






House Manager Procedures - 2026

Playcrafters House Managers are responsible for ensuring that our patrons have a positive experience at the theater. The single most important aspect of the job is welcoming our guests and addressing their needs. Other important priorities are: working with the show team to help things run smoothly and maximizing revenue.

2 Hours before curtain:


	If the lobby door is locked, unlock.


	Check theatre.


	Make sure upstairs doors are unlocked using Allen wrench. (Stage Manager will lock them once the cast is in place.)


	Make sure there are at least 100 programs. Programs are in the box office.





	Sign off on money count for the box office staff.


	Test headsets. Be sure all are on same channel.


	Stage Mgr., House Mgr., Head Usher, + Tech all need to wear working headsets.







1 Hour before curtain:


	Prepare Ushers.


	Set up tablets.


	Distribute badges and train ushers on the seat layout.


	Explain Program Conservation to Ushers – give sparingly, one per couple, then give another upon request.


	Make sure they have the app on their phone or have a functioning tablet


	Identify Head Usher and give them a headset. Explain their responsibility to open doors when instructed to do so by House Manager or Stage Manager. Show them how to use the Allen key.


	Remind Ushers that doors are to be locked when the show begins.





	Open the lobby to patrons


	Place at least 3 donation bins are out with $89 seed money – larger bills in each


	3 donation signs with QR Code.


	Check restrooms


	Greet every guest as they enter







35 minutes to curtain:


	Ushers to positions, unlock upstairs doors using Allen key


	Assist any patrons with mobility challenges with the help of the Head Usher.


	Open House when authorized by stage manager. (generally, 30 minutes before curtain)


	Remain in the lobby and send patrons upstairs once they have their tickets.




1 minute to curtain – Communicate with Head Usher via headset and send ushers and box office to their designated seats. Collect scanning tablets from the ushers and put them on chargers. Note: Curtain time is 8 minutes after the hour. The House Manager + Stage Manager will work together to make sure that the production is ready and that no delay for traffic, weather, or unclaimed seats is needed. If curtain is delayed more than the standard 8 minutes, please remind the Stage Manager to make an announcement explaining the delay and setting expectations.

Latecomers:

Latecomers may sit in the lobby and watch the show on the monitor until intermission. If there is a break before intermission when patrons can enter without disrupting the performance, speak with the Head Usher on headset to make that arrangement.

During first act (or 45 minutes before curtain if there is no intermission)


	Set up refreshments.


	Fill baskets with snacks. Put out water 15 minutes before intermission.




Intermission:


	Ushers open house doors at intermission


	Ushers and House Manager remain downstairs near concessions to greet patrons, monitor supplies and to answer any questions.




5 minutes before intermission end:


	Flick lights downstairs and announce that the audience should return to their seats.


	Check restrooms and make sure they are empty.




Intermission end – Use headset to advise Head Usher and Stage Manager to close house doors. You’re the only one who knows if the lobby and restrooms are clear.

End of show:


	Ushers open house doors.


	After the audience leaves, close the doors.


	Put away all headsets.


	Sweep floors, Replace toilet paper, Fill towel baskets, Remove all trash and replace trash bags.


	Recyclables must be dumped in brown & yellow bins as is. No bags.


	Trash goes into the large dumpster.


	In the case of one act presentations, be sure concessions are available to patrons before and after the show. (Curtain speech indicates snacks are available after the show for donations.)


	Count money, mark count on bank envelopes, dating and labelling each one, including concessions kitty. Place money in envelopes. At end of night, give to producer or their designate.


	Producer, their designate, or the house manager is last out and verifies the doors are locked and the lights are off.
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