
Idea Realization Lab 

Animation Shooting Stages: Policies 

 
Animation Stage Coordinator: Devin Bell, dbell@cdm.depaul.edu 

The Animation Stages are intended for DePaul community academic projects only. 
Students may not use the stages or equipment for hired work, whether paid or not.  

I. Stages 
 

• Stages 1 and 2 are XX-square feet each and can be combined into a single 
XX-square foot stage.  

• Stages 3 and 4 are XX-square feet each and can be combined into a single 
XX-square foot stage.  

• Combining stages requires approval of the Animation Stage Coordinator. 
• Stages 3 and 4 are also home to the Dragon Frame Volo Motion Control 

system.  
o Students who want to use the Motion Control system must be trained 

and receive approval from the Animation Stage Coordinator before 
requesting a reservation.   

o Stages 3 and 4 can be used for projects that do not require the Motion 
Control system. In those cases, the Motion Control system should 
remain properly stowed away but must remain in the stage.  

2.  Inventory 

Each stage is equipped with the following: 

o 6 safety cables for securing lights hung from the ceiling grid. 
o 8 sandbags for stabilizing C-stands and light stands. 
o 4 C-stands with 24” extension arms. 
o 2 adjustable light stands. 
o 2 Matthellini end jaw clamps 
o 4 full-sized apple boxes 
o 1 wheeled cart 

In addition, each pair of adjacent stages has a step stool, and Stages 3 and 4 have 
an 8 foot ladder. 

*Note: Currently, students are expected to bring their own lighting and 
shooting gear (these additional tools may be checked out from CDM’s 
Production Office)  
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The student listed on the check-out record for the stage is responsible for keeping 
track of the inventory for the stage. The student must check that all items are 
present and functioning during the first day of the reservation, and must report any 
missing or damaged items immediately. Failure to do so may result in a fine (see 
below).  

The responsible student is also required to make sure all items are present when 
shooting is wrapped. IRL staff will check the inventory after each booking, and will 
bill for lost or damaged equipment to the responsible student.  

3.  On-Set Safety 

The equipment used in these spaces can be dangerous. It is often heavy, 
precarious, hot, and can involve high-wattage light fixtures. When working around 
cinema production equipment, even on a small crew, students must observe all set 
safety protocols.  

• Bring proper personal safety equipment such as a pair of gloves and wear 
proper shoes when working on the stage. No flip flops or open-toed shoes 
allowed. 

• Do not bring food or drink onto the stage. 
• Always keep a clear walkway to the exit in the event of a power outage. 
• Always pay attention to which circuit you are plugging into in order to not 

overload the circuit. 
• Never operate any piece of equipment that has worn insulation or exposed 

electrical wire. 
• Always lay electrical cables flat and remove any twists in order to avoid 

tripping hazards. 
• Tape down any cables that will be laid out and working for an extended period 

of time. 
• Use sand bags on any stands that are holding equipment. 
• When rigging anything to the overhead grid, always use a safety cable to 

secure the object to the grid. 
• When plugging in overhead lights, secure any electrical cables to the 

overhead grid with tie line or spring clips. 
• Always ensure that all four feet of a ladder are in contact with the ground and 

that both spreaders are fully extended before climbing it. Never stand on or 
above the second highest step of any ladder. 

• Never overreach when on a ladder. Take the time to reposition the ladder. 
• Hot lights should never be left unattended on a set. Save any lights when 

breaking for lunch or other break in production that will be longer than 15 
minutes. 

• If you need assistance with any piece of equipment or procedure, please ask 
a staff member. 



 

Failure to observe proper safety protocols can result in expulsion from set, firing 
from a crew, revocation of access to University resources, fines, or further 
disciplinary actions.  

4. Reserving a Stage 

• Students enrolled in the following classes may make reservations for any time 
during the current quarter.  

o ANI355, ANI340, ANI341, ANI394, ANI395, ANI455, ANI540, ANI541, 
ANI639, ANI640.  

• Students not enrolled in those classes may make reservations no more than 
14 days before the first date of the requested booking. 

• Reservations outside of these timeframes require approval from the 
Animation Studio Coordinator. 

• Reservation and shooting time is limited to the hours of operation for IRL. 
Please see IRL staff for the current hours of operation. 

• The standard reservation period is 48 hours. Longer shoots require approval 
from the Animation Stage Coordinator. Approval will be dependent on 
scheduling and logistics, not artistic merit of projects. Students requesting 
longer periods must provide plans, a shooting schedule, and equipment 
needs in writing. 

• All sets, puppets, camera and lighting gear must be ready to go at the start of 
the reservation period. The stages are for shooting not building. Students are 
encouraged to use IRL for fabrication and building sets and puppets.  

• If you need to cancel a reservation, you must do so at least 24 hours before 
the reservation date.   

5. Pick Up and Responsibility for Equipment 

• The student listed on the reservation record will be considered the sole 
responsible party. The responsible party must ensure that all members of the 
crew adhere to the policies in this document.  

• The responsible party will be the only person held liable for late return fines, 
repair costs, or replacement costs for equipment.  

• The key for a reserved space must be picked up on the first day of the 
reservation period. Otherwise, the reservation will be forfeited.  

• The responsible party must be present for pick up and return. Keys will not be 
released to or accepted from others without prior consent.  

• Allow ample time for clean up at the end of your shoot. The stage must be 
cleaned, emptied of any outside equipment or materials, and returned to its 
original configuration before the end of the reservation period.  
o Failure to adhere to this deadline will result in a Late Return fine (see 

below).  



• There will be times when adjacent stages are in simultaneous use. Students 
must be professional and courteous to those around them, both in the stages 
and in IRL. Be mindful of your noise level, the privacy of others and the 
setups and property of others. Any failure to do so will result in the offending 
student(s)’ immediate removal from the space.  

6. Return and Penalties 

• Equipment and room orientation must be left clean, orderly, and fully 
functional at the return time listed on the reservation record. IRL staff will 
inspect and test equipment after each reservation period. Any missing or 
damaged equipment will be reported via email to the responsible party.  

• Extension requests are not accepted. 
• Stages not cleaned, emptied, and organized by the end of the reservation 

period will be considered Late Returns.  
• Fines for late returns are billed at $50 per day.  

o Fines are incurred immediately at the time due. A minute past the due 
time is late.  

• Any outside items, personal property, or set and puppet materials left in a 
Stage past the reservation time will be discarded.  

• If a student is late 3 times in a quarter, access to the Stages will be revoked.  

7. Missing and Damaged Equipment 

• If an item of stage inventory is lost or damaged, or if the physical elements of 
the space (walls, curtains, floor, etc.) are damaged during a reservation, the 
responsible party will be notified via email and will be billed for the repair or 
replacement costs.  

• Repair and replacement costs will be ascertained by DePaul staff.  
• The responsible party will have 14 days to make payment once notified. 

Failure to do so will result in revocation of access to the stages.  
• In cases when repair or replacement costs exceed $100, an installment-

based payment plan may be arranged with the Manager of Production 
Operations and the Animation Stage Coordinator.  

8. Additional Equipment and Cinema Production Support 

• The School of Cinematic Arts Production Office can assist with additional 
equipment for CDM students, information about insurance, and working with 
independent contractors. Please don’t hesitate to contact the Production 
Office with any questions: production@cdm.depaul.edu 
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This page must be printed by the student, signed and dated, and delivered to IRL staff, 
SCA Production Office staff, or the Animation Stage Coordinator.  
 
Students will not be allowed to reserve or checkout equipment or facilities until this is 
completed. Activating a student’s access may take up to 24 hours after submission of 
this form to the Manager of Production Operations. 
 
Acceptance of Policies and Procedures 
I hereby attest that I have read and that I understand the policies and procedures of 
DePaul University’s IRL Animation Stages. I am also aware that the policies and 
procedures are subject to change throughout the year and while DePaul will make 
reasonable efforts to communicate those updates, it is my responsibility to stay 
informed of those changes. 
 
I agree to abide by all policies stated in the IRL Animation Stages Handbook. 
 
Printed Name: 
 
Student ID #: 
 
Signature:       Date: 
 

  

 


