HOUSE MANAGER SCHEDULE
ONE MONTH BEFORE PRODUCTION
1.
Make a schedule
-Arrange a schedule of performance dates and times. Each evening 

performance should have at least two volunteers working each shift. You should have one ticket-taker and at least one usher to hand out programs and seat people, as needed.

2.
Find volunteers

-Ask pairs of volunteers to work a specific date and time. If they are 

willing to work more than one shift, great!

-Show each volunteer the ticket booth and program area. Let them know 

the same information will be posted the evening of the show in the ticket booth, in case they forget.

-The best ticket takers and ushers are (theatre arts) students. Try them 

first. Ask them to ask a friend to work with them.

ONE WEEK BEFORE PRODUCTION
1.
Place reminder calls
-Call each volunteer and remind him/her when s/he volunteered to serve 

as a ticket taker or usher. Make sure you confirm with the person rather than simply leaving a message on a machine.

2.
If a volunteer can’t come…
-Sometimes volunteers have emergencies or are forgetful or whatever. 

Make sure that you are available to cover any shift, if possible. Otherwise, you might think about having three volunteers per night, just in case one can’t make it.

PRODUCTION NIGHTS & POST-PRODUCTION
1.
Check-in no later than 15 minutes before the house opens

-Have your volunteers check-in with you or on a sign-up sheet or 

however you think you want to keep track of everyone. Make sure you check-in with your volunteers in case they have questions or need anything before the show.


-Post the information sheet somewhere handy in the ticket booth.

2.
Thanks yous

-Write your volunteers a thank you for a job well done. It’s the little 

things that keep volunteers volunteering!

Always check with the director before arranging anything!

Break a leg!

Fourteenth Avenue Players’

TICKET SALES

( WILL CALL: Prepaid tickets have names already written on them. Only the theatre arts teacher or other appointed adult can sell Will Call tickets!

Tickets prices for the first three performances are:






$2 Students





$4 Adults





$10 Family Pass (per family of 4)

The last performance is a special fundraiser to support the Winterhaven Theatre Arts Program and refurbishing of the auditorium. Ticket prices are:





$6 Students





$10 Adults





$30 Family Pass (per family of 4)

------------------------------------------------------------------------

TICKET SALES

1.
When in doubt about $money$, use the calculator.

2.
Never leave the money unattended!

3.
Ticket booth opens at 6:30 p.m.

4.
Ticket booth closes at 7:15 p.m.

5.
Give the cash box directly to the theatre teacher or appointed adult in charge!

6.
Leave the ticket booth door OPEN at all times.

USHERS

1.
Set up dividers leading to ticket booth.

2.
Hand out programs and seat guests.

3.
Return extra programs to cash box at 7:15 p.m.

4. Place dividers leading to the double doors, blocking area to the ticket booth.
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