
 
 FRONT OF HOUSE GUIDE  
  
Welcome to Theatre Charlotte and thank you for volunteering your time.  As a member of our front of 
house volunteers (ushers, concessions, box office, will call and parking attendants), you are the first to 
connect with our patrons as they join us for an evening of entertainment.  How you approach them and 
handle their needs can have a direct impact on how they view the show and the entire theatre 
experience at Theatre Charlotte.  Please remember that while Theatre Charlotte does rely on and 
greatly appreciate our volunteers, volunteering is also a privilege that involves commitment and 
responsibility. Please see the policies below and make sure you understand and follow them as they are 
essential to making an evening of entertainment run smoothly and efficiently.    
  
BASIC POLICIES FOR ALL VOLUNTEERS:  On any given night, you may be assessed on your 
performance and conduct by a member of our staff or board of directors.   From time to time, these 
evaluations come from members of the local community, as well as corporations and foundations that 
supply grants and funding.  You serve as an ambassador for the theatre and your conduct should reflect 
one of friendliness and professionalism.  Please help us uphold Theatre Charlotte’s values and improve 
on the overall experience of our patrons by following the code of conduct listed below.  
   
ATTENDANCE  All volunteers should arrive at the theatre no later than one hour before show time.  Please check in 
with the House Manager upon arrival and assist as needed in preparation for the arrival of patrons.  
  
DRESS CODE  
We suggest a white shirt or blouse with dark or khaki pants, trousers or skirt. A Theatre Charlotte 
lanyard and name tag will be provided. This will help patrons identify you as a volunteer as well as add 
a touch of professionalism to the theatre environment.  
  
PARKING  
You may park in Theatre Charlotte’s parking lot as long as space permits. If the lot is full you may park 
on the street or at the bank parking lot around the corner on Colonial. We ask that you not park in 
spaces marked as handicap or those with signs reserved for benefactor parking.  
  
SUPERVISOR  
The House Manager is your supervisor for the evening. Please follow all instructions your House 
Manager gives you as some details change from show to show.   Please also be flexible as your 
assigned positions may change or you may be asked to help with additional tasks.   If you have any 
questions or concerns, please report directly to the House Manager.  Be sure to check in with the 
House Manager upon arrival and also before leaving at the end of the night.  
  
PRESHOW MEETING  There will be a volunteer meeting 55 minutes before the show starts (i.e. 7:30pm show, meeting at 
6:35pm).  At this time the House Manager will go over important information related to the show, 
including the run time of each act, and will also assign volunteer duties.  It is important to know a brief 
description of the show currently playing as well as upcoming productions.  



  
SHOWTIME  While we encourage our volunteers to stay and watch the show, we cannot guarantee seats on any 
given night.  If we are unable to provide a seat to the performance for which you are volunteering, we 
will make every effort to accommodate you at another performance.  Lack of seats means we are doing 
our job in producing theatre that people want to experience.  
  
POST SHOW  Volunteers are asked to help pick up around the auditorium and also stand near doors as patrons are 
exiting the theatre.  Be sure to thank patrons for coming to see the show, a simple “thank you for 
coming” is all it takes.  It is not proper theatre etiquette to ask if someone enjoyed the show.  If you 
have seen the show before, or another production of the show, please invite the audience member to 
make his/her own conclusion.  Enthusiasm for our productions is fine, but it is courteous to allow 
people to draw their own conclusions.    
  
EMERGENCIES  In case of an emergency, it is important that you remain calm, as this will reflect on the patrons.  
Should the building need to be evacuated, please proceed to the nearest exit, open the door and direct 
people to the outside of the building.    
  
SCHEDULING CONFLICTS  If you are unable to volunteer as scheduled, please contact the theatre at least 24 hours before your shift 
or, for shifts on Saturdays and Sundays, contact the theatre by 5pm on Friday.  Please contact Nancy 
Wilson at 704-376-3777 or by email at nancy@theatrecharlotte.org.  If you have an emergency and 
need to cancel after 5pm or over the weekend, please call the box office at 704-376-3777 and ask for 
the House Manager. The House Manager will be available one and a half hours before show time so 
please make this phone call then. Please do not leave a voicemail or send an email regarding a 
cancelation after 5pm or over a weekend as the message will not be received until the next business 
day/week.    
  
If you are running late, please call the box office at 704-376-3777 and let the House Manager know that 
you are on your way.  As a courtesy to other volunteers and to keep the show on schedule, please make 
every effort to be on time.   
Unexcused absences or missing a shift without proper notice will result in dismissal of privileges or 
volunteer status.  
  
 
  
  
  
  
  



 
  
  
FAQ: From time to time, patrons may ask you questions about Theatre Charlotte, the building, or the 
show.  Please familiarize yourself with the current season brochure for show descriptions and info 
about Theatre Charlotte events.  Below you will find some common questions and answers to those 
questions.    
  
1) How long has Theatre Charlotte been around?  The group that became Theatre Charlotte began 
in 1927 and officially became the Charlotte Drama League the following year.    
 
2) How long has Theatre Charlotte been in this building?  Theatre Charlotte has been in this 
building since 1941 with the addition of the scene shop and dressing rooms in 2001.  This building 
was built specifically for the theatre organization as a theatre.  Prior to 1941, this property was a 
cemetery.  
 
3) How many people does the theatre seat?  For straight plays, we seat 220.  For musicals, we seat 
around 215 because of the sound board in the back of the theatre.  
 
4) How many shows do you produce each year?  Theatre Charlotte produces six main stage shows, 
including two musicals each season, three plays and a holiday production.   There are also a number of 
special events throughout the year.    
 
6) How can I find out more about Theatre Charlotte?  Please refer to our season brochure on show 
information, ticket information and subscription info.  You may also visit our website 
www.theatrecharlotte.org for upcoming events, auditions and volunteer information.  
 
Thank you for taking the opportunity to make this theatre an exciting and pleasant place to visit.  Your 
time is greatly appreciated and we hope that you enjoy coming here as much as we enjoy having you 
working with us.  
  
Sincerely,  
  
The Staff at Theatre Charlotte  
    


