
Front of House Procedure 2010 Season

- Note for Producers and Directors
Bookings
From the start of this year there will be a cap on the number of seats available for pre-show booking.  This will be 80% capacity.  We have 86 fixed seats so this would mean most shows can book 69 tickets.  The remaining 17 tickets will be available for sale from the box office from when it opens at 6:55 as well as any available from added rows of chairs. Please specify how many rows of chairs may be added on the space provided at the top of the reservations form (attached).  Booked tickets will be released for sale at 7:20 after an announcement from the box office (please let customers know this when they book their ticket).  The box office will then sell any unsold booked tickets.   We ask that actors be in position for opening the doors by 7:15 (7:20 at the latest) this is when the doors will open for the show to start on time at 7:30.  If you require the foyer doors to remain unlocked during the performance please also list these details on the reservations form.

Foyer
If you would like to provide an alternative form of refreshments (e.g. the candyfloss in Romeo and Juliet) please let me know by the Monday before your get-in.  Please let me know if you would like anything extra going on in the foyer (e.g. musicians) by the Monday of your show week so I can let the people doing front of house know.

Programmes
It is best to have these done as early as possible.  (Getting them printed at the SU print shop is just as cheap and can be more easily claimed back from the treasury.)  Please have them in the foyer by 6:30 AT THE LATEST.  It looks very unprofessional when they are late.

Get in and Get out
I am happy to do the chalk boards for each show, however, it is often quite a good time filler when you are waiting for the stage to become free from the previous show.  The scouring pads and liquid chalk pens are stored in the cupboard in the box office.  If you would like me to do it please let me know where the after-show will be by Monday.
Please tidy the box office and the foyer so it is as it was during your get-in.  This includes removing all programmes, reservation sheets and costumes from the box office and storing left over posters and flyers away.
Contact me: foh@newtheatre.org.uk or 07763050271
Contact me: foh@newtheatre.org.uk or 07763050271

