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COSTUME FOR

NEW ENTRANTS

- INTRODUCTION -

This welcome pack has been created by costume trainees with the

help of senior members of the department to help new entrants

navigate the industry. Within it you will  find useful information and

tips on tasks you might be expected to undertake. It includes a

costume lingo glossary, sustainable kit ideas as well as other useful

things to help you be as confident as possible in your day-to-day work.







Many new entrants feel unfamiliar with the structure of the costume

department and do not feel confident engaging in discussions at work.

This can lead to lost opportunities, as they may refrain from sharing

ideas because they feel unsure as to who they should address in which

situation, for example around environmental practices. This pack aims

to help close the gap and provide support to the next generation of

costumiers.
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As a  tra ine e,  yo ur  pr i mary  ro l e  wi l l  b e  to  fa ci l i tate other  peo ple’ s  wor k.  No

two  jobs w i l l  ev er  b e the  sam e,  as  your  tasks  and dut ies w i l l  be  d ictated by

the needs  of  a  s peci f ic  p rodu ction and  team.  




I t  is  import ant  to  l iste n car eful ly  to  wha t  is  ha ppening a round you .  Bein g

awa re of  what  i s  bei ng sa id  by  people  around you wi l l  a l low y ou to  ant i c ipate

peo ple’s  n eeds a nd be  pre pared  and ready to  help .




Don ’t  be af ra id  to  ask .  Yo u are  here to  help  of  co urse,  bu t  a lso to  l earn.  N o

one  wi l l  e xpect  you t o  kn ow e verything  and e veryo ne  you work  w ith  wi l l  h ave

bee n in  yo ur  sam e po sit io n at  some p oint .  Howe ver ,  i t  is  impor tant  to  kn ow

who m to a sk and  whe n to  do s o.  Avo id  d istur bing the designe r  un less  you

have  been sent  b y  yo ur  su per visor  o r  one of  the a ssista nt  desi gner s wi th  a

spe cif ic  r eques t.  Co stume  supe rvisors  wi l l  ge neral ly  be ver y  busy deal ing

wit h  quer i es fro m the  wh ole  d epa rt ment,  so  try  to  a sk y our  co l leag ues and

coo rdinato rs f i r st ,  a nd o nly  go  to  yo ur  supe rvisor  i f  you  cannot  ob tai n  an

answ er  e lsewhe re.  




Rem ember  that  i t  is  i mpor tant  to  be res pectf ul  of  the  desig ner ' s  wor k  and

to b e cons cious  of  w hen  it  is  and is n't  appro pr iate to  voice  an opi n io n on it ,

in  f i tt ings or  in  an y ot her  s ett ing .




Don 't  under estima te th e po wer  of  mak ing peo ple  tea  or  co ffee!  

Reg ular ly  offer i ng to  get  hot  dr inks o r  putt ing th e kett le  on is  a  gr eat  way

to ge t  to  k now th e pe ople  you  work with.  In  an  often s tressf ul  and t i r in g

wo rk env ironme nt,  lo oki ng af ter  pe ople  wi l l  a lways  be g reat ly  appr eci ated.

Plus ,  countl ess p eopl e  go t  their  next  job  th is  w ay,  and  continu e to  do so

furth er  do wn the  l ine !




I f  y our  de partme nt em ploy s ot her  tra inee s,  try  and help  each  other  out  wh en

yo u can.  T hey wi l l  be  an i mpor tant  su pport  netw ork thr oughout  the  j ob and a

goo d sourc e of  info rmati on.




F ina l ly ,  be  proact ive,  but  i f  you  have any d oubt,  dou ble  che ck with  your

col l eagues  and/o r  sup ervi sor .  I t  is  b etter  to  c onf i rm that  you h ave corr ect l y

unde rstoo d wha t  was  nee ded from yo u befor ehand.







COSTUME TRAINEE

- GENERAL INFORMATION -
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Costume Designer:  Head of Department. They are in charge of creating all the

looks that will  appear on screen.

Associate Designer:  On bigger jobs only: co-designer and main assistant designer.

Assistant Designer: Makes sure all costumes are made to the designer's

specifications. Liaises with other departments and manufacturers/suppliers.

Costume Supervisor: Oversees all the budget, staff and welfare of the costume

department. This is the person you want to contact if you are enquiring about a job.

Costume Coordinator:  Ensures the day-to-day running of the studio/office and

oversees the logistics for the department.

Workroom:  Includes all teams in charge of making the costumes.

COSTUME DEPARTMENT

BREAKDOWN

*Every production you work on will  have a different size and budget, which means each costume department

will  be organised slightly differently in order to accommodate the requirements of a specific production. On

some jobs, especially when working within smaller teams, people may end up taking on several roles.
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Buyer :  In charge of purchasing everything the department may need (fabric,

items of clothing, accessories, kit, stock...).

Maker: Sews the costumes.

Cutter:  Interprets costume designs and makes them into patterns.

Tailor: Cutters specialised in tailoring and suiting.

Alterations: Adjust costumes to make them fit the actors and supporting

artists.

Millinery :  Makes hats and headwear.

Dyer and Textile/Breakdown Artist :  Creates visual effects and textures on

fabric and costumes including ageing clothes to make them look old/worn/broken,

printing  and dyeing fabrics to specific requirements / colours.

Crowd Department :   In charge of background artists.

Crowd Supervisor :  Manages the crowd department. Works with/under the

costume supervisor.

Principal Team :  In charge of all  lead cast members' costumes, including looking

after and dressing actors.

Fitter :  Measures and fits costumes on supporting artists. Notes any

adjustments needed and makes sure everything goes through alterations and

breakdown as needed.

Wardrobe/Truck Supervisor :  Oversees the day-to-day of costume on set,

looking after the costumes and creating the line-up for each shoot day. In charge

of liaising between the costume supervisor, assistant designers and the set

team as well as scheduling and hiring principal dailies.

Standby :  Looks after actors/supporting artists on set, dresses them, ensures

the continuity and the maintenance of the costumes throughout the shoot.

Costumer/Costume Assistant (can be dailies) :  General assistants to the

department, often people who are contracted day by day (dailies), who will  help

where needed. Can be very experienced people stepping in to help with fitting, on

set looking after principals...

Junior:  Still  learning all the aspects of the department but more experienced

than trainees. 

Trainee:  New entrants.
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GLOSSARY

5

Backlot :  Area on a studio’s property where outside scenes can be shot in an

enclosed area.

Box Rental :  A fee you might sometimes be given for the use of your kit (list must

be supplied to production).

Costume checks:  Checks carried out by standbys before a take to make sure that

the costumes look exactly as they should on the actors.

Continuity  :  Process of tracking details throughout consecutive scenes (costume,

hair and makeup, props…), even when they are not shot in order. 

Continuous Working Day  :  A day's work with no lunch break (working lunch).

Craft Services  :  Catering units.

Crowd  :  Supporting Artists (also called SAs or extras), actors appearing in non-

speaking roles.

Dailies  :  Crew hired as freelancers for a single/few days (not on contract).

Ext.  :  Exterior. Indicates that the scene to be shot is taking place outside.

Hero  :  The principal cast members costume as opposed to the stunt's copy of the

same costume.

HOD  :  Head of Department.

Int.  :  Interior. Indicates that the scene to be shot is taking place inside.

Per Diem  :  Daily allowance for costs whilst on location (generally for food,

laundry...).  

Pre-Call  :  When a department or person has an earlier call time than the unit call.

This is generally only given to costume in situations where preparation in the

morning is quite substantial (for example on big crowd days). Pre-calls are different

from prep and wrap time (half hour in the morning and half hour in the evening) which

people working in costume give for free (unpaid) as part of their contract.

You can find more information on prep and wrap time in the Pact Bectu Agreements:

Pact/Bectu Major Motion Picture Agreement



members.bectu.org.uk/advice-resources/library/2909



Pact/Bectu TV Drama Agreement



members.bectu.org.uk/advice-resources/library/2679
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Pre-production  :  Planning and prep stages of a production.

Principals :  Actor appearing in a speaking role.

Prop (Property) :  Any moveable item that can be seen on a film.

Screen Test : A shot/scene filmed during pre-production to test various elements

of costume, makeup, practical effects or sometimes to audition actors.

Script Days :  The number of days through which the story is told. These will  have

been approved by the script supervisor.

Second Unit :  A second filming unit generally filming scenes that have already been

established by the director. It is also usual for scenes with large crowd or

backgrounds, action and stunt sequences and insert shots to be shot on this unit.

Semi-Continuous Working Day  :  A day's work with half an hour lunch.

Soundstage  :  Studio or warehouse, usually soundproof, used for filming.

Split Day  :  Irregular working day.

TLC  :  Tender and Loving Care.

Turnaround  :  The hours between the moment in which you finish work and start

work again the following day (in the UK, there should legally be 11 consecutive

hours between the two, otherwise you should be paid overtime for broken

turnaround).

Unit Call  :  When all departments are expected to be ready on set (your personal call

time to work will  be at the discretion of your supervisor).

Unit Base  :  Where Principal Makeup, Costume, Cast Trailers, Catering and

sometimes crew parking are located. The largest base and first point of call when

arriving at work. 

Wrap :  Notifies the end of the filming day, but can be used as a wrap on a scene,

actor...
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WHAT TO EXPECT

- TASKS & TIPS -
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When getting lunch/coffee/tea for your team, take orders on your phone; ask people

if they have a reusable box/mug/cutlery and if there isn’t any on the truck/in the

studio talk to your supervisor about getting reusable boxes for the team. Take a

marker pen with you to label lunches and drinks to avoid any mixup.

When running errands using your own car, keep a notebook in your vehicle and write

down the postcodes to and from the places you go to. It will  help you keep track of

the mileage you do for work (bear in mind this will  only be reimbursed when pre-

approved by your supervisor). It is also important to check with your insurance

provider if you have coverage for business use beyond your commute to work.

Studio: Normally studios are pretty organised and recycling should be set up. As a

trainee you can make sure these bins are labelled clearly and easily accessible.

There should be a recycling bin for paper, glass, metal etc., a compost bin in the

kitchen for food and a bin for general waste. If any of these bins aren’t set up you

can ask your coordinator if you can do so.

On set: It can usually be quite tricky, as there might not be any recycling on your

truck. You can ask your coordinator or supervisor if you could set up a recycling bin

for paper/card and regular recyclables. They might be able to email production about

this, but as they are usually very busy, it may not be appropriate to ask. 

It's worth getting to know your studio well and where everything is. As a trainee, you

might be expected to take out rubbish like cardboard when there is an excess of it in

the studio, so knowing the correct recycling points will  be helpful. If you are asked

to deal with a tricky item that is being thrown out (like a broken electrical), consider

volunteering to go to the local skip to dispose of it properly.

Each production has put its own system in place and measures are being updated

regularly. You can find the most up to date protocols on the BECTU Costume branch

website. Make sure to keep up to date. 

GENERAL TIPS

DAY TO DAY 




RECYCLING / BINS




COVID
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Familiarise yourself with the washing, cleaning and pressing symbols on clothing labels

(see our section on Maintenance on pages 12-14).

Most costume departments will  use the dry cleaner closest to their location for the

quickest turnaround. It would be up to your supervisor to agree to using a more eco

friendly dry cleaning company such as Blanc (https://blancliving.co/) and building a

relationship with them (this is key!). 

Drying clothes - it is usually fine to dry clothes outside or hung up instead of using the

tumble dryer if the items aren’t needed straight away (remember to check with your

colleagues). However this could be a problem when you’re on location and it’s a mud bath

outside so if you have an airing cupboard, use it. Tumble dryers are usually used to dry

blankets and towels - use on eco mode or on low heat setting. Do not tumble dry principal

costumes without asking the wardrobe supervisor first.

Try and use all sustainable products if possible (there are various brands on the market,

such as Ecover, Ecozone, Method...) and speak to your coordinator or supervisor about

getting refillable bottles.

More and more departments are now using washable calico/cotton bags but if it isn't the

case, start a pile of dress bags and reuse, reuse, reuse. It is normal practice and expected

that you will  reuse them.

If you are on the truck and you are overflowing with dress bags, send some back to the

studio and ask the studio team to reuse them. Same with clear plastic bags.

Familiarise yourself with the different sizing systems for clothes and shoes (UK/US/EUR...)

Learn how to take basic body measurements (you can find various internet tutorials).

Ask your coordinator if it would be possible to send the items to a charity or recycling

scheme  instead of throwing them away.

ON SET AND IN THE STUDIO





WASHING GARMENTS



DRESS BAGS / CHARACTER BAGS









SIZING










DISPOSAL OF CLOTHING (INCLUDING TIGHTS AND UNDERWEAR)



Used and unused clothing : 

Bring clean items to a charity shop Oxfam / Fara / Traid / Cancer



Tights (mail-in point) :   

BIA HÄRDPLAST, ATTN: SWEDISH STOCKING RECYCLING CLUB, ORRTORP   73198, KÖPING, SWEDEN 



New/gently worn bras and new underwear   

SMALLS FOR ALL, FIVE SISTERS BUSINESS PARK, WESTWOOD, WEST CALDER, EH55 8PN, UK
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Ask your coordinator if there is a daily run to the post office via production or if

there is a daily collection to avoid multiple trips. 

Ask production whether an electric car is available or a bike if what you have is easy

to carry and in close proximity. 

Keep boxes and mail bags to reuse when you’re sending packages out.

As a trainee you may be asked to order some stock, l ike stationery, on-set costume

kit like baby wipes or even fabric. If you know of a sustainable alternative and it is

your job to order the item, consider suggesting them to your coordinator or

supervisor, but don’t be disheartened if they do not want to go for it. There might be

a good reason why they don’t want to use that product.

If sent out to shop, ask your supervisor what type of transport is available (an

electric/hybrid car or public transports, if what you have is easy to carry, are best

but will  not always be possible).

Remember to take and preciously keep all receipts (take a photo in case you

misplace it).

Keep the petty cash you are given separate from your own money. Keep a zip-able

wallet (A5 size) in your kit to put your receipts and petty cash/card in (most of the

time, purchases will  be made on purchasing cards supplied by production).

IN THE OFFICE



POST OFFICE RUNS AND MAIL




BUYING




Save the phone numbers of all  members of the costume department in your phone

(you will  generally find them on the unit list). You will  often need to contact people

or quickly send them information or pictures. It will  also allow you to keep in contact

with people you have worked with in the past when looking for your next job. As you

will  meet a lot of new people on each job, it can be useful to make a note of which

production you have met the person on and what their role was.

Keep in touch with people you have worked with. How often you contact someone

will of course depend on how close a relationship you had when working together. 

 We recommend contacting people when you are available for work, as you never

know when they might be looking for new crew members. 

LOOKING FOR WORK
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*KIT LIST GEARED TOWARDS ONSET OR STUDIO TRAINEES*




MAKE YOURSELF AWARE OF THE LOCATIONS AND SUBJECTS YOU WILL BE

WORKING ON/WITH AND AMEND YOUR KIT APPROPRIATELY (CERTAIN COSTUMES

OR PERIODS/GENRES WILL REQUIRE SPECIFIC TOOLS/ITEMS).




ALWAYS OPT FOR SUSTAINABLE PRODUCTS AND BUY 

RE-USEABLE AND SECOND HAND  







On set bumbag, preferably with multiple pockets




Black and white thread

Thread plait

Marker pen with wide and fine tip (waterproof)

Measuring tape

Needles

Pins

Safety Pins

Seam ripper

Small shoe horn

Snips/Scissor Sheath

Thimble

Lint remover

Clothes brush

Hand steamer

Tape

Baby wipes/Water wipes

Pen, pencils, notebook / basic stationary

Laptop  (not always essential)







BUYING SUSTAINABLE KIT OPTIONS LINKS:




Recycled Polyester Thread:  Amazon or William Gee

Biodegradable Baby Wipes :  Mum & You

Reusable Lint Remover :  Oxo Full Size or Oxo Travel Size













BASIC KIT LIST
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https://www.amazon.co.uk/s?k=gutermann+recycled+thread&ref=nb_sb_noss_1
http://www.williamgee.co.uk/shop/gutermann-threads-mara-100-rpet-recycled/
https://www.google.com/search?rlz=1C5ACMJ_enCH522CH522&sxsrf=ALeKk01B9AWStTZ12T6V5m88Yl8l8Y3rwQ%3A1606062115767&ei=I5C6X5SlLoHSxgPRto7gCw&q=biodegradable+baby+wipes+mum+and+you&oq=biodegradable+baby+wipes+mum&gs_lcp=CgZwc3ktYWIQARgAMgYIABAWEB4yBggAEBYQHjoGCCMQJxATOgUIABDLAVC3H1jNJmDnLWgAcAB4AIABXogB-QKSAQE1mAEAoAEBqgEHZ3dzLXdpesABAQ&sclient=psy-ab
https://www.google.com/search?q=oxo+lint+remover&rlz=1C5ACMJ_enCH522CH522&oq=oxo+lint+remover&aqs=chrome..69i57j0i19i22i30l2j69i60.4147j1j7&sourceid=chrome&ie=UTF-8
https://www.google.com/search?rlz=1C5ACMJ_enCH522CH522&sxsrf=ALeKk00XZCVIF-XeWSU5qRIhsw1BGKqb-Q%3A1606062534210&ei=xpG6X9C2DIW31fAP8rGxuAw&q=oxo+travel+lint+remover&oq=oxo+travel+lint+remover&gs_lcp=CgZwc3ktYWIQAzoECCMQJ1CrSlitT2DGU2gAcAB4AIABY4gBpwSSAQE3mAEAoAEBqgEHZ3dzLXdpesABAQ&sclient=psy-ab&ved=0ahUKEwjQsdqWyZbtAhWFWxUIHfJYDMcQ4dUDCA0&uact=5


COSTUME MAINTENANCE
As a  tra ine e,  yo u wi l l  oft en be  expe cted to  take on laund ry  du ty.  I t  is  th erefor e

goo d to  fa mi l iar i se y ours elf  w ith  the  wash in g,  c lea ning and pres sin g s ymbo ls  on

clo thing labe ls :

It  c an a lso be use ful  t o  lea rn  a bout  how  to ca re for  spec if ic  fabr ics.

On t he next  pages ,  yo u wi l l  f ind  some t i ps to  lo ok a fter  ce rtain  typ es of  fabr i c .

But  whi le  t hese are  c omm on c are ins tr uct ions,  there wi l l  a lways  b e excepti ons to

thes e ru le s depe nding  on what  you are  try ing to  achie ve.  The refore ,  a lways ch eck

the label 's  i nstruc t ions  f i r st  an d,  when g iven the  task  to  c lean  an  item ,  ask ho w

they  wou ld  l ike  you t o  c le an it .
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Silk  -  Hand  wash and do  not  wr i ng or  spin ,  as  it  wi l l  c reate wr inkles  and cr eases.  Soak

and agitate t he ga rmen t in  c ool  water  w ith  some  del ica te det erge nt.  R i nse thoroughly

wit h  cold  w ater .  I t  is  bett er  t o  wet  th e ent i re  garment w hen han d w as hin g to  avoid

wat er  mar ks,  unl ess the i tem features  p leats  or  other  detai ls  tha t  c ould  be  u ndon e or   

dam aged by the w ater .

To dry ,  put  a  towe l  on  a  c l ean surfac e,  p lac e the g arment on  top of  i t  an d r o l l  th e

tow el ,  app ly ing pr ess ure t o  sq ueeze  the wa ter  fro m the f ib er .  Y ou can  th en e i ther

hang  to  dry  or  ca refu l ly  i r on the ga rment us ing a  lo w heat/s i lk  sett i ng on  th e ins ide of

the fabr ic  w hi lst  damp .  This  can help  get  r id  of  wr inkles  and creas es.

Velv et -  Velv et  made  from  cot ton a nd s i lk  should  be dr y  c lea ned.  Velv et  made fro m

eas y-care  synthe tic  fabr i c  can  be han d-was hed in  luk ewarm water  wi th  soap  f l akes 

 (oth er  type s of  deter gent  migh t  affe ct  the d yes) .  So ak the  garm ent and ge ntly

agita te it .  R inse t horo ughly .  

Do n ot  wr ing or  t wis t ,  but  gent ly  sq ue eze th e exce ss w ater  o ut  and han g o n a  stro ng

hang er  (or  dry  f l at  i f  made  of  stretch fabr ic) .  Use a  soft  c lothe br ush  to  brus h the nap

into  the co rrect  d i re ct ion  as the ga rment d r ies (only  brush in  one d i r ect io n) .  Do  n ot

i ron .  Do no t  stea m si lk  or  cru shed v elvet .  O ther  velv ets ca n be steam ed b y hover ing

the steame r  aro und 1 0cm from  the surf ace,  moving in  the d i rec t ion  o f  th e nap.

Line n -  Was h fabr ic s that  prod uce l int  ( l ine n,  towels ,  f leec e. . . )  sepa ratel y .  Avoid

f i l l i ng  up the  wash ing m achin e,  as  g iv ing l i nen gar ments s pace to  m ove arou nd the

drum  reduc es the  amo unt o f  cr easing .  Remov e the ite ms fro m the wash ing  machi ne

imm ediatel y  afte r  the  end  of  t he cy cle  to  avoid  extra  c reasin g.  Str a i ghten  out  and

gent ly  stre tch th e l ine n af ter  wash.  L ine dry  or  d ry  f la t .

It  is  gener al ly  bes t  to  use  a  ho t  i ron se tt ing on a  st i l l  s l ig ht ly  dam p l in en fabr ic .

Woo l  and Kni ts -  Woo l  can shr ink  whe n agita ted or  rapi d ly  mov ed fr om hot  to  cold

wat er  and  v ice v ersa ,  mak ing i t  a  tr ic ky f abr ic  to  was h.  The safest  way is  to  h and

was h in  co ld  wat er  a nd no t  to  wr ing or  spin .  Rememb er  not  to  u se ho t  water*  as  g oing

fro m hot  t o  cold  in  a  non- cont rol led way w i l l  caus e the f ib ers  to  sh r in k.

Soa k the ga rment  in  c old  wate r  with  wool  or  del ica te  deterg ent  for  abo ut  10 mi nute s.

Rins e thor oughly  with  col d  wa ter .  

To  dry ,  put  a  towe l  on  a  c l ean surfac e,  p lac e the g arment on  top of  i t  an d r o l l  th e

tow el ,  app ly ing pr ess ure t o  sq ueeze  the wa ter  fro m the f ib er .  D ry  f lat .  

Only  i ron w ool  u sing a  p ie ce o f  fabr ic/cal ic o to  p revent  the  i ron fr om cr eat ing  a  s hine

on t he fabr ic .

For  knits ,  avoid  using  met al  ha ngers.  In stead,  fo ld  the  garmen t over  a  p las t ic  or

wo oden h anger  t o  av oid  s tret ching the f ibers.

*exc eption :  when  dye ing w ool  you do  use ho t/boi l ing  w ater  bu t  th is  i s  done i n  a

con trol le d way b y  dy eing i n  ho t/boi l ing  w ater  a nd was hed in  same tem per atu re wate r ,

then  spun in  a  gen tle  s pinne r .  
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Nap isan -  He lps wit h  gene ral  s tains  and gets s hir ts  sup er  white.

Van ish pro ducts  -  He lps wi th  gene ral  s tain s.  Go od fo r  removi ng mak eup sta ins o n

shir ts '  col l ars  and  cuf fs.

Sha ving foa m  -  G ood fo r  gett ing fa ke b lood  stains out  (for  examp le  Pigs M igh t  F ly

bloo d) .

Fair y l iquid  -  G reat  fo r  rem ovin g unw ante d break down from a  garme nt .  A lso goo d

for  taking out  fa ke b lood  stai ns.

-  A lw ays tr y  and use e co dete rgent  an d sof te ner  su ch as Ecove r ,   Eco zone,  Metho d. . .

(b ig  industr ia l  s ize  ref i l ls  avai l able ,  k eep the bott les a nd ref i l l  th em).

-  Wa sh in  lar ge q uantit ies i f  yo u can r ather  tha n doing severa l  wash es one  after  the

othe r .  

-  Ha ng outsid e to  dry  i f  i t ' s  sunny  and you hav e spa ce or  hang over  r a i ls  to  a i r  dry .

Shoe s  -  A fter  a  m uddy d ay o n se t ,  ge tt in g the s hoes b ack in  good n ick  can  b e a

leng thy pro cess.  You wi l l  wan t  to  be outside for  th is  i f  yo u can or  lay  p last i c  she ets

ove r  your  work spac e if  not .  For  s uede shoes,  u se a  nubuck bru sh to  r emove the mud

onc e it 's  dr y  and  avoi d  ge tt ing the shoes  wet at  a l l  c osts.  F or  hard l eather  b oots,

you ' l l  want  to  d is card  any exce ss m ud  then us e war m soap y water  and a  n ai lb rus h to

cle an off  the re st .  U se a pprop r iate s hoe pol is h  and shine to  f in ish.

Cott on shirts  -  For  make up stai ns o n shi rts ,  w et  the s tain  and  brush it  using a  s tai n

rem over  before  put t ing i t  into  the was hing ma chine.  

I ron  the s hirt  wh en s t i l l  s l ight l y  damp .  Closing the top b utton whe n hangi ng th e shi rt

wi l l  help  ke ep the  shi rt  ne at .  S tarched  bibbed  shirts  wi l l  nee d to  be  spot  washed if

you  can't  ge t  them  to the d ry  c l eaner .  Af ter  usin g a  sta in  rem over ,  m ake su re to  we t

the area t horoug hly  a nd to  not  put  the s hirt  out  in  d i rect  sunl igh t .  

You  might  a lso be  ask ed t o  loo k ate r  the f ol lowing ite ms:

Hats  -  Us e a  re usable  l int  rem over  to  ge t  dust  of f  the surfac e of  fe lt  hats.

To g ive bac k a  l i tt le  b it  o f  l i f e  to  a  sad looking felt  hat ,  hold  t he hat  car eful l y  by  th e

br im  and b lo w so me s team into  the insid e of  th e crow n.  Caref ul l y  (do n ot  bur n

yo urself  with  the  ste am) p lace  your  o th er  hand  inside and ge ntly  g ive bac k the cr own

its  or ig inal  shape  with  you r  f ing ers.

And remem ber the  fol lowin g eco t i ps:

Her e you can f in d so me s tain  remov al  t ips:
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HOW TO READ A CALL SHEET
The  Cal l  She et  is  a  ver y  impor tant  do cume nt co mpi led  by  the  1st  a nd 2nd ADs and s ent

dai ly  by  the  produ ctio n tea m to  a l l  cr ew and  cas t  in  which you wi l l  f in d s ome

info rmatio n about  the  shoo ting day a head of  yo u.

Cal l  sheets  and t he a mount  of  in formatio n they c ontain  w i l l  of  cour se vary  depe ndin g

on t he pro ductio n you  are  wor king on ,  but  we  have created  a  tem plate th at  w i l l  g ive

you  an idea  of  w hat  t o  ex pect  and whe re to  f in d the mo st impor tant  in form ation.

The Unit  Cal l .  Th is  tel ls  you at  what  t ime a l l  crew members are  expected to  be on set ,
ready to  start .  Your  personal  cal l  t ime to work wi l l  be  g iven to  you by your  supervisor
and wi l l  general ly  be substantia l ly  ear l ier  than unit  cal l .

The length and type of  working day .  You wi l l  general ly  f ind it  r ight  underneath Unit
Cal l .  This  tel ls  you the amount of  t ime the camera wi l l  be  shooting for  and wi l l  g ive you
a rough idea of  the length of  your  t ime on set  (a lthough bear  in  mind that  it  is  quite
common for  camera t ime to run over  and that  overt ime is  something of  a  feature of
the industry) .  

Shooting location .  Where the shoot  is  taking p lace.

The location of  Unit  Base .Th is  is  where a l l  pr incipal  trucks and tra i lers  are.  Crowd
trucks and tents might  sometimes be located there too.

The location of  Crew Parking .  Not  a l l  locat ions wi l l  have parking faci l i t ies nearby,  so
it  is  very  important  to  know where parking for  crew has been organised.

The Weather .  Make sure that  you pack your  k it  accordingly ,  as  days on set  can be long
and you do not  want  to  end up being cold  with  wet feet.

On the top part  of  the f i rst  page,  you wi l l  f ind the h ighl ights of  the cal l  sheet  such as
start ing and f in ishing t imes,  locat ions and who to contact.



As a  tra inee,  the most important  th ings you wi l l  need to  look for  here are:
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On the second part of this first page, you will generally find some information about the content 

 being shot, including the scene and page number of the current script version, whether the scene

takes place inside (Int.) or outside (Ext.) in the story, at what time of day or night and which

characters are in it.




There, you will also find the call times of all shooting cast, stunts and stand-ins, including their arrival,

make-up and costume time and the time they are expected to be on set.




It is quite common for productions to plan for weather cover (or more recently for COVID cover), a

backup plan in case the weather conditions (or the health condition of one of the cast members)

makes it impossible to shoot the scene originally scheduled. If so, you will generally find information

about it right under the scenes content, together with any simultaneous work carried out by the

second unit.




The subsequent pages of the Call Sheet will often include a breakdown of all departments involved

and an advance schedule for the following weeks (always subject to change).
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ON SET

16



On location or at a studio on a soundstage, entering a film/TV set for the first time can be

equally exciting and nerve wracking. With a lot of equipment and people buzzing around,

space is limited and time is of the essence.

In this section, you will  find a list of some of the people you might meet on set (every set

will  be slightly different, depending on the production's requirements and budget) as well

as some do's and don't of set etiquette. 

Director:  They are the creative lead of the movie and hold the creative vision

from pre-production to the final edit.

1st ADs (Assistant Director) :  Director's right hand. They plan the film schedule

to make sure the shooting goes smoothly and efficiently and manage the set

during shooting.

2nd ADs: Main off-set contact with some departments like locations,

production...  Draw up the call sheet everyday and coordinate transport and other

departments to ensure actors are ready for filming (helped by the base runner).

The crowd 2nd AD will  be in charge of finding and coordinating SAs.
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3rd ADs: 1st ADs right hand on set. Responsible for coordinating and cueing SAs

on set.

Floor Runners: Do anything required to aid the shooting process (errands, looking

after cast and crew, drive and deliver kit.. .).

Script Supervisor: Works closely with the director to make sure each scene

filmed, often out of sequence, can be edited so that the continuity of the story is

respected.

Boom Operator: Holds and operates the boom microphone, ensuring it is as close

as possible to the action/actors without ever entering the camera frame. Also

responsible for placing microphones on actors to capture the best quality of

sound.

Sound Mixer: Responsible for ensuring that the audio is recorded at a good level

for every take.

Sound Assistants: Check and set up sound equipment. Find and stop unwanted

noise. May also help place and attach mics on actors.

Hair and Makeup Standbys: Like costume standbys, look after actors on set and

ensure the continuity of the make up and hair throughout the shoot.

DOP:  Responsible for creating the look and feel of the film through lighting,

framing and camera movement. On shoot days, they work with the director to do

blocking (decide the exact movements of actors and cameras).

Camera Operators:  Handle the camera and capture the shots. They also make

sure the cameras are setup and ready to use. 

Grips:  Work out how to move the cameras to make the shot happen as requested

by the director and DOP.
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Props Master: Runs the props department. They source, make and prep the props

for each shoot day.

Standby Art Director: Always present on set, they find solutions to any art

direction or props related problem.

Props Standby: Ensures that props are placed and used in a way that maintains

continuity. Ensures the suitability of all  props for filming.

Gaffers: Create and control l ighting to achieve the effects requested by the DOP.

Sparks: Look after all  the electrical equipment, in particular lighting. They are in

charge of generators and monitor electricity usage during shooting.

Medics:  First Aid on and off set. Work closely with the stunt department, fire

marshal and assistant directors to prepare plans of action in case something

goes wrong. Also the person to contact if you or any crew member or SA needs

medication or period products.

Fire Marshal: Responsible for identifying potential fire hazards on set and to

ensure a quick and safe evacuation of all  people present if a fire occurs.

COVID Marshal:  Responsible for implementing, monitoring and overseeing COVID-

19 protocols.
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SET ETIQUETTE

19

DO  carry a basic kit with you everywhere on set containing at least some threaded

needles of various basic colours (a dome threaded needles case will  come in very

handy), snips, small pliers, a sharpie pen and some double sided tape (like top-stick

grooming tape). A small shoe brush and a lint remover will  also be useful. 

DO put your phone on silence and, even better, switch on the ‘Do not disturb’ mode

before arriving on set. As communication within departments and teams now generally

takes place via messages, check your phone regularly to make sure you do not miss

important information.

DO  make sure you are on the right channel if you are given a radio. A lot of important

and often rather urgent information you don’t want to miss is relayed this way within

the costume set team and from the direction team. When turning on your radio, test

your mic:  press on the speak button and say ‘Radio check’ into the mic. If it works,

someone should respond confirming they have heard you. Although a lot of information

you will  hear will  not relate directly to you, try to keep an ear out for what is said

throughout the day. You will  get a lot of useful information that might save you from

asking questions down the line and you will  learn a lot about how filming works that

way.

DO be quiet, attentive and aware of your surroundings.

DON’T enter or exit a soundstage if the lights above the door are red. This means that

the camera is rolling and entry/exit is not allowed until the end of the take. You will

often find people managing entrances and exits at key entry points, but it is always

good to be very cautious when stepping on/off a set you don’t know yet.

DON’T stand in front of the camera whilst it’s filming. This may sound a little

patronising, but it can be trickier than it seems! 

DO start by locating the camera (or cameras) as soon as you arrive on set. Once you

have a general idea of what might be in sight, try and find a monitor to see exactly

what is in the frame. This will  help you know where it’s safe to stand whilst the camera

is rolling.

BEFORE YOU GO…

ON SET…
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20

DON’T  stand in the eyeline of an actor/actress when they are performing.

DO  try and figure out who is who when arriving on set. It is useful to be able to

recognise key members of the team, like the director, 1st AD and Director of

Photography (DOP) as well as those you should address if you need information. For

this, refer to the breakdown provided on page 17.

DON’T stand right in front of the monitor. Observing the making of a movie is exciting

of course, but there generally aren’t many monitor screens on set and a lot of people

will  need access to it in order to do their jobs (director, script supervisors,

standbys…). 

DON'T  stand by the director's monitor.

DO find a spot in the periphery from which you can see the screen without being in

people’s way. Regularly check behind you if you are not blocking someone’s view.

Alternatively, the camera feed will  often be transmitted directly onto IPads using

Qtake or other specialised programs. Ask someone on your team if there is one

available for you to look at.

DON'T  go in for checks unless really necessary (try and see if you can do your checks

from the sidelines).

DON’T rush in to carry on costume checks. The way the shooting team likes to

organise checking time will  vary from one production to another and it is important to

understand how the people you are working with like to function. Some ADs will  allow

some time before a take and will  be calling for ‘final checks’, whilst others will  go

straight from rehearsal to shooting, in which case, you will  need to find an appropriate

moment to go in (times when the camera or lighting crew are changing settings are

generally good). Avoid going in during rehearsal or when there is a lot of movement on

set (people or equipment). Ideally, everyone (especially for crowds) should be more or

less ready to shoot on when they step out of the crowd holding area of principal

changing areas.

DO prioritise. You will  generally have a very limited amount of time to carry out your

final checks so it is important to know what to focus on, and what doesn’t matter/

won’t be seen, for example if the button on a hem is starting to fall off yet only their

shoulders appear on camera then you have no need to step on to fix it (unless it poses

a health and safety issue obviously). Try and watch what will  appear on frame on the

monitor during rehearsal and work out what is seen 

DON’T touch costumes you are not in charge of. Each principal will  have been assigned

a standby to look after them, who will  keep track of continuity and changes for their

costumes depending on the scene. For crowd, always check with the key crowd

costumer when arriving on set if they are happy for you to carry out checks on SAs.
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H OW CAN  WE  INFL UE NC E C HA NGE ?



Ever yday,  m ore prod uctio ns a re  goin g green and the  importan ce of

sust ainabi l i t y  in  ou r  ind ustr y  is  v ery  l ik ely  goin g to  incr ease.  As a  new

entr ant ,  yo u wi l l  be  e xpec ted to  be a  part  of  the effort  and do  what  you  c an

fro m the v ery  st art  of  yo ur  c areer .  Any kno wledge  or  exp er ience yo u can

br in g into y our  w ork  is  im portant .  No m atte r  wh at  co stume d epartment you

f ind  yours elf  in ,  we enco urage  you to  kee p this  in  m ind.

Help set up the office / studio to encourage sustainable practices

Set up correct recycling and composting bins

Suggest buying sustainable stock when you can

Suggest using sustainable companies when you can

Suggest sustainable ways to dispose of things during wrap

Can you help set up the trucks to encourage sustainable practices?

Bring in re-useable lunch boxes and cutlery and encourage your team to do the same

Suggest buying sustainable stock when you can, e.g. ask to buy eco washing detergent 

If there aren't any, ask facilities if you can get recycling bins near you/on the truck

NOTE ON SUSTAINABILITY 

- Second hand -

- Bio-degradable -

- Re-useable -

- Choose non-plastic versions if possible -

STUDIO/OFFICE/WORKROOM/DYEROOM/BREAKDOWN

ON SET

KIT

Is there a sustainable version out there?
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Book your sustainable production training with Albert here
Download the costume directory for a guide to sustainable resources here      
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THE COSTUME DIRECTORY BY Sinéad Kidao:




An invaluable sharing of sustainable resources. Every costume team should

have a copy:

www.sineadkidao.com/the-costume-directory





JOIN BECTU / BECTU SUSTAINABILITY




TV, Film and Theatre Union:

www.bectu.org.uk/join

www.bectucostume.com

@bectucostumebranch





JOIN CUT IT




Crew for climate action group

www.cutit.org.uk

@cutitorg on all social medias





ALBERT




An authority on environmental sustainability for film and TV. We encourage

everyone to attend their free training (qualification can be added to your CV):

www.wearealbert.org/events/training

@wearealbert





SCREENSKILLS



This organisation offers a lot of interesting and relevant training and

information, often for free:

www.screenskills.com





COVID TRAINING:



You will  l ikely be expected to attend at least one of these free trainings before

starting work:

www.screenskills.com/online-learning/learning-modules/coronavirus-basic-

awareness-on-production-training



https://www.easy-lms.com/safe-sets-covid-19-level-a-english/course-50731

FURTHER RESOURCES
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