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Welcome to the Columbia Theatre Volunteer Usher Corps. We are grateful to you

for your support of the arts. Volunteering is a vital element of arts philanthropy
and we are pleased that you have chosas$ast us in our mission to provide
quality programming to the region that Southeastern Louisiana University serves.

Columbia Theatre, originally built in 1928, was constructed for the purpose of
presenting silent films and vaudeville. For years it viaescuultural centerpiece of

this region. During the 1930s, 1940s and 1950s a big night out on the town always
included a show at the Columbia. We had the firstadled building in

Hammond and originally seated 1200 patrons. When, in the 1960s arsj 1970
families began staying home to watch television, Columbia suffered greatly, as did
most downtown cinema houses. In the early 1980s, movies became fashionable
again, but most theatres were springing up in shopping malls and older grander
facilities becane dinosaurs of the industry. Sadly, Columbia closed and sat vacant
for approximately 15 years, collecting only rats, termites and pigeons as guests.

With the growth of its October festival, Fanfare, Southeastern began considering
the possibility of acqung Columbia as a performing arts venue in the early

1990s. After persevering to also acquire the buildings flanking the east and west
sides of the building, plans began to formulate to renovate the three so that together
Columbia Theatre for the Perfoirmg Arts could be born. With funding assistance

from the Hammond DDD, state, and federal government as well as private
donations, Columbia once again opened its doors in January 2002. It now serves
as Southeasternds hub famoming.cWelpridear al even
ourselves with an extensive education outreach program that introduces school
children to the performing arts and instills in them an appreciation for all

disciplines of the arts.

By volunteering at Columbia, you play an important roleur growth. Wear this
role with pride, for you make it possible for us to shine.

Gratefully yours,
A % By

Donna Gay Anderson
Director



Columbia Theatre for the Performing Arts
MISSION STATEMENT

The mission and purpose of the Columbia Theatre HerRerforming Arts is to
enhance and support Southeastern Louisiana University as the University serves
the educational, economic and cultural needs of Southeastern Louisiana. By
becoming the premiere performing arts facility in the region, and by pravalin
broad and diversified presentation of the arts, this goal will be fulfilled. The
Columbia and Southeastern will accomplish this mission through excellence in
programming and by developing mutually supporting relationships with
appropriate local and reamal organizations. The Columbia will serve as a catalyst

to promote cultural, educational, and economic growth. The vision for the
Columbia iIis to become the regionds pr
performing arts.
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POLICIES

Mobility Requirements

\Volunteer ushers may be required to stand for moderately long periods of time,
move quickly, and move up and down stairs easily. They also must have vision
adequate to read tickets. Some duties do not require that the volmeteethese
requirements, such as Will Call or Sales. There may be other volunteer
opportunities for people who do not meet these requirements.

Orientation

All members of the Usher Corps are required to attend an orientation session
before volunteering. dditional refresher sessions may be required periodically.
Informal meetings may be held with the ushers to allow for discussion of
challenges or suggestions for improvements.

State application

All volunteers must -EsmpldymenttAppai cifiaS oi uot nh eFaosrt
the orientation session. This allows the university to perform a background check

for safety and liability purposes. \Volunteers already employed by Southeastern do

not need to complete this form.

Dress code
The purpose of the dressdmis to present a consistent, professional image to our
patrons, and to be easily recognized by them as an usher.

Men

-Name tag

-Black dress pants (no jeans)

-White, long sleeved, button down shirt with a collar

-Black belt

-Black sloes (no sandals)

-Dark tie (no bowties)

-Dark socks

Women

-Name tag

-Black dress pants or skirts (no jeans)

-White, long sleeved, button down shirt with a collar
(Available at Old School /1500 Church Street, Hammond/4B%1900)

-Black belt (needed if shirt is tucken)

-Black shoes (no opetoed shoes)

-Black socks or hose

-No excessive makeup



Ushers may wear a plain white sweater over their shirt if they are cold. Please

make sure that your clothes are clean, unstiaiaed crisply laundered. Clean,

moderate length fingernails (not sharp.) Do not wear heavy perfume or cologne, as
some patrons may be allergic. Dondt we
importantly of all, smile!

Name tags

Ushers are asked to weanlGmbia Theatre Name Tags on the left side of their

shirt while volunteering. Ushers must individually order and purchase the Name

Tags which are made by-Ream Printing and Imaging (2107 W Thomas St.,
Hammond/985%427530). Ask for the standard Columbiheatre Black & White

Name Tag. It i ncludes the first name w

Signup policies

Columbia holds two to three usher appreciation events per year. At
these events, signup sheets for each performance will be available.
Please bringqur calendar and sign up for the performances that you
would like to work.

The signup sheets are also always available in the Columbia administra
tive office 8 ani 5 pm Monday through Friday. You may come to the
office or send your signups to the lisiics Coordinator via email.

A few days before each event that you have signed up to work, a staff
member will give you a reminder call to confirm your attendance. If
for any reason you cannot work at an event for which you have signed
up, please coatt the Columbia Theatre office as soon as possible so
that a replacement can be found.

We ask that ushers work at least one rental performance per every two
Columbia/University performances annually. While these rental events
are not always as professal as the Columbia season and Fanfare per
formances, they provide a valuable source of revenue and community
support that makes the mission of the Columbia Theatre possible.

PROCEDURES

Report time

Ushers need to be present in the lobby of the theagrdnour before curtain (the

time the show begins), and stay for the entire performance. When you arrive, the
House Manager for the evening will gather the ushers in the lobby for a short
meeting to give duty assignments and explain any special proceduths f




evening. At this time the House Manager will inform the ushers of the length of
the performance, whether there is an intermission, and whether there is food and
beverage service. The house opens 30 minutes prior to curtain, unless otherwise
specified.

THEATRE ETIQUETTE
Patrons of the Columbia Theatre are asked to abide by certain guidelines of
etiquette in order to contribute to a positive and rewarding experience for all
patrons. It is the ushero6s responsi bil

1. No food, drink or tobacco products are allowed in the performance hall.
Ask patrons to please discard them in the provided trash cans.

2. Rest rooms and water fountains are located in the West lobby on both
Orchestra and Balcony levels.

3. All cell phones, pagers, and electronic devices must be turned off.

4. All balloons, flower vases with water, and anything that may potentially
bl ock other patronsé6é views must be stor
will offer to take these item®r the patron and retrieve them after the
performance.

5. For most performances, latecomers must stay outside the doors of the
performance hall until a point when they can be led to their seat during applause or
at an appropriate pause in the perforneanEor some performances, especially
dance recitals, this rule will not be enforced. You will be notified of this at the
usher meeting before the performance.

6. Infants and toddlers are not allowed at most Columbia Theatre
performances. For some rahperformances, this rule will be suspended. You
will be notified of this at the usher meeting before the performance. If you notice a
baby or toddler disrupting patrons during any performance, notify the house
manager immediately.

7. Audio recordingand still or video photography is strictly prohibited at all
Columbia Theatre events, except when previously arranged with the theatre
management. For some performances, especially dance recitals, this rule will be
suspended. You will be notified of thas the usher meeting before the
performance.

8. Members of the press will present a Columbia Theatre press badge to
gain entry into the performaa hall. The press should beetited to sit in the rear
of the center Orchestra designated as press section



PATRON INTERACTION
Your role as an usher i1s to make all p a
and rewarding as possible. The patrons
shaped as much by their interactions with you as an usher &y ithe quality of
the performance. Please use these guidelines when dealing with patrons:

1. Always present a pleasant demeanor. Smile! Make the patron feel
welcome.

2. Make any requests in a polite and calm voice. Address patrons as sir or
ma 0 aAtways say please and thank you.

3. Never have any physical contact with a patron. In a tense situation, a
simple touch can be misinterpreted and may escalate the problem.

4. In the event that you encounter a patron who is intoxicated or unruly,
cortact the house manager immediately to handle the situation.

DUTY ASSIGNMENTS AND DESCRIPTIONS

Lobby Assistant

TPosition: lower lobby

1Greet patrons

i Direct them if needed to the Box Offic
Restrooms, Cloak Room, Umbrella Bags, etc.

General traffic usher

TPosition: lower lobby landing

TAsk to see patrons tickebefore they reactne tickett a k e r . A simple
know which entrance you need?0 is a nic
IDirect patrons t@rchestra or Loge/Balcony.

TAssist with any other questions a patron may have about the theatre or the
performance.

Handicapped Assiant

I Position: Lower Lobby

TWhen handicapped patrons enter the lobby, ask to see their tickets. Look at them
carefully.

TWheelchair seating/Orchestra: Right and Left sides of Row A. Chairs will be
placed in the rows and numbered if someone is atigmdith them. Do not

remove the chairs! Patrons must be escorted to their seats through the access
hallways on the east and west side of the theatre. Remember to assist by holding
the doors for them as they pass.




TWheelchair seating/Loge, Balcony: Lé&fige, Row A, Seat 9 and Right Loge,

Row A, Seat 10. There are doors to the Loge.

11f an unexpected wheelchair patron arrives with a ticket for a regular seat but
wants to move to a handicapped space, check with the House Manager to see if a
space is avéable.

10ften, a wheelchair patron will get out of their chair to sit in a regular seat. Make
sure the wheelchair is out of the way and does not pose a fire hazard. Examples:
Cloak Room, back of the Orchestra against the wall, in front of left andsiggd

of stage, etc. Remember: the wheelchair cannot obstruct the pat of patrons in any
way.

TAdvise handicapped patrons to remain in place after the show, and you will come
to assist them. If you seat a patron, it is your responsibility to help hiexitehe
theatre. If you cannot help at that time or have too many patrons to help, enlist the
assistance of one or more ushers.

10nce you have seated a patron, be sure to get them a program, deposit their tickets
in the usher stand and then quicklyuretto the lobby. Someone may be waiting

on you!

11f there is an abundance of ushessveral may be assigned to handicapped
assistance.

Ticket-Taker

TLocation: behind the usher stand in front of the main doors to the orchestra
section and balcony.

1Greet Patrons

TMake sure the ticket is for the correct performance (#1). Some shows have
multiple performances.

TMake sure that the patron is entering the correct area of the theatre. Orchestra will
be abbreviated to ORCH and Balcony to BAL (#Zhis iswhere the most

confusion happens. Check this carefully!

I Tear Ticket (#3), drop the short stub in the usher stand, and hand the long stub
back to the patron.

TIn the Orchestra Level, direct patrons to aisle nearest to their seats.

TRemain at your positinto assist latecomers until relieved by the House Manager.

174290 $14.00 Orch 18&2 514 .00
.| —> Nutcracker <— aturday
Columbia Theatre bec 17, 2005
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1 ——>Saturday, Dec 17, 2005 €— WNo Refund
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Program Distributor

TPosition/Orchestra: just inside main doors

TPosition/Loge, Balcony: at the bottom of the stairs inside performance hall

1Go Green! Ask patronsto sharpa ogr a m. |l t6s one of Col
the environment.

Do not assist patrons in finding their seats. Point them to the nearest usher

assigned to seating. If there are no ushers available and the patron asks where to

go, you may assist them.

Aisle usher

TPosition: inside the performance hall at various locations.

TAssist patrons in finding their assigned seats.

THelp resolve any seating issues that the patrons may have. Often the

biggest confusion occurs when a patron with a balconytioget is allowed in the
Orchestra. Check this first! If there is another problem that you cannot resolve,
contact the House Manager.

Orchestra Doors (Main Entrance)

TPosition: Inside the performance hall, near the doors

10Open and close doors for pas during the performance. The doors can be very
distracting when allowed to shut on their own.

TRemember to prop open the doors at intermission and at the end of the
performance.

TAll ushers sitting in the Orchestra Level should be mindful of the dootess
specific ushers are assigned.

Stage Doors/Left Side

TPosition: inside performance hall, standing in front of doors next to stage or
seated near them.

1Before performance, during performance and at intermission: prevent patrons
from entering oexiting through the doors, unless they are handicapped.

TAt the end of select performances, all patrons will be allowed to exit through the
stage doors on tHeft only. Two ushers are needed: one to hold the stage door
open and another to stand in théviaay to direct patrons to the exit. Ushers need
to stay in place until everyone has left the performance hall.

TPatrons must leave through the Cherry Street Exit. They cannot go down the
hallway to the lobby.




Stage Doors/Right Side

TPosition: insié the performance hall, standing in front of doors or seated near
them

iBefore performance, during performance and at intermission: prevent patrons
from entering or exiting through the doors, unless they are handicapped.

TEnd of performance: an usher nged stay in place until everyone has left the
performance hall. Only handicapped patrons may exit through these doors and
only with an usheroés assistance.

Cloak Room Attendant

TPosition: inside the Cloak Room. The top half of the door opens.

1 Take itans that patrons do not want to bother with during the performance, may
obstruct anot her patronbdés Vvi ew, or are
IPlace a number tag on the item and give the patron the other side of the tag.

TRight before the performancask the House Manager to lock the door.

TReturn to the Cloak Room at intermission and the end of the performance.

11f there is no usher to work the Cloak Room, ushers posted in the lobby

may place items in the room.

TIn this case, only take items thaeaorohibited in the performance hall like

ball oons, vases with water and fl owers
TWe do not want patrons going into the Cloak Room themselves. Ask the House
Manager to lock the door.

1After the performance, retn to the Cloak Room to assist patrons or have the

patron contact the House Manager.

Education Outreach Assistant (School Performances)
TPositions will vary depending on your specific assignment: seating, wristbands,
buses, etc. Often, ushers take oresal tasks.

Wristbands

TEveryone, children and adults, must be wearing a wristbagditoentry
into the performance hall.

11f a patron is holding their wristband, they must put it on.

11f a patron does not have a wristband, he/she will not bevadl into the
performance hall. You wilbe informed of any exceptioms a pershow
basis.

Seating

1A seating chart will define where each school will be seated in the
performance hall.

THave the teachers and students follow you to their seatsanahsit
everyone is seated.



I Return to t htleendxissbhbo t o recei ve

Dismissal

TAt the end of the performance, school groups that walkedrimed incars

will be dismissed first.

1School groups that took buses will be dismissed in the ofdée buses

lined up outside on Cherry Street.

1Guide students and teachers to their buses.

iIKeep the childrends safety tohusesai nd.
or straying from their groups.

General Reminders

TAlways be ready to help a patfon

Do not hold up the line by participating in long conversations with patrons.

Tt is okay to socialize with one another, but do not leave your post, do not distract
each other, and do not neglect patrons.

1Stay at your post. If you must leave, make shege is someone to cover for you.
1Be on the lookout for any food, drink or tobacco products which are not allowed
in the performance hall.

1During performances, do not allow patrons to stand in the aisles, on the stairs or in
the back of the Orchestraelel. However, there are some exceptions.

Do not climb over patrons to get to a seat.

T1Occasionally, we will request assistance with refreshments.

TUsher assignments will be rotated to allow ushers to develop a working
knowledge of all front of house setes.

THearing Devices are available for patrons. They can obtain a device at the Box
Office and return it after the show to the House Manager

1Be on the lookout for any food, drink or tobacco products which are not allowed
in the performance hall.

1During performances, do not allow patrons to stand in the aisles, on the stairs or in
the back of the Orchestra Level. However, there are some exceptions.

Do not climb over patrons to get to a seat.

T1Occasionally, we will request assistance with refreshments

TUsher assignments will be rotated to allow ushers to develop a working
knowledge of all front of house services.

Hearing Devices

Patrons who are hearing impaired can access a hearing device at the box office. If

a patron asks for a hearing device gtéthem to the box office and make sure their
needs are met. The box office wild@ ask
while they are in possession of the hearing device. Patrons will receive directions




on how to operate the device which are udeld below. Remind the patrons to
return the device to the House Manager at the end of the performance. He/She will
be by the Box Office.

Hearing Device Directions

1) Enter Hainkel Hall

2) Plug ear phones into unit & place ear pieces in ears

3) Turn on at AVolumed switch

4) Open front cover

5 Press fiseekd button for 1 se
Repeat until clear sound is heard

6) Adjust the volume

7) Following performance, please return to Box Office.

Note: Hearing device works only in the Performance Hall, not in the

Lobby.

Security

At least one University police officer will be present at each Columbia Theatre
event. Tley are usually posted in the upper and/or lower lobbies. Contact them
immediately if you feel that your safety or the safety of the patrons is being
threatened, if someone needs medical attention, or if there is an accident.

EMERGENCY PROCEDURES

The Columbia Theatre was designed to specifications of current fire codes, and to
be very safe in case of emergency, with a state of the art fire alarm and localized
sprinkler system.

Fire exits
In case of a fire or other emergency that requires the thedbeevacuated,

remain calm and focused. | t i's the wush

emergency exits.



Orchestra Level

Patrons seated in the Orchestra level of the performance hall will exit as follows:
Patrons in rows A through &hould be directed to exit through the side doors in
the front of the theatre and continue outdoors to the side street or back lot. The
patrons in rows L through X should be directed to exit through the main doors in
the rear of the performance hall anchttoue out through the lobby to the street.
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Balcony/Loge Level

Patrons seated on the Balcony/Loge level of the performance hall will exit as
follows: Patrons seated in rows A through D in the Loge should be directsd t
through the Loge doors and continue down the stairs and out through the first floor
lobby. Patrons seated in rows E through T should be directed to exit through the
side doors and continue down the stairs and out through the first floor lobby.



