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OVERVIEW

Welcome to Orlando Repertory Theatre (Orlando REP) and thank you so much for
volunteering with us! Orlando REP depends on volunteers like you to help us create moments
that matter. We aim to make every experience at the theatre a remarkable one for both our
volunteers and our patrons. Because volunteers represent the theatre, it is important that you
help our patrons feel at home. Your appearance, actions, and conduct all influence how patrons
perceive Orlando REP. Our hope is that you greet each patron with a smile and friendly
attitude and treat them as you like to be treated.

We hope that the information in this handbook enables you to understand the mission of
Orlando REP, and helps you in your volunteer work with us! Volunteers like you enable us to
provide our patrons with a wonderful experience! Thank you so much for volunteering with
Orlando REP!

CONTACT INFORMATION

Front of House Manager

Benjamin Fortin
bfortin@orlandorep.com
407.896.7365, ext. 229

Front of House Associates

Calli Charlton
ccharlton@orlandorep.com
407.896.7365

John Labman
jlabman@orlandorep.com
407.896.7365
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ABOUT ORLANDO REP

Orlando REP’s Mission: To create experiences that enlighten, entertain, and enrich the lives
of families and young audiences.

In 1926, the theatre that is now called Orlando Repertory Theatre (Orlando REP) opened as a
single-theatre complex. Several name changes and a three stage complex later, the theatre
partnered with the University of Central Florida (UCF) in 2000 and became the Orlando
Repertory Theatre (Orlando REP) with a specific focus on theatre for family and young
audiences; the only one of its kind in Florida.

FOUR COMPONENTS

SEASON PRODUCTIONS | Orlando REP produces professional shows and engagements all year long.

YOUTH ACADEMY | Orlando REP’s Youth Academy presents 60+ theatre classes, camps,
workshops, and performance opportunities for children and teens. The Youth Academy
provides a professional theatrical experience in an educational environment and creates theatre
that is by, for, and about young people

COMMUNITY ENGAGEMENT | Orlando REP works with many community groups, organizations, and
schools to provide workshops, scholarships, and programming for underserved young people.
Orlando REP provides continuing education credits for teachers with seminars on arts
integration into core subjects.

UCF’S MASTERS OF FINE ARTS IN THEATRE FOR YOUNG AUDIENCES | Orlando REP houses this program

and students immerse themselves in the practical working of the theatre, in addition to their
classroom studies.

WHY DOES THE REP NEED VOLUNTEERS?
Orlando REP is a 501(c)3 nonprofit organization. Volunteers are crucial for the success
of any nonprofit organization! Ticket sales and educational camp/class tuitions cover a
portion of Orlando REP’s annual expenses. Volunteers donate their time to help
Orlando REP cover staffing on show weekends and help our patrons have a remarkable
experience at the theatre.
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THEATRE POLICIES AND GENERAL INFORMATION

Below are some policies of and general information about Orlando REP. Your awareness of this
information will allow you to answer with confidence the most common questions patrons will
have.

Box Office Hours:
Monday through Friday: 9AM — 5PM
On show weekends, the box office is open from 12PM until 7PM. If the last show of the
day finishes before 7PM, the box office closes accordingly.
*On rare weekends when no shows are playing, the box office is closed.

Show Times:
Orlando REP’s performances are typically on Saturdays and Sundays at 2PM and 5:30PM.
Throughout the year, there may be special events and/or limited engagement shows that
have varying show times.

Orlando REP’s season begins in July each year and runs through the end of May. During
the summer months, Orlando REP hosts a large amount of summer camps and produces
a large summer stock production with our young performers.

Ticket Prices:

Adults (Age 18+): $25

Seniors (Age 55+), College Students, and Military Personnel (with IDs): $18

Youth (Age 3+): $15
*Youth Age 2 and under who sit on the lap of an adult patron do not require a
ticket for admission and are free of charge. If the child needs their own seat for
any reason, or if the parent prefers they have their own seat, they pay the
regular youth ticket price.

Parking:
There is a free parking lot maintained by the City of Orlando right in front of the
theatre. Parking is first-come, first-serve. We recommend that our patrons arrive at
least 30 minutes prior to performances to ensure they have plenty of time to find a
parking space, particularly when the lot is full.

Overflow parking is available throughout Loch Haven Park and along Mills Avenue, free
of charge. There are two parking garages nearby as well, if parking is unavailable at
either of the aforementioned locations for a fee. The nearest parking garages are at the
Orlando Science Center and the Florida Hospital, both of which are within walking
distance of the theatre.
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Photography and Video/Audio Recording
Due to copyright laws, no photography, video, or audio recordings of any kind are
allowed during a performance. If you see someone violating this policy, please inform
the House Manager immediately.

Late Seating:
Late seating is at the discretion of the House Manager. Patrons arriving late may be
seated in seats different than were originally purchased. The House Manager may also
wait until a certain moment of the show (after a song, during a scene change, etc,)
before seating late patrons.

Ticket Exchanges:
Tickets may be exchanged for another performance of the same show up to 24 hours
prior to show time of the originally ticketed performance. All exchanges are subject to
availability and a fee of $5.00 is charged to the patron at the time of the exchange.
Tickets may only be exchanged within the same production.

Season Subscribers are able to exchange tickets free of charge, and are also able to
exchange tickets from one production to another, if needed.

Missed Performances:
Orlando REP does not offer compensation or refunds for performances missed due to a
patron’s absence or lateness.

Special Seating:
If a patron has special seating needs or preferences, they should advise the box office at
the time of booking. Orlando REP’s box office staff does everything in their power to
accommodate a patron, and to ensure that their visit to Orlando REP is as comfortable
as possible.

Accommodation:
Orlando REP is proud to offer American Sign Language interpreted performances of
each of our main season productions. Throughout the season, Orlando REP offers a
Sensory Friendly version of select productions. Patrons can ask the box office for more
information on either of these offerings!
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ORLANDO REP’S 2017/2018 MAIN STAGE SEASON

Disney’s Newsies (September 4 — October 22)
Based on the 1992 film of the same name and inspired by the events of the real-life
Newsboy Strike of 1899, this Disney musical tells the story of Jack Kelly, a feisty New
York City newsboy who dreams of a simpler life away from the big city. When
publishing giant Joseph Pulitzer raises the price of the paper at the newsboys’ expense,
Jack rallies his fellow newsboys to fight back. With help from spunky female reporter
Katherine Plumber and a few new friends, the whole world finds out what happens
when “the little guys” stand up and seize the day.

Polkadots: The Cool Kids Musical (October 23 — November 19)
Polkadots follows Lily Polkadot who just moved to the “Squares Only” small town of
Rockaway. As the first Polkadot to attend the all-Square school, Lily faces an almost
impossible task of gaining acceptance from her peers. From daily bullying, to segregated
drinking fountains, Lily’s quest seems hopeless until she meets a shy Square boy whose
curiosity blooms into an unexpected friendship.

The Best Christmas Pageant Ever: The Musical (November 13 — December 30)
Beware The Herdmans; the worst kids in the history of the world! When they crash
Sunday school and demand parts in the Christmas pageant, the whole town panics. In
this buoyant new musical adaptation of the funny and touching holiday classic, will it be a
silent night? Not a chance. But sometimes, a little joyful noise is just right for Christmas.

Flora & Ulysses (January 29 - February 25)
Flora loves comic books, so it’s no surprise when an unassuming squirrel named Ulysses
gets sucked up in the vacuum cleaner and pops out as a superhero — who can fly — and
write poetry. Doubting adults have lots to learn from Flora, Ulysses, and their new
friend, William, as they navigate matters of the heart.

Madagascar — A Musical Adventure (February 26 — April 8)
Join Alex the Lion, Marty the Zebra, Melman the Giraffe, and Gloria the hip Hippo, four
pampered animals from New York’s Central Park Zoo, as they accidentally find
themselves shipwrecked on the exotic island of Madagascar. They discover it really IS a
jungle out there! Throw in mischievous penguins and legions of lemurs, and you are in
for a roaring good time in this musical adventure!

Judy Moody & Stink: The Mad, Mad, Mad, Mad Treasure Hunt (April 9 - May 13)
Judy Moody often has flights of fancy, but a real-life adventure on a treasure island just
might be top them all! As soon as the Moody family drops anchor on “Artichoke” Island,
they are greeted by Scurvy Sam, a pirate who sends Judy Moody and Stink on a
swashbuckling adventure, involving cryptic clues, secret codes, and tricky puzzles. The
siblings team up to race against the clock and other treasure-hunters. Will this
adventure help Judy Moody complete her Me Collage? Aaarrr!
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BENEFITS OF VOLUNTEERING

Experience Great Theatre
As a courtesy to our volunteers, Orlando REP makes seats available for volunteers
when seats are available. Please keep in mind volunteer seating is done by the
House Manager as the show is starting, based on availability.

Create Memories With Your Family
We are a family theatre, so we absolutely love it when families volunteer together! If
you are volunteering with your family, please be sure to include the names of all
members who are volunteering, along with the ages of any children so that we can make
sure you are given an appropriate assignment.

Volunteer Appreciation Event
At the end of each season, Orlando REP invites volunteers to attend our annual
Volunteer Appreciation Luncheon! This event thanks all of the volunteers who work
with us throughout the season.

Community Service Hours
Orlando REP staff is happy to sign for community service hours. This may be for a
school, club, or organization; or can be for Bright Futures Scholarship applicants.

RECOGNITION PROGRAM

2017-2018 GUIDELINES

We've redone the recognition program. We will keep track of every shift
you complete with recognition levels at 12 and 24 shifts. This season will include
every event from Chitty Chitty Bang Bang — Judy Moody. Once you reach 12 or
24 shifts you will receive the following:

Number of Shifts Reward
|2 Piece of REP Merchandise
24 Custom Name Tag
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GENERAL VOLUNTEER POLICIES

Participation in Orlando REP’s Volunteer Program

Qualifications and Physical Demands
Volunteers must be |3 years or older to volunteer alone. Volunteers under the age of
I3 must have a parent/guardian with them at all times. Orlando REP volunteers need to
have remarkable customer service skills, be a team player, and have the ability and
willingness to work and communicate effectively with people of diverse cultural
backgrounds.

While performing duties as a volunteer at Orlando REP, a volunteer frequently uses
their hands to handle or tear objects. Volunteers are also frequently required to sit,
stand, walk, and climb stairs. A volunteer is occasionally required to kneel, stoop, or
crouch, and will lift and/or move up to 25 pounds. Specific vision abilities required to
perform volunteer duties may include close vision, distance vision, peripheral vision, and
depth perception.

If a volunteer has any questions or concerns about the physical demands required to
volunteer, please communicate with the front of house staff. The theatre makes every
reasonable effort to accommodate a volunteer.

Appearance and Uniform
Orlando REP’s approved uniform for volunteers consists of a white shirt/blouse, with
khaki pants or a skirt, and close toed shoes (slip-resistant shoes preferred). We require
volunteers to wear khaki to help us maintain a uniform look. Please no shorts, jeans, or
open-toed shoes. Skirts should be no shorter than just above the knee. If you would
prefer to wear a jacket or sweater over your shirt/blouse, it should be either black or
white in color. No hats, unless otherwise specified.

Orlando REP is a professional theatre for young audiences. Because our primary
audience is children and families, we ask that you dress in a conservative manner that is
appropriate for all ages and in proper uniform so that you are easily identifiable to our
patrons. When you arrive, you are issued a volunteer lanyard, which should be worn
throughout your shift and returned to the box office at the end of your shift. If you have
any questions about the dress code, please contact the front of house staff.

Personal Items
A location for personal items is determined by the House Manager at the beginning of
your shift. Storage spaces tend to be limited. Orlando REP is not responsible for lost or
stolen items, so please leave large sums of money or items of value at home. You are not
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able to have any purses, bags, or other personal items on your person while you are
volunteering.

Conduct
To keep the patron experience positive Orlando REP asks that you refrain from using
cell phones or other electronics during your shift. Please make sure they are off or on
silent and kept out of sight. While in view of patrons, volunteers are asked to refrain
from eating, drinking, chewing gum, or smoking. Volunteers should also avoid voicing
negative personal opinions concerning any production, performance, performer, or
patron. Unless advised by the House Manager, volunteers are not permitted to
participate in or eat at receptions prior to, during, or after a shift for which they are
volunteering.

Punctuality and Attendance
Orlando REP depends on the reliability of its volunteers to be successful in delivering
the finest in family theatre. Signing up for a volunteer shift is a commitment to work, so
please be sure to show up and to be on time. When the theatre is understaffed, it may
present safety issues in the ability to properly manage patrons and may result in a lower
quality of customer service. If for any reason you are unable to make a shift for which
you signed up, please let the front of house staff know at least 24 hours in advance, so
that arrangements can be made to cover your shift.

Volunteer shifts typically begin one hour prior to curtain, but may vary based on the
production or event. At the beginning of each shift, the House Manager conducts a brief
pre-shift meeting to discuss items such as the production, show run time, position
assignments, and any additional events going on at the theatre or in Loch Haven Park.

If you are scheduled for a shift and arrive 15 minutes or more after the shift start time, you
may not be able to volunteer for that shift. If you would still like to see the show, tickets
need to be purchased. If you would like to re-schedule for another shift at that time,
you are welcome to do so as well.

If you sign up to volunteer for a shift and do not notify the Front of House staff prior to
your shift that you will not be able to make it, your attendance for that shift will be
marked as a “No Show.” Three “No Show” designations within a season (August — June)
will result in a volunteer being placed on probation, limiting or restricting your
availability to sign up for additional shifts. If you have already signed up, you will be
removed from the list. You will be placed on the waitlist for any additional show sign-
ups.

Respect
The REP expects that volunteers treat everyone in the theatre with respect and
courtesy. As Orlando REP’s main audience is families and children, we ask that
volunteers take care to use language and conduct that exemplifies Orlando REP’s
mission.
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VOLUNTEER ROLE DESCRIPTIONS

Greeters
Greeters are often times the first person patrons come in contact with when they enter
the building. Our greeters should be very friendly and welcoming. Typical tasks of a
greeter may include:
e Opening doors for patrons as the enter/exit the building
e Deliver a friendly greeting to the patrons — you are their first impression of the
theatre!
e Direct patrons to various locations in the building. Greeters need to know the
locations of the box office, concession stand, theatre, restrooms, water
fountains, etc.

e Answer general questions about the theatre, the current show, and the local
area.

Activities
Volunteers assigned to ‘Activities’ staff our activities station! These volunteers need to
be friendly and helpful to our young patrons as they enjoy making pre-show crafts!
Typical tasks of an activities volunteer may include:
e Assist the House Manager with setting up the activities station before patrons
arrive
e Ensure that enough supplies for the activities are set out at each table and
replenish supplies as needed
e Assist young youth patrons with cutting, gluing, and completing their craft as
needed
e Keep the activities stations clean and organized
o After the show walk the theatre to make sure it is ready for the next show.

Concessions
In order to volunteer in the Concessions stand, volunteers must be 18 years old or
older. Concessions volunteers sell food, drinks, and merchandise to patrons before the
show, during intermission, and after the show. These volunteers should be able to
handle money responsibly and accurately, and be friendly. Typical tasks of a concessions
volunteer may include:

e Assist in set-up, cleaning, and stock the concession stand at the beginning of the

shift

e Sell snacks, candy, drinks, and merchandise using our point of sale computer
system

e Maintain accurate money till. Able to process cash, credit cards, and other forms
of payment
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Assist in cleaning and re-stocking the concession stand at the end of the shift.
You will return to concession during intermission and after the show.

Ticket Takers/Program Distributer
Ticket takers and program distributers assist patrons as they are entering the theatre.
These volunteers should be friendly and have a basic knowledge of the seating chart of
the theatre. Typical tasks of these volunteer assignments may include:

Ushers

Assist the House Manager with setting up and stocking program stands before
the house opens
Be able to read and understand tickets. In particular, pay close attention to the
date listed on the tickets and the name of the show. This is especially important
when there is more than one event going on in the theatre during the shift.
Tear/Scan tickets and distribute programs to patrons as they enter the theatre

O Must have basic knowledge of Smart Phone Applications
During intermission you will return to your door to monitor for food and drinks
as patrons re-enter the theatre
After the show walk the theatre to make sure it is ready for the next show.

Ushers assist patrons with finding their seats in the theatre. An usher needs to be
friendly and proactive in approaching patrons to assist. Typical tasks of an usher may
include:

Read and understand tickets and the seating chart of the theatre in which the
show is being performed

Escort patrons to their assigned row and seats (need to be able to negotiate
stairs)

Assist with general seating issues

Direct any major seating issues or concerns to the House Manager or box office
staff

Ensure that during the performance the aisles are kept clear, and assist patrons
with exiting and re-entering the theatre during the show

You will act as a stage guard during intermission and after the show.

Field Trip Assistant
Field Trip Volunteers assist patrons attending with their school with finding their seats
in the theatre. A field trip volunteer needs to be friendly and proactive in approaching
patrons to assist. This position is only available to volunteers 18 years old or older.
Typical tasks of a field trip volunteer may include:

Organizing classes in the lobby to ease seating once in the theater.

Escorting patrons to their assigned row and seats (need to be able to negotiate
stairs.)

Direct any seating issues or concerns to the Front of House Staff

Ensure that any lunches are organized on the stage.

Assist in helping bus drivers park in designated areas.

Responsible for ensuring clean up after lunches.
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Emergency Procedures
In the unlikely event of an emergency, all volunteers should assist the House Manager
with evacuating the building or assessing the situation.

Building Evacuation:

All volunteers should be aware of all exits in the lobby and the theatre. Volunteers
should assist staff members in evacuating patrons out of the building and into the park
area.

If an evacuation needs to take place during the show, the Stage Manager will make a
clear, calm, official announcement to hold the show and ask audience to calmly exit the
theatre and building through the nearest exit.

Severe Weather (tornado, damaging winds, hail, etc):
In the event of inclement weather, volunteers should assist the House Manager and REP
staff with monitoring and assessing the situation.

A Tornado Watch means that conditions are favorable for severe weather and for
tornados to develop.

A Tornado Warning means that a tornado is either occurring or is imminent based on
radar and people in the path of the storm should take cover immediately.

In the event of either a watch or a warning before the show begins, volunteers should
assist the House Manager and other staff members with getting patrons into the theatre.
Inside any of our theatres is the safest place to be during severe weather. Patrons
should be directed to the theatre of their scheduled performance.

First Aid Procedures
If a patron becomes injured, please let the House Manager or a staff member know
immediately.

There is a first aid kit and safety station located in the box office. Please do not
administer first aid without speaking with the House Manager or another staff member
first. An incident report may need to be filled out and signed by the injured person or a
member of their party, depending on the situation. Please do not administer first
aid.

Safety Stations
Safety Stations are located throughout the theatre to ensure the best practices.
Locations include: Box Office, Administrative Hallway, Youth Academy Office, Backstage
of Black Box, Backstage of Edyth Bush Theatre, and Backstage of Universal Orlando
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Theatre. Each station has first aid supplies and a Safety Manual which should be
consulted in case of emergency.
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THE REP'S THEATRE SPACES

Universal Orlando Foundation Theatre
Seats 336 Patrons — Thrust Stage

Edyth Bush Theatre
Seats 330 Patrons — Proscenium Stage

Blackbox Theatre
Seats 102 Patrons — Flexible, But Most Often a Thrust Stage
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SEATING CHARTS

TNRHED : : -
::\//LF‘ _G:I.z 3l al s 60 7] 8 oll10] 11] 12 15 15151?1!191"116__ %‘\(KFL:

F =
[ ‘EXIT FUalzl sl o sUel 7 8l ollsoll 12l 22]] 13 2al] 15[ 16] 17 18] 10l 20l]| F —
DT 20 ol el sl el 7 o). ofaolua)sa) o ea] o5 sl o aefosize)
CUal 2050 al sU el 70 el al10l21] 12[ 23] 4] 15[ 16] 27 [ 18 100 20(

| |
(810 ol f2fasfulsiel G

[ 1
i,

I
102z03(alslel70efo0)n
RIGHT SECTION

A

UNIVERSAL ORLANDO FOUNDATION
THEATRE

Page 16
Updated 7.21.2017



EXIT

EXIT]

T

151617418

70 8f9fiof1181281314

EDYTH BUSH THEATRE

- SEATING CAPACITY 330 -

Page 17

Updated 7.21.2017



RIGHT SECTION

1 | —

u BLACKBOXTHEATRE |

- SEATING CAPACITY 100 -

Page 18
Updated 7.21.2017



