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FRONT OF THE HOUSE TEAM 
 

General Ushering Guidelines 
 
Before each Show, ushers and all of the Front of House Team will have a meeting with the House Manager 
about the specifics of the show, and to receive their assignments.  This is generally 30 minutes before the house 
doors open.  Please be on time for this meeting.  If you are late, the House Manager has great difficulty in 
getting all things set before the doors open. 
 
Everyone is expected to be able to perform as a Greeter, Ticket-Taker, and Usher, and to monitor access to the 
front and back doors.  You may need to stuff programs and hand out programs.  You will be asked to collect the 
usable extras at the end of the show. 
 
Sign in, and sign out when you are released by the House Manager and are leaving. 
 
Familiarize yourself with the event and the performers so you can chat with the patrons. 
 
Be familiar with the seating layout for the show in the area where you are working.  You will receive a seating 
floor plan for each event. 
 
Pick up a flashlight.  Please remember to return it. 
 
If you are ushering, escort the patrons to their seats.  If there are issues with double-booking or other problems 
with tickets, refer the patron to the House Manager or the Box Office. 
 
Ushers inside the performance area need to be readily available to open and close the door quietly for any 
patron.  There is a “no door slam” policy at the City Opera House.  You may sit inside in a vacant seat near the 
doors.  Ushers in the balcony may sit on the steps to the second balcony if the seating is full.  (Patrons may 
never sit on the steps or sit or stand in the aisles, or sit with more than one person to a seat.) 
 
Do not allow anyone to block the doorways. 
 
Whenever patrons moves about in the hall during an event with less then full lighting, they must be escorted by 
an usher with a light directed at the floor in their walking area. 
 
Be aware of any persons with disabilities or injuries that might make it difficult for them to exit in an 
emergency.  Inform the House Manager of where these people are seated. 
 
Late-Seating ushers must remain outside the performance areas (in the main or balcony lobby) until released by 
the House Manager. 
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During Intermission all Front of the House Team members must be in their assigned areas, greeting, watching 
for problems, and limiting access to the back of the house. 
 
After the performance and the patrons have exited the seating areas, all Front of House Team members are to 
help with picking up trash, sorting out usable programs, retrieving lost/found items and giving them to the 
House Manager, and removing the seat numbers if directed to do so.  If spills are noted, you should inform the 
Housekeeper or the House Manager.  If you desire, plastic gloves are available for you to wear. 
 
 

 
General Ticket-Taking Guidelines 

 
Ticket Takers are often the first person a patron sees.  SMILE, greet, and be professional and polite. 
 
Stand at the foot of the stairs so that all tickets can be verified and torn before a patron goes to the 2nd or 3rd floor.  
If there is more than one ticket-taker, one can stand at the elevator or across the lobby from the stairway. 
 
Verify that the ticket is for the performance on that date and at that time. 
 
Tear the ticket stub, leaving the larger portion with the patron.  Do not take any of the receipt tickets. 
 
Tell the patrons where they are seated—main floor or balcony—and tell them that an usher will help them find 
their seats.  You may mention if the bar is open on the second floor. 
 
If it is near to curtain time, mention this to the patrons. 
 
Keep an eye out for cameras, alcohol, babies, pets, etc.  These need to be addressed before the patron goes to 
the 2nd floor. 
 
Please read the Guidelines above for ushers.  Policies for signing in and out, helping clean up at the end of the 
event, limiting access to the back of the house, etc. are the responsibilities of everyone in the Front of the House 
Team. 
 

 
Point Person for Front of House Team 

 
Your Supervisor and Point (go to) Person for the Front of House Team is the event House Manager or the Lead 
Volunteer.  You will find out who this is at the Volunteer Meeting.  Short of a serious emergency, direct all 
your concerns to this person.  You may feel free to point out spills or low bathroom tissue, etc., to the 
Housekeeping staff.  Otherwise, your supervisor will deal with your concerns.  Please do not disturb the 
Technical Staff nor the bar staff; do not confront other volunteers, nor seek a decision about issues from them.  
Bring all issues to the attention of the House Manager or the Lead Supervisor.  You concerns will be dealt with 
in a timely manner. 
 
 


