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Our Volunteers Stewards are invaluable to the Playhouse. This is why we
appreciate the commitment you have made to come and volunteer with us.

To help us meet your needs and maintain our legal obligations, we require
you to complete the following steps when you first volunteer with us.

1) Read The Stewards Guide to Norwich Playhouse

2) Fill in the volunteer information form. This allows us to access your data
readily

3) Have the tour. This includes Health and Safety aspects to make sure you
are aware of fire exits, emergency procedures and first aid facilities.

4) Sign the volunteer agreement. This document outlines the commitment
we have to you and your commitment to us. When you sign this agreement
you must be happy to abide by the aims and obligations of the Playhouse.

5) The Playhouse has a Grievance Procedure Policy:

I If you have a grievance with a fellow steward, please notify the Duty
Manager;

1 If your grievance is with the Duty Manager, please inform the Front of
House Manager

1 If your grievance is with the Front of House Manager, please inform
the Director

Playhouse Staff Members
The office contact number is 01603 612580

Caroline Richardson Director
Andrew Ramsbottom Theatre Manager
Vikki Nelson Front of House Manager

Duty House Managers:
Dot Howard, Gill Dean, Abi Lacey, Jess Collinson, Loren Nichols,
Thomas Vowles, Laura Hammett

Peter Wright Technical Manager
Caz Slota & Rowan Whiteside Marketing Manager job share
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Why have Stewards?

We require stewards to be in the auditorium during a performance to ensure the health
and safety of performers and audience. In case of an emergency (whether it be fire or
any other reason) our stewards evacuate the audience from the auditorium, under the
direction of the Duty Manager. For this reason, stewards must be aged 18 or over.

For every performance there should be at least one steward on each of the incoming
doors, to assist the audience with any queries and check tickets. When you book
yourself in for a shift, you really are needed.

You are responsible for alerting the Duty Manager to any problems during the
performance, and are a vital part of the Front of House team. Whilst it is obviously a
bonus for the stewards to see a show, the duties of the job must be a priority for our
volunteers.

Stewards sell programmes and merchandise if required, check the auditorium for
rubbish and lost property, and hand out leaflets to the outgoing audience. It's also
useful for us to get feedback on the show from an impartial source.

What time do | arrive?

Please arrive 45 minutes before the show starts.

Remember you are on duty and may have to react quickly in an emergency. To this end
no alcohol or drugs to be taken before or during your shift, please.

If you travel to us by car, please allow plenty of time for parking. There is no parking
available at Norwich Playhouse. There are 2 spaces for disabled / blue badge holders
outside the kiosk and the rest of the paved area in front of the venue is kept clear for
loading and used as a turning circle for large vehicles. The only way to approach the
Playhouse in a vehicle is via the Colegate end of St Georges Street.

Colegate, Monastery (both surface) or St Andrews (multi-storey) are the nearest
available car parks. There is some on-street parking around Colegate, but please read
the signs very carefully as there are restrictions, and the traffic wardens are particularly
vigilant during shows.

What happens next?

When you arrive you collect a key and your badge from the Duty Manager. You can lock
your belongings in the Playhouse Front of House office, and are welcome to a
complimentary tea or coffee from the bar.

The stewards briefing happens 30 minutes before the show - this is where you will be
given your duties for the performance. You will also be given a torch and door wedges.
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Stewards are positioned in the foyer until clearance is given from the Duty Technician to
the Duty Manager. Do not open the doors to the auditorium until instructed by the Duty
Manager.

For the first 5 minutes of the show and the first 5 minutes after the 2" half commences,
you should stand next to your door ready to assist any latecomers. The Duty Manager
will bring them to your door; let you know whether to seat them in their allocated seats,
or to sit elsewhere if this would be disruptive. Please be aware that there may be
latecomers the DM was unable to intercept, so be aware of anyone trying to enter the
auditorium.

During the show stewards must sit in the auditorium, in a seat closest to your door. In
the case of a sell-out show, we ask that you sit on the stairs with a cushion or on a flip
down seat. If you need to sit in a particular place, please inform the Duty Manager when
you arrive.

You must sit in your allocated seat, so the Duty Manager can find you when they
enter the auditorium in the dark.

What do | do when on duty?

We have a wide range of performances and audiences with different needs. Each show
has different requirements and these can affect what stewards do.

At the stewards briefing you will get all relevant information pertaining to the show and
your door positioning.

The following are basic duties:

Pre-show: Welcoming the audience and assisting with any queries, selling programmes
or merchandise, waiting for stage clearance and any other instructions from the Duty
Manager.

When clearance is given: Checking tickets at your assigned door and selling
programmes.

During the show: Awaiting latecomers for the first few minutes, keeping an eye on the
audience. If you see anyone taking photos or filming please try and stop them yourself,
if this will not disturb other audience members. If anyone is causing a disturbance,
appears to be unwell or tries to access the stage you must alert a Duty Manager
immediately.

Interval: Clearing any plastic cups, monitoring the auditorium ready to assist members
of the audience, or other duties as instructed by the Duty Manager.

Post show: Ensuring the smooth and timely exit of audience (offering assistance if
required) then checking the rows for lost property and rubbish. One steward will be
handing out leaflets to the outgoing audience.



Once the auditorium is clear and tidy, return torch, badge and wedges to the Duty
Manager and give any feedback about the performance.

Important points for all performances:

l

l

Mobile phones are to be switched off in the auditorium.

Assume photography and recording of the performance is not allowed,
unless instructed otherwise.

No food is allowed in the auditorium.

Pushchairs, prams and carrycots or car seats are not allowed in the
auditorium. For children’s shows we have a designated area in the foyer
for buggies etc.

Members of the audience are not allowed on the stage before or after a
show, and only during a show if expressly invited by the performers. This
is especially important after children’s shows.

The auditorium doors should not be opened until after the house lights
go up. The longer the auditorium is in darkness - the longer the audience
claps.

No glasses or glass bottles may be taken into the auditorium

9 Plastic bottles of water are available from the bar and allowed at all
shows.

f For Stand Up Comedy ONLY, patrons can take drinks in from the bar,
as long as they are transferred into plastic cups. These are available
from the bar, and you will also have a supply next to your door for last
minute transfers.
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