GREEN ROOM 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. There should be an equal number of hours per shift. Every group should have times that overlap the next group by about 30 minutes. Sometimes volunteers will work longer; it’s your call.

For example: Group 1 works from 5:00-6:30 p.m., Group 2 works from 6:00-7:30 p.m., Group 3 works from 7:00-8:30 p.m. and so on.

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!


-Give each volunteer the green room volunteer information. Let them 

know the same information will be posted the evening of the show in the green room, in case they forget.
ONE WEEK BEFORE PRODUCTION
1.
Place reminder calls
-Call each volunteer and remind him/her when s/he volunteered to serve 

in the green room. 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

-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 green room volunteers in case they have questions or need anything during the show.


-Post the information sheet somewhere handy in the green room.

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!

THANK YOU FOR BEING

A GREEN ROOM VOLUNTEER!

1. What do you need to do?

2. Check-in with the green room coordinator or director and let them know you are here and ready to work.

3. Be in the green room during your shift.
4. Help cast members keep calm, cool, and collected.
5. Assist any cast members with reviewing their lines before they go on stage, in case they need the extra help and confidence.
6. Provide water to cast and crew members. (Ask at the refreshments table if it is not in the room.)

7. Know where the actors are in the script and announce it. (If you have headsets, use them to communicate with the stage manager to find out what page, act, or scene they are on.)

8. Do not let anyone into the green room unless they are cast or crew! Yes, even no family.

9. Do any problem-solving, as needed. For example: If an actor rips his/her shirt, you might need to help staple, tape, sew, or tie the shirt back together, or search for a new one!
10. KEEP THE CAST QUIET BACK STAGE! Even if the green room seems miles away, assume the audience can hear everything. All conversations should be whispers.
11. Check out when you are done with your shift.
THANKS AGAIN!
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