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Centrestage Theatre Company 

Health and Safety Policy Statement 

 

Health and Safety is everyone’s business, and everyone is expected 

to share in our commitment to avoid all accidents and incidents 

which may cause personal injury, property damage or loss of any 

kind. 

 

Every employee, member, volunteer, hirer, contractor and all other 

users are expected to act safely at all times to ensure their own 

welfare and that of others in the venue. 

 

Our Method: 

 

• It is a fundamental requirement of the Centrestage Theatre Company 
(CTC) that the company takes all practicable steps to Eliminate, Isolate or 
Minimise hazards in the workplace and that health and safety of all staff, 
members, volunteers and patrons be treated equally to other 
operational requirements of running the CTC. 

• It is the responsibility of all employees, members and volunteers to 
reduce the risk of accidents and injuries by eliminating, isolating, or 
minimising hazards that may cause personal injury, occupational illness 
or property damage. 

• CTC will provide a healthy and safe working environment for all its 
employees, members, volunteers, contractors/hirers, patrons and 
visitors. We will comply with legislation, codes of practice and industry 
standards and establish safe systems of work for all activities, as is laid 
down in this Health and Safety Manual. 

• All committee members, employees, members, volunteers and 
contractors/hirers are accountable for the health and safety 
performance within their own work areas and areas of responsibility. 
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Responsibilities include: a commitment to the accurate reporting and 
recording of all health and safety data, (accidents, incidents and 
injuries), high standards of housekeeping and hygiene, effective hazard 
management, competency training, accident reporting and emergency 
response. 

• CTC expects everyone to accept the challenge of making the company a 
healthy and safe place to work, for all our staff, members, volunteers, 
patrons, contractors/hirers and visitors. 

• CTC is committed to achieving high standards of health and safety 
management. We will minimise risk in all areas of our operations and 
advise all concerned parties of this policy and health and safety 
procedures. 

• The CTC Health and Safety Manual and procedures spell out specific 
responsibilities for all employees, members, volunteers, 
contractors/hirers and details of required actions and activities. 

• All CTC crew and cast for CTC shows, and external companies 
undertaking work at Centrestage Theatre must be aware of and abide by 
the Health and Safety policies and Risk and Hazard Assessment 
processes produced by CTC for each show/event as well as the CTC’s 
general H&S polices and safe practice guidelines. Additionally, all show 
crew must familiarize themselves with and abide by the detailed Risk 
Assessment and Hazard Management documentation produced by each 
individual company for their specific requirements (to be supplied to the 
CTC designated technician and Theatre Manager prior to pack-in; 
documentation to include comprehensive details about 
equipment/methods used for each show).  

• An induction will be conducted by the CTC Technical officer or Theatre 
Manager (or other delegated, qualified person) which will incorporate 
venue-specific H&S information and evacuation procedures.   

• Safe working practices must be abided by at all times. 
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CENTRESTAGE THEATRE COMPANY 

INFORMATION FOR VOLUNTEERS/USHERS/FRONT OF HOUSE 

Thank you for joining the Centrestage Theatre Volunteer Corps!  

As the face of the theatre, volunteers are a valuable resource 

providing the first and ongoing impression of our company and are 

vital to ensuring the health and safety of our patrons – We genuinely 

cannot do what we do without your support ☺ 

To be a volunteer you must:  

• Attend and complete an Emergency Evacuation Training and 
Volunteer/Usher Training  

• Be 18 years of age or over (accompanying children are not 
allowed) NB Volunteers under 18 years are welcome but will 
not be designated as fire wardens 

• Read and agree to all policies and procedures in the CTC Health 
and Safety Handbook/Manual 
 

Your first and most important contact is the Front of House Manager 

(FOHM). Please arrive at least 45 minutes before show time (unless 

the FOHM communicates otherwise). The FOHM will tell you what 

your duties are for the evening, which exit doors you are assigned to, 

will notify you of any disabled or wheelchair patrons attending, and 

allocate particular ushers to look after these.  

 

• Store all your outdoor wear and bags in the kitchen  

• Sign in and collect name badge, flashlight (if aisle usher)  

• Attend pre-show meeting with FOHM 

• Familiarize yourself with your assigned area in the auditorium, 
locations of bathrooms/supplies, and seating layout.  
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• At least two ushers must remain in the auditorium throughout 
the performance, seated in the ushers’ seats at the rear of the 
auditorium. Be vigiliant, e.g. if you notice a patron leaving to use 
the bathroom please use your torch to escort them safely from 
the theatre and then back to their seat when they return. Keep 
watch for any disturbances i.e. a medical event unfolding that 
may require assistance 

• For safety reasons, refrain from going backstage or on stage  

• FOHM (along with the Stage Manager) will announce when the 
house is open for every show. A few minutes prior to the house 
opening take your assigned post. Ensure a high viz vest (in the 
event of evacuation) is available under your assigned seat.  

• Patrons are not allowed in the theatre until the house opens. 
With the exception of wheelchair or disabled patrons who may 
be seated earlier. 

•  Ushers will attend to the opening and closing of auditorium 
doors at the beginning of the show, at interval and at the end of 
the performance. Ushers (fire wardens) will also open the exit 
doors for any emergency evacuation. (However, please only 
allow patrons to exit the building through the foyer during 
normal show conditions – not through emergency exit doors). 

• No standing or sitting on stairs is allowed at ANY time due to fire 
regulations. 

• Welcome all patrons with a smile. If there is a mix-up with seats 
or tickets: re-check the patron’s tickets for the proper event, 
date, & time. If this does not solve the problem, then: Check the 
seated patron’s tickets for the same problems. If neither of these 
works, escort all “same ticket” patrons to the back of theatre or 
the foyer & inform FOHM and/or Box Office Manager (BOM) of 
the issue.  

• Every person, including complimentary seats, must have a ticket 
to enter the theatre. If a patron does not have a ticket for every 
person in their party, please send them to the Box Office. Each 
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person is required to have a ticket because, for Health and Safety 
reasons, we need to know how many people are in the theatre.  

• Drinks in glass are not permitted in the auditorium for health and 
safety reasons. Plastic containers are available at the bar 

• Photography and sound recording is not allowed at most events 
(usually this is for legal reasons of license and copyright). The 
FOHM will inform you of any specific policy for a given event. If 
you witness picture taking or recording when it is prohibited, you 
should notify the FOHM and/or the Box Office Manager. Never 
confiscate the personal property of a patron. 
 

• Mobility Impaired Patrons - If the patron arrives before the 
house opens, please see FOHM for decision on whether or not 
to seat the patron before the house opens. If patron is using a 
wheelchair, check to see the tickets are in wheelchair accessible 
seating (front two rows). If one of these seats has not been 
assigned to the patron, ask if they will be transferring out of the 
wheelchair (if “no” see FOHM).  

• Help latecomers! Latecomers should not disturb other patrons. 
Seat latecomers in the back of the theatre if there are seats 
available. They may take their designated seats after 
intermission. If a latecomer insists on going to their seat, DO NOT 
dispute with them; it only makes for a larger disturbance. Try to 
get them to their seat safely and with as little interruption as 
possible. In the case of a sold out, reserved seated show – wait 
until a break in the performance or the suitable point in the show 
(as indicated in your pre-show meeting) - to escort customers to 
assigned seats. In the case of a sold out general admission show 
– encourage the patrons to sit in the back of the theatre.  

• Remain at your post until FOHM gives you permission to be 
seated.  

• After interval everyone is required to return to their original 
seating position unless notified otherwise.  
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• After all patrons have been seated at the close of intermission 
you may retake your seat 

• All volunteers are required to stay for clean-up unless FOHM 
gives you permission to leave early  

• Return all reusable programs to the Box Office 

•  Pick up rubbish in auditorium and foyer 

• Place all Lost and Found items in the Box Office 

•  Return nametag and flashlight  

• Sign out – It is important to sign in and sign out for Health and 
Safety reasons  

 

 

Once again, THANK YOU!  

 

We rely on the goodwill of volunteers to keep the show open and 

our patrons safe – we just cannot do it without you ☺ 
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Centrestage Theatre Company 

Evacuation Procedure 

 

o FIRST RESPONSE (to be co-ordinated by the designated Chief Fire Safety Officer) 
 

o If smoke or fire is discovered, immediately activate the fire alarm, (or if the alarm 
sounds first) and call the Fire Service  

 

o TO CALL EMERGENCY SERVICES: 
 

o DIAL 111 AND ASK FOR THE SERVICE REQUIRED 
 

o Give address/location of the Centrestage Theatre which is 60 Centreway Road, 
Orewa, (located behind Council Service Centre Building) 

 

o Give the nearest road or intersection which is Riverside Road 
 

o The Technical Operator (or their delegate) will bring up the lights and turn down any 
sound. 

 

o Centrestage Theatre has an automated fire evacuation recording which will instruct 
patrons to exit the building.  
 

o The Fire Safety Wardens (volunteer ushers) will have put on high viz vests (located 
under the usher’s seats) and use torches provided. 

 

o The Fire Safety Wardens (volunteer ushers) will open the exit doors and call firmly:     
“THIS WAY PLEASE” and direct people through the emergency exit doors and out of 
the venue… The priority is evacuation of all people in the building 

 

o The Stage Manager will ensure the evacuation of all cast and crew through 
appropriate designated emergency doors and with the Chief Fire Safety Officer will 
search the venue, if it is safe to do so, to ensure all areas are clear. 

 

o The Front of House Manager together with the designated Fire Safety Wardens 
(volunteer ushers), will ensure that any disabled and wheelchair patrons are assisted 
from the venue. The assembly point is on the grassed area outside the main doors to 
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the Theatre, away from the building (Alternative assembly point is the carpark at the 
rear of the building, away from the building) 

 

o The Chief Fire Safety Officer will report to the control panel outside the front doors 
of the building (wearing high viz vest and with fire warden paddle) and await the Fire 
Service. 

 

o All persons are to assemble at the designated area and will remain there until 
otherwise directed by the Chief Fire Safety Officer or the Fire Service. 

 

REMEMBER: 

 

• WALK, DO NOT RUN.  
• AVOIDANCE OF PANIC IS ESSENTIAL 
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INDUCTION COMPLETED 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 
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NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 
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NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 
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NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 
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SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 
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NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 
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NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

NAME: ____________________________________________________ 

SIGNED: ____________________________ DATED: ________________ 

 

 

 


