safety glasses whenever operating a power tool
•Work gloves when working the counterweight system**
•Dusk mask
•Ear plugs

ELECTRICS CREW
Required for all when working:

•Black mechanics jumpsuit
•Hard-soled shoes (no sandals, flip flops or flesh-exposing footwear)
•Tie down loose clothing and tie back long hair
•No loose jewelry (including dangling & hoop earrings; big or small)
•Mechanics gloves when working on lighting equipment**
•No cellphones...wear a watch if you need to know the time.
DUKE ELLINGTON SCHOOL OF THE ARTS

23

CONCERT DRESS
Since most technicians may end up on the stage in a very visible way.
We require that you always have a set of dress clothes on hand. No
jeans or sneakers. You may wear a jacket/ sports coat / tie at your
discretion.
SHOW BLACKS
These are the events where you may be on the stage and are not
supposed to be visible. Very simply, you should wear ALL BLACK. And
yes, that does include your under garments, shoes and socks.
PROFESSIONAL DRESS
All technicians are required to wear professional dress once a month.
A schedule will be available during the first advisory.

DEPARTMENTAL RULES
Please be advised that students must adhere to standards outlined
in the student handbook. Disciplinary action will arise, and are not
limited to, from the following:

•Profanity, negative attitude, and disrespect
•Tardiness
•Improper Uniform
•Breaking established rules
•Dress code violations
24
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NO CELL PHONES

There is a no cellphone policy in Technical Design & Production.
Phones are to stay in lockers. No charging cell phones in class,
backstage, in control booths or any performance space. Please call
Ms. Leonard at 202.807.0537 or the Main Office 202.282.0123 to get
a message or to speak with your student.

NO FOOD OR SNACKS

Are allowed in classrooms. Snacks will be permitted on (5) minute
breaks, before arts block begins and after school in the backstage
hallway or room 135.
THERE ARE NO EXCEPTIONS TO THESE REQUIREMENTS!!

ATTENDANCE REQUIREMENTS
Any absence from a crew call, technical rehearsal, dress rehearsal,
performance, production meeting, strike, or any other rehearsal, call
or class meeting where attendance is mandatory will result in an
automatic grade of “F.” Absences due to student illness, acts of God,
or death in the student’s immediate family will be considered excused
upon presentation of appropriate documentation. Exception to the
attendance policy will be at the discretion of the Ellington Technical
Design and Production faculty. PARENTS, PLEASE KEEP THIS IN MIND
WHEN SCHEDULING DOCTORS APPOINTMENTS.
DUKE ELLINGTON SCHOOL OF THE ARTS
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PRODUCTION CREW ATTENDANCE
Technical Design and Production depends on TEAMWORK. Each
member of a production depends upon the other members of the
company to fulfill production, artistic, and educational responsibilities
and duties. A most serious breach of professional ethics is the failure
to perform production responsibilities with high standards and in a
timely manner. You are therefore expected to accept and complete all
production assignments on time and to the best of your abilities. In case
of unforeseen emergencies, it will be your duty to inform a staff member
of the Ellington Technical Design and Production staff of the reasons you
find it impossible to meet your production requirement. Please be aware
that severe penalties (grade reductions in production courses, termination
of production participation or dismissal from the Technical Design and
Production department and the Duke Ellington School of the Arts) will
result from consistent failure to fulfill production responsibilities.

•Students must inform a TDP faculty member of reasons for absence
in advance, within 24 - 48 hours, especially during production mode.
•Students are expected to be active participants in the production
process, attending all required meetings, actor rehearsals, technical
rehearsals, and previews.

•Time management is imperative for success in academics and arts

Any variation from expectations will require communication with
Chairperson, instructor, supervisor, stage manager, and/or other
person in charge.

CLASS ATTENDANCE
Regular attendance and participation in arts courses and class
activities (class, studio, and out-of-class time) is essential to the
academic and artistic development of technical artists.

•Each student is expected to adhere to course attendance
requirements.

•Each faculty member will publish and distribute specific attendance
requirements and penalties to students
26
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