
Gallery Theater Usher Responsibilities 
Thank you for volunteering your time and making our shows possible. We appreciate you! 

 

General Info 
● Please arrive an hour before show time: Friday & Saturdays at 6:30 and Sundays at 1:00 
● Please wear business casual attire with the apron and name tag provided by the theater. 
● You are expected to stay for the entire performance with minimal clean up after the show 

ends. 
● You must be physically capable of helping frail patrons get seated.  
● You are expected to quickly, calmly, and efficiently provide instructions and help escort 

patrons out of the building in case of emergency. 
● Enforce the House Rules with assistance from the House Manager. 

 

When You Arrive 
● Please take an Usher name tag, apron, and flashlight from the Volunteer Room. If you 

have not filled out an Emergency Contact and Release Form, please do so (located in 
the Volunteer Book.) 

● Check in with the House Manager and the Box Office Manager. The Box Office Manager 
will provide necessary training with our handheld scanning devices. Please talk with your 
other ushers to determine who will scan tickets and who will pass out playbills and direct 
patrons to their seats. 

● Please review the House Rules posted on the bulletin board. 
 

Basic Theater Check 
● Peruse the theater and restrooms for basic cleanliness. If supplies are low, please 

restock them. Supplies are located in the maintenance closet (through the main stage 
door nearest the box office.) 

● Keys to the concession stand and to restock the bathroom supplies are hanging up in 
the volunteer hallway on the Manager Mailbox. 

● Check the seating area for programs, garbage, and general cleanliness. 
 

Emergency Exits 
● The House Manager will brief you on our emergency exit routes and procedures (on the 

bulletin board.)  
● Check all emergency exits to make sure all is clear. 
● In case of emergency, you are to stay in the theater and assist with evacuation if 

necessary or with any emergency situations. 
● All ushers have assigned seats. For the Main Stage, these seats are B6, J6, B19 & J19. 

Please sit in your assigned usher seat even if other seats are available. We have an 
usher in each corner of the theater for a reason. For the arena, pick two usher seats in 
the front row where you can get up quickly if needed. Place a “Reserved for Usher” sign 
(located in the Volunteer Room) on these seats. 

 
 
 

 



Get Into Position 
● Main Stage: (4 ushers) One usher should be stationed in the lobby at each entrance. 

These ushers are in charge of scanning tickets (see below.) The other two ushers will 
take places at the corners of the stage to pass out playbills and help patrons find their 
seats. 

● Arena: (2 ushers) One usher should be stationed in the lobby next to the arena entrance 
to scan tickets (see below.) The other usher will be positioned by the stage to help 
patrons find a seat and pass out playbills. 

● Scanning: You should be able to scan ANY ticket with a barcode. They will be either:  
a. small blue printed tickets 
b. full size page tickets printed at home 
c. a PDF on a phone.  

If for any reason a ticket does not have a barcode or does not scan, please send the 
patron to the Box Office. The Box Office Manager can check patrons in and will stamp 
tickets with a Gallery Theater stamp to indicate they have been scanned in. If any ticket 
has been stamped, it is not necessary to try to scan the barcode again. 
 

Priority Seating 
● Members are to be seated first in the Arena Theater. Since Arena seating is first come, 

first served, this is an important member benefit.  
● In the Arena - If there are any wheelchairs or handicapped patrons, the House Manager 

or theater staff will inform you that they are to be seated first. In either theater, please 
assist these people as needed. If someone needs a walker, please help them take their 
seats and bring their walker out to the lobby until intermission so it is not in the way.  

● If there are any seating problems (patrons claiming to have the same seats, etc) please 
inform the House Manager or Box Office Manager. They can deal with this accordingly. 
 

During The Show And Intermission 
● If a patron has an emergency during a show and has to leave, please assist them if 

needed. If a patron must leave during the performance, they will not be allowed back into 
the theater until intermission. 

● Please check in with the House Manager regarding Intermission Duties.  
 

 

After The Show 
● Peruse the lobby and stage area for garbage, used programs, etc. Found items can be 

put in the Lost & Found box under the staircase by the Box Office. 
● Empty lobby/restroom garbage cans as needed and take to the dumpster (located in the 

alley off of the main stage.) Replacement bags can be found in the maintenance closet. 
● Along with the House Manager, use clorox wipes or 409 to disinfect door handles, 

handrails, and bathroom sink faucets. 
● Return your name tag, flashlight, and apron to the Volunteer Room. 

 
 
 


