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As an Ogunquit Playhouse Foundation Volunteer, you agree that any information (written, oral, or in any 
other form) obtained during the course of performance of your duties must remain confidential. This 
includes, but is not limited to, all business conducted at any Board or Committee meeting; any and all 
proprietary information related to the Playhouse, its operation, employees, and artistic productions; as well 
as any information otherwise marked or known to be confidential or proprietary.

CONFIDENTIALITY

Building upon a legacy of leadership in American theatre, the Ogunquit Playhouse 
produces world-class performances, cultivates new works for the stage, and preserves 
an iconic and historic playhouse for future generations.

MISSION STATEMENT

INSTITUTIONAL BELIEFS & CORE VALUES

At the Ogunquit Playhouse, we believe art is an essential aspect of life. We believe theatre is a transformative 
experience that inspires both artists and patrons and enriches their lives.

We further believe that the Ogunquit Playhouse is a unique and impactful organization in both the history 
and future of American theater.

In carrying out our mission, the staff, volunteers, and board of the Ogunquit Playhouse are guided by the 
following core values:

 • QUALITY
 • INNOVATION
 • PERSONAL AND ARTISTIC INTEGRITY
 • INCLUSIVENESS
 • COLLABORATION

Ogunquit Playhouse exterior (2016) Photo by Neil McMahon | Andrea McArdle and cast in Anything Goes (2016) Photo by Gary Ng



IMPORTANCE OF VOLUNTEERS

YOU ARE THE OPENING ACT!

Over the last several years, we have experienced tremendous growth, and the Playhouse continues to push 
the envelope to provide the best possible patron experiences. Under the leadership of Executive Artistic 
Director, Bradford Kenney and Managing Director, Kent Bridges, and with guidance from a dedicated 
board of directors, our staff and volunteer force have made it possible for the Ogunquit Playhouse to thrive.

World-class performances and the infrastructure that supports our mission are costly. Ticket sales alone do 
not cover the costs of producing the experiences our audiences have come to enjoy and expect from the 
Ogunquit Playhouse. Thanks to many generous donors, members, business partners and advertisers, we 
are able to offset most of our production and operating expenses.

Without our cadre of very dedicated and involved volunteers, we could not afford to provide the level of 
quality experiences that our patrons enjoy and expect, and those that we - our board, staff, and volunteers 
- are proud to provide.

Simply put, the dedication, expertise, and courtesy our volunteers bring to the Playhouse allow us to 
continue to offer the highest quality customer service to our patrons and to enhance the behind-the-scenes 
operations without jeopardizing our financial goals. In other words, the Ogunquit Playhouse could not 
operate nearly as successfully without our volunteers!

Volunteers are the opening act and set the tone for the theatre experience for every patron. Showtime really 
begins when our guests arrive at our driveway. The condition of the building and grounds, as well as the 
helpfulness, demeanor and dress of the volunteers and staff, are important first impressions. 

The Front of House staff is the first “cast of characters” that the audience meets. The term “Front of House” 
defines all operations starting at the front of the stage, up the aisles, through the lobby, and into the 
parking lots. It encompasses the Concession Stand, the Gazebo, the Lobby and Patio Bars, the Gift Shop, 
the Will Call Booth, the Assisted Hearing Devices, the Box Office Window, the Ushers, the Greeters, the 
Parking Lot Staff, and the House Managers. 

Volunteers are expected to be courteous and helpful in order to ensure our guests have the most positive 
experience possible. Fostering a professional yet relaxed and stress-free experience is the top priority of 
our volunteers. 

John Edwards, Jelani Remy, Dwayne Cooper and Kyle Taylor Parker in Smokey Joe’s Cafe (2018) Photo by Julia Russell | Josh Young and Ella Luke Tedeschi in Ragtime (2017) Photo by Gary Ng



VOLUNTEER POSITIONS

USHERS   Report to House Manager

Ushers assist the House Manager in preparing the theatre for the performance. This may include carrying, 
stuffing and distributing programs, and escorting guests to their seats. Some volunteers may be asked to 
assist with scanning guests tickets. If there is a seating issue, please seek the support of the House Manager 
or Box Office Supervisor on duty. Do not try to resolve the issue on your own. Never assume that empty 
seats are available; available seats will be verified by the Box Office staff.

THEATRE CLEAN UP
At the end of each performance, ushers inspect the seating area for lost items and playbills that can be 
recycled. Ushers should also remove candy wrappers or any other debris left behind. Please give all found 
personal property to the House Manager on duty.

WILL CALL  Report to House Manager

The Will Call volunteer distributes tickets to guests who chose to have their pre-paid tickets held for pick-
up at performance time. The designated Will Call location is outside in front of the Box Office window. 
Volunteers spend an average of 45 minutes assisting guests in line. Due to the large volume of tickets 
sold through the Box Office, Will Call attendants must keep up with the fast pace! Will Call volunteers 
must exhibit specific skills in order to fill this position, and be friendly, outgoing, organized, and efficient 
collaborators. Will Call attendants must follow Box Office guidelines for distributing tickets. Will Call 
attendants will work alongside Box Office staff and return undistributed tickets to the Box Office or House 
Manager when their shift has ended. Any volunteer not meeting the requirements of this position may be 
removed at the discretion of management. 

GREETERS  Report to House Manager

Greeters are responsible for assisting guests in front of the theatre. They assist with opening vehicle doors, 
answering any questions guest may have, and distributing playbills as guests arrive. Greeters are the first 
contact guests have at the theatre and should be outgoing individuals with upbeat, friendly personalities.

SPECIAL EVENTS 
Volunteers can assist with special events including fundraisers and Membership events held at the Playhouse. 
Volunteer jobs include, but are not limited to: welcoming guests, serving food and drink, and assisting with 
event set up and break down. Additional opportunities include serving on the poster team, performing 
administrative and production duties, planting or watering flowers, sweet treat troop, and helping at cast 
and crew barbeques. 

Photos by Eloise Underwood and Morgan Gavaletz LaMontagne



Becoming a Playhouse Member is another great 
way you can show your support for the Ogunquit 
Playhouse! Membership funds are used many 
ways including providing financial assistance to 
our Children’s Theatre and outreach programs 
as well as helping to maintain our beautiful 
National Historic Register theatre.  All the 
giving levels and Membership benefits can be 
found on our website or by asking any member 
of the Development Office staff. We appreciate 
all that you do as a volunteer and hope that you 
will also become a Playhouse Member today! 

MEMBERSHIP

ASSISTED HEARING DEVICES  Report to House Manager

The Assisted Hearing volunteer is responsible for distributing the assisted hearing devices located in the 
lobby. This volunteer will be trained by the House Manager and should become familiar with the controls of 
the units and be able to explain to guests how to use the device. This position is responsible for checking the 
functioning of the devices and their batteries prior to each show. The volunteer will obtain the requester’s 
driver’s license or other form of identification in exchange for the device. Credit cards, debit cards or cash 
shall not be used for this purpose. Assisted Hearing volunteers must be available during intermission and 
at the end of the show to receive the returned hearing devices and return the identification material to the 
patrons. Volunteers must make sure that all units are turned off before storing.

CONCESSIONS   Report to Concessions Manager

Concession volunteers are selected by management and may require an interview. Concessions volunteers 
will train and work under the supervision of the Concessions Manager. Volunteers in this position are 
expected to assist with restocking merchandise at the end of each shift. Concessions is a fast paced, food 
service environment. This position handles cash and requires computer proficiency. Volunteers for this area 
need to become familiar with the laws of the State of Maine concerning alcohol sales and consumption, 
and may be required to attend a class involving those laws. (Note: Volunteers, staff, cast and crew may 
purchase snacks at half price. This excludes ice cream, alcohol and promotional items.)

GIFT SHOP  Report to Gift Shop Manager

The Gift Shop sells Playhouse merchandise. Sales may be in the form of cash, check or credit/debit 
card. Volunteers are not responsible for credit card or Point of Sale transactions or computer operations. 
Volunteers are asked to become familiar with Gift Shop merchandise. Depending on the show, volunteers 
may be asked to stay until guests have cleared the lobby after the show.
 

PARKING Report to Facilities Manager

Volunteers who assist in this area must possess outstanding customer service skills and the ability to interact 
with all types of personalities. This volunteer must be comfortable interacting with the public. Working directly 
with the Facilities Manager or Facilities staff, volunteers will greet guests as they arrive at the Playhouse 
and clearly direct them to the proper parking locations (Northbound, Southbound, VIP, or Handicap areas). 
Traffic must be kept moving in a consistent manner using good judgement. Volunteers may not create their 
own rules or guidelines for parking.

Jersey Boys (2018) Photo by Gary Ng



VOLUNTEER POLICIES

DRESS CODE
Volunteers must wear a white collared shirt (long or short sleeves), black pants/skirt, dark colored shoes, 
bow tie, and official Playhouse black vest (to be purchased for $20 by the volunteer) while on duty. Name 
tags will be provided and should be worn on the upper left part of the vest. Black jeans, t-shirts, Crocs, 
and flip flops or other types of open-toed beach wear is not allowed. Remember, you are part of the 
performance!

FAMILY, FRIENDS OR PETS 
Volunteers are expected to be professional at all times while on duty at the Playhouse. Therefore, pets, 
family or friends should not accompany you while on duty. 

CELL PHONES AND OTHER DISTRACTIONS
Volunteers are expected to help guests adhere to the rules of the theatre, which includes no cell phone use 
or talking during a performance. It is vital that all volunteers follow the same rules. Conversations between 
volunteers must be held outside of the theatre, in the lobby using a soft tone.

USHER INTERMISSION ASSIGNMENTS
Ushers will be assigned to certain positions at the exit doors prior to intermission. Please stay in this area 
throughout intermission so the House Manager can locate you in case of emergency.

TICKET VOUCHER PROGRAM
Those who have volunteered a minimum of 12 hours per production will earn a pair of vouchers valid for 
the current show only. Vouchers are valid for performances Sundays at 7PM through Friday on a space 
available basis. Voucher seating is limited to Preferred, Standard and Economy seats. Voucher seating is 
assigned at the discretion of Box Office Management, based upon availability. No Volunteer Vouchers may 
be redeemed in Premiere or Premium seating. Vouchers will be issued through the Box Office through our 
ticketing system. If you have earned a voucher, the notification will be sent via email to the email address 
we have on file by the second Friday of the current production. Tickets will be available for pick up at Will 
Call the day of the performance. Vouchers may be used by family or friends as long as there is no financial 
consideration. You may contact the Box Office with questions regarding vouchers and redemption. (Note: 
Any hours earned during the final week of the production will be applied and carried over to the next 
production.)

Eric Jon Mahlum, Blake Hammond, Hal Linden, and Mark Jacoby in Grumpy Old Men the Musical (2018) Photo by Gary Ng | Mamma Mia! (2017) Photo by Gary Ng



NEED TO KNOW

CAMERA POLICY
While no photo, video or audio recordings are allowed during the performance, we cannot confiscate a 
camera from audience members. We can ask them to stop taking photos, videos and to please delete 
them. If they continue, we can ask them to leave, but should do so at a time that does not interfere with the 
performance, such as intermission. If the performers stop the show because of flash photography or other 
audience distractions, the Stage Manager will turn up the house lights and we will ask the person to leave 
and call the police if they refuse. 

FOOD AND BEVERAGES
We allow guests to take water, packaged snacks, coffee, tea, and ice cream into the theatre. Patrons can 
bring beverages into the theatre in our Playhouse Souvenir Cups. Plated food is not allowed.

SMOKING
There is no smoking within 25 feet of the Playhouse. Please note designated areas for guests.

SIDE EXIT DOORS AND MOTHER NATURE
When it is cold or very hot outside, we try to keep the heat or air conditioning in the theatre by not opening 
all four side doors. House Managers will give guidance during times of extreme heat or cold weather.

EMERGENCY CALLS
If you place a 911 call from the Playhouse using your personal cell phone, the call will go to your local 
emergency response dispatch. You should first identify the location you are calling from as “Ogunquit 
Maine, the Ogunquit Playhouse” then proceed with emergency details.

BACKSTAGE TOURS
All volunteers are invited to take a Backstage Tour at no cost, on a space available basis.  This is an 
opportunity to find out what happens backstage as well as learn the history of the Playhouse, which 
may help you answer guest questions while you’re on duty. Please contact the Box Office to make your 
reservation, and let them know you are a Playhouse volunteer.

Million Dollar Quartet (2016) Photo by Julia Russell | Clyde Alves and Julie Eicher in An American in Paris (2018) Photo by Gary Ng



Access our online Volunteer Scheduler to sign up for volunteer opportunities from the comfort of your 
home! When using the online calendar you will only be able to sign up for the allotted available positions. 
As always, we will try to keep you in the position for which you signed up; however, last minute changes do 
happen and we greatly appreciate your flexibility. 

The current link to sign up will be sent via email by the Volunteer Coordinator.

SIGNING UP FOR A SHIFT

SANDI KADDY  
Front of House Coordinator
207.646.2402 ext. 225
sandi@ogunquitplayhouse.org

AMANDA SMITH
Volunteer Coordinator
207.251.2098
asmith@ogunquitplayhouse.org

CONTACT INFO

ATTENDANCE

After checking in with the House Manager on duty, all volunteers must report to their position one hour 
prior to the start of a performance. 

Parking volunteers report to the Facilities Manager or Facilities staff one and one half hour prior to the 
start of the performance.

If you cannot make your shift, please contact Amanda Smith, Volunteer Coordinator at 207.251.2098.

Julie Eicher in An American in Paris (2018) Photo by Gary Ng | Oklahoma! (2018) Photo by Gary Ng


