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Phase 2 
Property Training Program 

 
 
Objective: To train Connecticut residents in the basic duties and practices of the 
property department and provide additional training in effects and set dressing. 
 
Program Synopsis: The first week will involve an overview of the department, 
along with detailed lessons on the duties of the property department in prep (pre-
production), during shooting and during wrap (post-production).   
 
The second week will involve lessons on in-camera effects and safety, along with 
a field trip to a central firearms or weapons specialist in New York City. This trip 
will include lessons on firearms and explosives, along with a visit to the facility’s 
gun range. 
 
The following lesson plan defines specific subjects to be covered in the training 
program and is required as a basis for instruction for each component. Within the 
described daily and weekly framework of the program, the instructor is 
encouraged to supplement the curriculum as he/she see fit. 
 
Because all feature film positions and departments are not currently included in 
the training program, the use of guest speakers is encouraged as an 
enhancement to the lesson plan. Recommended guest speakers for the Property 
training program include directors, first assistant directors, script supervisors and 
accountants.  
 
Required Text: The Backstage Handbook: An Illustrated Almanac of Technical 
Information, by Paul Carter, Third Edition, Broadway Press, 1994. 
 
 
 

Week One, Day One 
 

9:00 – 10:25am:  Opening Remarks by Instructor 
 
Simple Aptitude Test 

• Measure trainees’ current knowledge 
• Names of tools 
• Picture of list of tools 

Review of Aptitude Test 
• Instructor will go over each question 
• Introduction of most commonly used tools 

 
10:25 – 10:35am: Break 
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10:35 – 12:00pm: Qualities of a Prop Person 
• Do-it-yourself skills 
• Meticulous attention to detail 
• Strong organizational skills 
• Imaginative approach to work 
• Ability to solve problems creatively 
• Spatial awareness and a sense of design 
• Ability to work to deadlines 
• High standards of accuracy 
• Team player 
• Computer literacy (PC and Mac) 

 
12:00 – 1:00pm: Lunch 
 
1:00 – 5:00pm: Description of Property & Adjunct Departments 
 
Job Categories 

• Prop Master 
o Directs on-set work 
o Relationship with Director 
o Relationship with First AD 

• Assistant Prop Master 
o Organization & Back-up 
o Schedule shipping 
o Hiring crew 
o Field Curve Balls 
o Loss and Damage  

• Third Prop 
o Responsible for truck 
o Gopher 
o Knowledge of all props 

• Additional Props 
o Extras 
o Crowd scenes 
o Second Unit 

 
Homework: Assigned reading from The Backstage Handbook 
 
 
 

Week One, Day Two 
 
 
9:00 – 10:25am: Related Departments 

• Propmaking Department 
o Hand props 
o Mechanical props 
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o Other specialized stuff 
• Special Effects (SPFX) 

o Special Effects Coordinator 
o Technicians 
o  Major special effects 

 Weather 
 Pyrotechnics 
 Stunts 
 Car crashes 

 
10:25 – 10:35am: Break 
 
10:35 – 12:00pm: Related Departments (continued) 
 

• Standby Scenic (Painter) 
• Drapery 
• Greens 
• Opportunities for advancement 

 
12:00 – 1:00pm: Lunch 
 
1:00 – 5:00pm:  Life in the movie industry 
Commited realities 

• Working as a freelance contractor 
• Hours and schedules 
• Professionalism on set 

o With crew 
o With actors 
o With continuity 

• The importance of a good personality 
• Stress management 

 
Advance Planning 

o Know job before you take it 
o Script Breakdown 
o Planning & organization 
o Consultation with Director 
o Consultation with Production Designer 
o Planning with First Assistant Director 
o Research 
o Buying 

 
Homework: Assigned reading from The Backstage Handbook 
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Week One, Day Three 
 
 

9:00 – 10:25am: Pre-production 
Production Office 

• Production Office Coordinator (POC) 
• Assistant Production Office Coordinator (APOC) 
• UPM negotiation 

o Crew size 
o Kit Rental 

• Budgets 
Accounting 

• Production Accountant 
• Assistant Production Acountant 
• Purchase Orders 
• Check Requests 
• Petty cash 
• Setting up accounts 
• Dealing with payments 
• Payroll 

 
10:25 – 10:35am: Break 
 
10:35 – 12:00pm:  Pre-Production (continued) 
Art Department 

• Production Designer 
• Art Director 
• Storyboard Artist 

Locations Department 
• Location Manager 
• Hydrant permits 
• Parking on-set 

 
12:00 – 1:00pm: Lunch 
 
1:00 – 5:00pm: Pre-Production (continued) 
The Production Meeting 

• Being prepared 
• Being professional 
• Everyone is involved 
• Staying on the same page 
• Asking questions 
• Preparing for schedule changes 

Rental Houses  
• What’s ordered where 
• Dealing with vendors 
• Bargaining 



  5 

 

• Hand Prop Room 
• Props NYC 
• ISS 
• Weapons 

Picture Car Companies 
• Reliability 
• Mechanical games 
• Booking Automobiles   

Permits 
 Shipping over state lines 
 Firearm permits 

Clearances 
• Product labels on camera 
• “Greeking” 

Legal considerations 
• Lawsuits 
• Copyright infringement 

I Comm Rentals 
      º   Fake products 
      º   No copyright infringement 
 
Homework: Trainees will be given ten items, and they will research where to find 
them by using the New York Production Guide Web site, www.nypg.com. 
• Sample items: Station wagon, smoke fluid, mole fan, go jacks, hamper, 

IBM Selectric typewriter, firearm, Director chair backs, etc. 
 
 
 

Week One, Day Four 
 
 
9:00-10:25am: The Property Master’s Kit 
Chair Cart 

• Personal preferences 
• High vs. low 
• How many? 
• Pecking order 

Tape kit 
• Gaffer 
• Black  
• Silver  
• Paper tape 
• Painters tape 
•  Double-stick  
• Velcro 
• Camera tape 
• Camera department uses 
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• Set dresser uses 
• Attention to stray tape on camera 

 
10:25 – 10:35am: Break 
 
10:35 – 12:00pm: Prop Master’s Kit (continued) 
Kitchen kit 

• Dishes 
• Glassware 

Bar kit  
• Liquor 
• Glassware 
• Labels 

Gun locker 
• Safety 
• Ammunition 
• Security 

Hampers 
• On-set gear 
• Background gear 

Crash mats 
• Sizes 
• How many? 

 
12:00 – 1:00pm: Lunch   
 
1:00 – 3:00pm: Prop Master’s Kit (continued) 
Sound blankets 

• Sizes 
• How many? 

Foliage 
• Fake 
• Real 

Compressor 
 Uses 
 Safety 

Standard effects items 
• Smoke machine 
• Hudson sprayer 
• Hydrant tools & hose 
• Rain gear 

 
3:00 – 5:00pm:  Setting up a Prop truck 
Drivers 

• New York vs. Elsewhere 
• NY Teamsters 
• Do it Yourself 
•  
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Standard Truck Sizes 
• Diagrams of the truck 
• Balancing the load 
• Organizational logic 
• Strategize for offloading 

Compartments & Containers 
• Accessibility 
• Placement of items 
• Wheels 

Portable office 
• Laptop & Printer 
• Internet Access 
• Cell phone 

Standby scenic box 
• Planning 
• Working surface 
• Space sharing issues 

Video village 
• Tables 
• Chairs 
• Other stuff 

Securing a truck 
• Packing logic 
• Rolling damage 

Moving stuff around 
• Dollies 
• Hand trucks 
• Appliance dollies 
• Pallet jacks 
• Fork lifts 

 
Homework: Assigned reading from The Backstage Handbook. 
 
 
 
 

Week One, Day Five 
 

9:00 – 10:25am: Production 
• Working On-set 

o Hand props 
o On-set furnishings 
o Cast & Crew furnishings 
o Vehicles 
o Standard special effects 
o Weapons 
o Stunts 
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• Adjunct Departments 
• Set Decoration Department 

o Set Decorator 
o Buyer 

• Set Dressing Department 
o  Lead man 
o  On-set Dresser 
o Swing gang 

 
10:25 – 10:35am: Break 
 
10:35 – 12:00pm:  Production 
On-set Personnel & Relationships 

• Director 
• Assistant Directors 
• Director of Photography 
• Other departments 

o Grip 
o Electrics 
o Camera 
o Sound 
o Wardrobe 
o Hair & Makeup 
o Transportation  

 
12:00 – 1:00pm: Lunch   
 
1:00 – 3:00pm:: Production (continued) 
On-set Personnel & Relationships (continued) 

• Producers 
• Actors 

o Principals 
o Extras 

• Personal Assistants 
• Guests 
• Special Hires 

o Stuntmen 
o Firemen 
o Police 

The Call Sheet 
• Scene progression 
• Contingency planning 
• Keeping  Ahead of the camera 

On-Set Presence 
Set Etiquette 

• Telling the truth 
• Rolls and Cuts 
• Sight lines 
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• “Hollywooding” Furniture 
3:00 – 5:00pm: Vehicles on-set 
 
“Picture cars” 

• Inspection of cars 
• Call times well in advance 

o Getting cars to and from set 
o Flatbed trucks 

• Who moves vehicles on set 
• Actors who drive poorly 
• Use of license plates 
• Other continuity issues 
• Glass and reflections 
• Safety 
• Mechanical problems 
• On-set repairs 
• Locations & parking 
• “Skates” 
• Additional crew on big vehicle days 

 
Homework: Assigned reading from The Backstage Handbook 
 

 
 

Week Two, Day One 
 

9:00 – 10:25am:  Continuity and Set Operations 
The Script Supervisor 

• What the script supervisor does 
• How to interact with one 
• Where your jobs overlap 
• How you can help each other 

 
Practical Exercise in Continuity 

• Class will set up a scene 
• One person will act out a one-page scene 

o Actor will work with props within the scene 
o Each trainee will photograph scene before and after 

• After actor acts through scene: 
o Trainee will reset the set to top of the scene 
o Trainee will reset the scene for a pickup (a point within the scene) 

• Trainee will work with script supervisor 
• Trainee will use sides to maintain continuity 

 
10:25 – 10:35am: Break 
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10:35 – 12:00pm:  Prop Elements that Affect Continuity 

• If an actor moves it, it’s a prop 
 Action props 
 Dressing props 
• Vehicles 
• Wetdowns 
• Smoke effects 
• Wind effects 

 
12:00 – 1:00pm: Lunch 
 
1:00 to 3:00pm: Second Unit 
Definition 

• Two units working simultaneously 
• Distance factors 
• Crew considerations 
• Separate prop crew 
• Same prop on two sets 
• Duplicates needed? 
• Intercutting scene with two units 
• Importance of photos 
• Continuity is crucial 
• Careful paperwork 
 

3:00 – 5:00pm: Union Protocols and Location Issues 
Shop Stewards 

• What the job is 
• Why it’s important 

Union Contracts 
• East Coast vs. West Coast 
• Low Budget 
• High Budget 

Sound Stage vs. Location 
• Differences 
• Logistics of each 
• Challenges at each 

 
Homework: Assigned reading from The Backstage Handbook. 

 
 
  

Week Two, Day Two 
 

9:00 – 10:25am:  Safety 
Principal Issues: 

• Eye Protection 
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• Ear Protection 
• Head Protection 
• Stunts and Props 
• Car Safety 

o Roll cages in cars 
o Shatterproof windshields 
o Checking brakes before a collision 

 
10:25 – 10:35am: Break 
 
10:35-12:00pm Safety (continued) 
 
Practical Exercises: 

• Exercises property department tasks 
• Proper safety precautions 
• Use of Proper tools 
• Measurements to avoid accidents 

Plumbing Demonstration 
• Usually prepped by set dressers 
• Water source 
• Setting up a working sink 
• Hose fittings 
• Drainage & recycling 

Glass Demonstration 
• Safety glass everywhere 
• Replacing a window on set 
• Glass cutters and oils 
• Glazing 

 
12:00 – 1:00pm: Lunch 
 
1pm-3:00pm Essential Knots 
Demonstration of uses 

• Trucker’s Hitch 
• Clove Hitch 
• Bowline 
• Slip knot 
• Square knot 
• Fisherman’s knot 

 
3pm-5:00pm: Introduction to Firearms 

• Real vs. theatrical firearms 
• Who gets a weapon 
• Rubber gun vs. a real gun 
• Differences in loads 

 Full 
 ½ 
 ¼ 



  12 

 

• Fundamentals of Gun Safety 
• Handout from Weapons Specialist 
• Demonstration of loading and unloading a firearm 

 
Homework: Trainees will study handout from Weapons Specialist on gun safety, 
in advance of field trip there the next day.  
 
 
 

Week Two, Day Three 
 

9:00am – 5:00pm:  Class Field Trip To Weapons Vendor (Instructor preference): 
Weapons Specialist  or Centre Firearms 
33 Greene Street   10 West 37th Street 
New York, NY 10013  New York, NY  10018 
  
Topics to be covered: 

• Review fundamentals of gun safety 
• Revolvers 
• Automatic weapons 
• Historical weapons 
• Long arms 
• Assault weapons 
• Loads vs. blanks vs. dummy loads 
• Costuming 

o SWAT vests 
o Military vests 
o Helmets 
o Nightsticks 
o Shivs 

• Specialty items 
• Explosives 
• Restricted barrels 
• Being an armorer 

o Extremely high standards of efficiency 
o Close attention to detail  
o Excellent communication skills 
o Make or modify weapons  
o Manufacture blank cartridges 

State and federal law re: firearms 
• Shipping guns across state lines 

o From NY to CT 
o From NY to other states 

• Visit to Gun Shop 
• Visti Firing Range 

o Test fire weapons 
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Week Two, Day Four 

 
9:00 – 10:25am:  Special Effects 
Specials Effects Coordinator Guest speaker  

• Personnel 
• Roles within the department 

 
Specialized Equipment 

• Hazers and toxicity 
• What’s legal? (Le Matre) 
• What’s illegal? (smoke cookies) 
• Wind 
• Mole fan 
• E fan 
• Ritter fans  

 
10:25 – 10:35am: Break 
 
10:35am – 12:00pm Special Effects (continued)  
 
Special Effects Make-up 

• Blood 
• Fake blood 
• Squibs 

 On an actor 
 On a wall 

Breakaways 
• Candy glass 

 
12:00 – 1:00pm: Lunch 
 
1:00 – 3:00pm: Special Effects (continued) 
 
Welding 

• For safety cages 
Heaters?? 

•  
Rain 

• Hydrants 
• Water trucks 
• Rain Towers 
• Additional crew 
• Cost factor 

Snow 
• Snow makers 
• Ice Chippers 
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• Snow Blankets 
• Additional crew 
• Cost factor 

Fire 
• Practical Fire 
• Flashpots  
• Pyrotechnics 
• Explosions 

 
3:00 – 5:00pm: Special Effects (continued) 

• CGI vs. live effects 
o Advantages and Disadvantages 
o Budgetary concerns 

• Difference between props and effects 
• Car crashes (setup) 

 
Homework: Assigned reading from The Backstage Handbook. 
 
 
 

Week Two, Day Five 
 

1:00 – 3:00pm: Post Production and Wrap 
Finishing up 

• Inventory of Items  
o By character 
o By scene 

• Archiving 
• Wrapping Hero Sets 
• Re-shoots 
• Sequels 
• Product Placement  
• Purchases 
• Sale of items 

 
3:00 – 5:00pm: Post Production and Wrap (continued) 

• Balancing department budget  
o Closing out accounts 
o Resisting temptation to increase your kit 

• Unloading truck 
• Storing items 

 
9:00am – 12:00pm:  Final Exam – Written Test 

• Will include questions taken from: 
 Class lectures 
 Homework assignments 
 New York Production Guide 
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 Backstage Handbook 
 Field Trip 

 
12:00 – 1:00pm: Lunch 
 
1:00 – 5:00pm: Final Exam – Practical Test 

• Trainees will: 
o Cut glass 
o Prep a sink 
o Tie knots 
o Load and properly handle a firearm 

 
:  


