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House Manager Check List
 
Pre-Show 
☐   Make sure that lights are turned on in stairwells & guest areas.
☐   Check restrooms and ensure that they are clean and stocked. 
☐   Turn on lobby lights on both levels 
☐   Make sure techs have chair & seat lights on in theatre.
☐   The final step before the lobby opens is to have a three-to-five-minute Usher Meeting to inform ushers of details regarding the performance such as run-time, photo/video policies, etc. 
 
Lobby Opens 
☐   Ensure that the lines are all flowing smoothly and solve problems as needed 

House Opens 
☐   The Theatre Manager (or Manager on Duty) MUST provide clearance and approval before the house may be opened.  The house should NEVER be opened without approval. 
☐   Move House Open stanchions from the entry doors to the stairwells. 
☐   Make sure that all ushers and ticket scanners are in place. 
☐   Make sure that we do not run out of program stock.  Tell the ushers where the rest are stored.  
☐   At five minutes prior to curtain, sound the intermission tone if the lobby is still full.  Communicate the status of the lobby crowd to the Theatre Manager.   
☐   Once the audience is seated, inform the Technical Director, “the house is yours.”  

Show Begins 
☐   Close all doors leading to theatre and pull curtains to full.
☐   Seating latecomers: When latecomers arrive, look at their tickets to see where they should be seated. If their seats are closer to the front, seat them in an open seat in the rear, tell them that you will happily show them their correct seats at intermission. When the late seating time suggested by the stage manager arrives, quietly and quickly show the latecomers to their seats using a flashlight. Keep the flashlight beam pointed to the floor to keep distractions to a minimum. 
☐   Recheck all restrooms well before intermission and ensure that they are clean and stocked.   
☐   Make sure carpeted area of the lobby is vacuumed of popcorn and detritus if needed. 
☐   Ask the Audio Engineer/Stage Manager to provide a ten-minute warning before intermission. 
☐   Open curtains to the theatre ~ 5 minute prior to intermission.
☐   Handling emergencies: Handle any emergencies that arise with audience members. Call 911 for emergency help. There is a first aid kit in the booth. Complete an Incident Report form for any injuries and accidents. 
 
Intermission 
☐   Intermission will last between 10 and 15 minutes depending on the size of the house.  The intermission tone should be sounded at 5 minutes before the second act begins.  The lobby lights may be flashed three times as well if needed.  The women’s restroom line is typically the deciding factor.  The house should not be closed if there are more than 5-6 women in line outside of the restroom door.  
☐   Once intermission has ended, inform the Theatre Manager, “the house is yours.” 
☐   Close doors & curtains leading into the theatre 
 
2nd Act 
☐   Check all restrooms, make sure Lobby is clean for Exit Greeting
☐   Ensure Box Office changes the concessions signs to ‘Coming Soon’ signage
☐   Have an usher in place to reopen doors at the end of the show.
 
Post-Show 
☐   Return all equipment, stanchions, etc. to their proper homes 
☐   Turn off all restroom lights, stairway lights lobby lights etc. as the building empties.   
☐   Clean up the Volunteer Table, return nametags/flashlights to Box Office
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