
 
 

Ushers  
 

One hour before performance 
 Hang coat and place personal belongings in Purple Room. Purses may be stored 

in Box Office if volunteer is not comfortable leaving in Purple Room. 

 Get name tag in Box Office and sign in.  

 Attend usher’s meeting led by House Manager.  At meeting, House Manager will 
designate one usher to seat guests who arrive late; see special instructions 
below. 

 You might be asked to guard doors prior to open; House Manager will instruct 
you to do so if necessary.   

 YOU HAVE 30 MINUTES BEFORE HOUSE OPENS TO ACCOMPLISH THE 
FOLLOWING: 

o Stuff programs with remittance envelopes.  Confirm with House Manager 
how many to stuff for this performance – do not stuff extra. 

o Walk through house to make sure all seats are flipped up. 
o Pick up any trash or other items. 
o Make sure all free-standing chairs are in correct numerical order and lined 

up in orderly fashion. 
   

30 minutes to curtain 
 House Manager will tell you when to open doors; do not open doors until House 

Manager gives you the OK. 

 Two ushers should be positioned at each door. 

 Assist patrons in finding their seats. Look at patron’s ticket to determine seat 
location.  If their seats are closer to the other aisle, send them to one of the 
ushers nearest that aisle for seating assistance. 

 If their seats are nearest your aisle, ask them, “May I take you to your seat?”   

 Some guests will be frequent patrons who will say they don’t need help locating 
their seat; simply hand such patrons their program and tell them “Enjoy the show!” 

 For all other patrons, escort them to their row; hand them programs once they 
are seated. 

 Guests must stay off side stairs immediately next to stage; DO NOT use side 
stairs to seat guests.  

 House Manager will instruct you when to close doors. 
 

Seat locations 
 Please familiarize yourself with seating chart. 

 Helpful Hint:  Look at patron’s seat number first to determine which aisle they 
should take. Seats 20 – 34 should reach their seats using RIGHT AISLE (as you 
face stage); seats 35 – 46 should use LEFT AISLE. 

 Row letters appear on end seats and are also printed on railing in the aisles. 

 Box numbers are painted on the wall. 
 
(continued…) 



Start of show 
 Once doors are closed you may watch the show (unless you are the usher 

designated to assist late guests; see below).  

 Please sit in open seats in Row I, or on the stools in the very back.   

 During the show, you have discretion to ask patrons to stop 
disruptive/inappropriate behavior, i.e., cell phone use, loud talking, etc.   

 

Intermission 
 Do not prop open doors until the house lights come up. 

 Two ushers should be positioned inside the theater, one at each door, to answer 
guest questions and assist guests. 

 Two ushers should be positioned in the lobby to do the same. 

 Occasionally (depending on the type of show) House Manager may ask two 
ushers to be positioned near the stage to stop guests from going on stage; this is 
not typical, however. 

 House Manager will tell you when to close doors for start of second act.      
 

Start of second act 
 Same duties as Act One. 

 Please stay until after the show if at all possible.  If you can’t, please let House 
Manager know. 

 

After show  
 Do not prop open doors until house lights come up. 

 Get empty boxes from Box Office to collect programs; there should be two 
ushers at each door collecting programs from guests as they exit. 

 Once guests have exited, walk through theater to pick up “lost and found” items 
or large/unusual trash. (You do NOT need to clean theater, however; cleaning 
crew will do that.)  There are vinyl gloves in Box Office if you want them. 

 Place “lost and found” items in Box Office. 
 

Late Seating Instruction (for designated/lead usher only) 
 Once doors are closed, get a flashlight from Box Office. 

 Wait for late guests in lobby area. 

 When seating a late guest, make sure to close the “outer” door (between lobby 
and theater) before opening the “inner” door, to prevent light from coming into 
theater. 

 Depending on the type of show, you may seat late arriving guests between 
scenes, immediately after songs, or anytime.  Please confirm with House 
Manager the best late seating time for the particular show you are ushering.  

 Take guests to their row; use flashlight to light the ground so they can see 
where they are stepping. 

 If guest’s seats are in Section C (section closest to stage), they may be more 
comfortable waiting until Intermission to take those seats, to minimize disruption 
during the show. They may sit in any open seats in Row I until Intermission. 

 Please wait in lobby for late guests for 15 minutes after start of show. 

 Return name tag, check in with House Manager before leaving, sign out. 
 


