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STANDARD OPERATING PROCEDURE
FRONT OF HOUSE

PRELIMANARY:

1.
Contact members and organise teams for each performance.


Box Office 
2 (prepaid & ‘cash’ sales)


Seating

3 –4 (depending upon audience numbers)


Shop

1


Bar

1 – 2 (Evening performances only)


Tea & Coffee
2 – 3 (Box Office & Seating people)


Supper at Opening Night

2.
Organise purchase of catering supplies for shop, tea/coffee, bar & opening night

3.
Liase with publicity officer re printing of programmes

4.
Liase with treasurer re float (Box Office, Shop/Bar)

5.
Liase with Rosemary Macpherson re collection of tickets etc;

PERFORMANCE SESSIONS.

Erect Box Office (may need to be dismantled after Sat Eve’s performance)

1. 
Collect keys from stage manager.  Open plant room & turn on air conditioner.

2.   
Allocate jobs

· Box Office

· Seating & Programme distribution

· Shop

· Bar (evening performances only)

· Ensure programs have been folded and available at Box Office

3.   
Collect tickets and sort into prepaid and available (alphabetical order if possible)

      
(Rosemary will print seating plan, ticket pricing)

4.
Check that the float is correct

5.   
Liase with stage manager re opening of doors at 7.30 

      
(communicate with back stage via headset or lighting crew)

6.
If all is ready open doors and show people to seats.  Ring bell 10minutes prior to performance starting

7.
Communicate with lighting crew when everyone is seated and start the play and turn off the step lights.

8.
Box Office crew count money check and counter sign.  Place in envelope with performance date & time on front.  Ensure enough change is available for float.  Keep float for next performance.   Lock money in plant room.

9.
Keep an eye on performance time and be available to turn on the rear step lights after the house lights come up at interval and open doors. 

10.
Allow 20 minutes for interval then ring bell and advise back stage that the audience are returning to theatre.  Advise when all are seated. Turn off step lights.

11.   
After intermission empty all bins in the lobby and toilets ensure there is enough hand paper & toilet paper.  Run carpet sweeper over the lobby put all furniture back in the correct position.

12.  
Be available at end of performance to turn on step lights, open doors and say good evening to the audience 

13.    
Give all money collected to the treasurer or allocated person.

14. 
After audience has left the auditorium clean up rubbish from between the seats, empty bins and vaccum floor if required. 
15.    
Lock the front door, turn off the lights in the toilets and the lobby make sure the step lights and air conditioner is turned off. Lock the plant room.  Return keys to Stage manager.

** LAST PERFORMANCE:  The front of house must be locked before any partying starts after the last performance. All guests, visitors, crew and cast will have to use the back or side doors to exit. **

SHOP/BAR/TEA & COFFEE.

1.
Turn on urn in kitchen

2.
Prepare side hall, erect tables & place some chairs around the walls 

(shop near entrance door, Bar opposite entrance door, Tea/Coffee 3 tables down centre and one at end of hall near kitchen)

3.
Shop & Bar crew purchase ice for eskies & milk.  Prepare tables with supplies.

Place Liquor Act signs on walls near bar.  (signs kept in kitchen cupboard)

4.
During first act prepare Tea/Coffee supplies.  Place biscuits, milk & sugar on centre tables.

5.
5 minutes before interval add water to Tea & Coffee.  2 people to serve 1 to refill jugs.

6.
After interval clean hall & kitchen.  Sweep floors & empty bins.

7.
Count takings from Shop/Bar keep enough change for float.  Give takings to treasurer.
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