
 

 

GUIDELINES FOR USHERS 

Usher Qualifications  

Ushers are critical to the efficient and organized operation of programs. 

• Must be willing to interact with residents, staff and guests in a 
courteous and friendly manner.  

• Must be able to easily move about (walking and standing) and to 
push wheelchairs, in furtherance of their duties. 

• Must be able to keep calm during emergencies. 
• Must be able to accept and express authority in a professional and 

friendly manner.   
• Must be willing to perform other duties such as serving as greeters, 

distributing programs and assisting at special events to deliver 
microphones to questioning residents.  

They need to be present when scheduled and to be on time. Once an usher 
has been assigned for an event it is his/her responsibility to contact the Chair 
of the Usher Committee, via phone or email, if they are unable to work the 
event for any reason. It is preferable to give at least a 24-hour notice to allow 
time to find a replacement.  

Sign-Up Method 

At the monthly ushers’ meeting ushers will receive a calendar for the 
upcoming month. They should mark the days they cannot work an event 
and return the calendar to the Chair of the Usher Committee as quickly as 
possible. If the usher is unable to attend the monthly meeting, they should 
contact the Chair of the Usher Committee and secure a copy of the calendar. 
The Chair will make the assignments and send a completed monthly 
schedule to all ushers. Event schedules with assignments will be posted a 
day or two before the month begins.  

Please note: ushers should have a cell phone in case of emergencies or to 
summon maintenance for assistance.  
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In General 
 

• As ushers, you are the first people that our residents come in contact 
with when they come through the doors. Welcome them to the 
performance when they enter and thank them for coming when they 
leave; help them with their questions; and be sensitive to those with 
special needs. We want all residents to leave the auditorium with a 
positive feeling.  

• It is important not to touch residents unless offering an arm for 
assistance (and only with their permission) or responding to an 
emergency.  

• Learn the locations of:  

 Restrooms 

 Drinking fountains  

 Lost and Found  

 The red emergency phone 

 Fire alarms 

 All exit doors  

 Wheelchair and walker placements  

 Flashlights and batteries  

 Seating and escort signs  

 Also: Learn the layout of the auditorium for the specific 
performance, so you can direct residents to the proper exit doors; 
and learn how microphones are switched on/off. 

 
Preparation for Event 

 
Report to the auditorium one half hour prior to the start of the event, as 
this is when the brief pre-event usher meeting takes place and when all 
of the important information regarding each specific event should be given 
to you by the Event Coordinator: This could include: 

- Running time of the event  
- Length of intermission (if any)  
- If the performers will be available for interviews/pictures after 

the event in the library 
- Whether there will be a Q&A session where roving 

microphones may be needed. 
- Any other items the Event Coordinator believes ushers need 

to know  
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• Make sure you have your “USHER” badge and a flashlight. 
• Open each emergency door to be certain it is not blocked from the 

outside. 
• Place seating signs for persons using walkers and for wheelchair 

escorts. 
• Check the area. If you notice that anything is wrong or needs to be 

fixed, please notify the Event Coordinator. 
• Should the Event Coordinator determine that the lounge/partition doors 

should be opened, it is the ushers’ duty to open them.  
 

Before the Event 
 

• Ushers will stand in each doorway to distribute programs to each 
resident, when programs are available. They will also answer 
questions from residents and escort them to a seat if necessary. 
Always remind residents/guests to watch their step.  

• If the lounge is in use, one usher should “work” the lounge while the 
second usher should be stationed by the rear doorway. If it is an 
especially popular event, a third usher should position himself/herself 
where most needed (e.g. stand at the front doors of the auditorium). 

• Should a resident request a listening device, please provide them 
with one from the table at the rear of the auditorium and be sure they 
know how to use it.  Instruct the resident where to return it. At the end 
of the event an usher should check the box of hearing devices to be 
sure they have all been turned off. 

Safety 

• Ushers will enforce the fire safety rules and not permit 
residents/guests to change the location of any seating. Doing so is a 
risk to the person attempting to lift a heavy chair, a risk to other 
residents of being struck by a chair and a risk that the exit aisles will 
be obstructed. This also applies to wheelchair users parking in aisles. 
The ushers must preserve clear aisles. KCC has prescribed seating 
capacities that must be observed. 

• In the event that more wheelchair-bound residents enter than there are 
spaces provided for wheelchairs, the usher should call Westmorland 
for housekeeping assistance, and if that is not immediately 
forthcoming, then ask for volunteers to remove and store a chair along 
an aisle, thus permitting the wheelchair to be placed properly. The 
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usher should not relocate chairs unless fully capable of doing so. The 
usher should ask the person occupying the adjacent seat whether they 
can push the wheelchair out an exit in case of an emergency. If the 
answer is “no,” the usher should locate someone who can do it and 
organize a seating exchange.  

• Ushers will direct residents using walkers (who are unable to exit the 
building safely without using the walker) to the front rows of the front 
and rear sections of the auditorium and/or lounge. If residents with 
walkers wish to sit elsewhere, they are permitted to do so only if they 
are capable of exiting the building safely without the walker (in case of 
emergency), and the usher will remove their walker to a storage area 
outside the auditorium. The usher should tell such residents that their 
walker will be returned to them at the end of the event. Residents 
incapable of exiting the building without their walker who insist on 
taking their walker to an interior seat where the walker will restrict the 
egress of other residents/guests will be denied that right and 
asked/required to sit in assigned seating. 

• An usher must exercise extreme caution in the transferring of a 
resident from walker to seat. If a disabled resident appears to need 
other assistance, you may offer it, but do not do anything before asking 
them and make sure you have their permission to assist them in any 
way. Be sure to speak to the resident and not just their escort.  

• Ushers will direct persons who are wheelchair-bound to locations 
reserved for wheelchair (primarily aisle locations along the wall on the 
left side of the auditorium – facing the stage). When the auditorium is 
set up facing the wall or the lounge fireplace, wheelchair-bound 
residents should be directed to aisle seats where speedy egress is 
possible. Seats adjacent to wheelchair spaces (wherever they are) 
should be marked with soft signs saying “Seating only for persons who 
can assist a wheelchair-bound resident to an exit in case of 
emergency.” 
 

During the Event 
 

• When the event begins, ushers will close the front and rear doors and 
stand inside the rear door to be ready to escort any late residents at 
the appropriate moment. In some cases, latecomers will have to wait 
outside the auditorium until they can be seated without interfering with 
the performance. In the event all seats are taken, the usher must 
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politely but firmly turn the residents/guests away. Residents/guests are 
to be discouraged from standing throughout a performance. 

• Any resident or guest who comes in after a performance has started, 
or who needs to leave during an event, should be escorted with a 
flashlight. Please be careful to keep the flashlight pointed downward 
so that it does not distract other attendees or the performers.  

• When ushering, it is not always possible to sit and watch the entire 
event. Throughout the event, ushers should continuously monitor: the 
audience for anyone needing assistance; the doors to seat late coming 
resident/guests, or to help those who need to leave early.  

• Although seating is reserved for ushers, in a “full house” they may wish 
to surrender their seats to residents/guests and find alternate seating. 

• Off-duty ushers should remain vigilant for anything amiss. 
 

After the Event 
 

• At the end of the event, when the house lights come on, ushers should 
open the doors, and remain standing there until all residents/guests 
have exited. Be sure to thank them for attending and remind them to 
watch their step.  

• When the event is over, check the auditorium for any lost or forgotten 
items, make a note of where you found them and turn them into the 
Lost and Found receptacle in the coatroom.  
Remember to return seating signs, usher badges and flashlights to the 
cabinet at the rear of the auditorium.  
 

Emergencies 
 

• In the event of a fall or fainting or other medical situation, one usher 
should remain with the affected person and the other usher should 
immediately use the red phone outside the library doorway to call for 
assistance, notifying the Westmorland staff of the situation. That usher 
should then take a wireless microphone in case an announcement 
needs to be made to the audience. An usher should not attempt to 
handle a medical situation on their own. A cell phone may be used to 
call Westmorland Emergency (610-388-7000). 

• If the accident involves any blood or other bodily fluids, do not attempt 
to clean it up.  

• In the event of a power failure, remain calm and stay where you are. 
Battery-powered emergency lighting should come on. Use your 
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flashlight as needed. In almost all cases full power will be restored 
within two minutes. Should the power outage become lengthy, and 
evacuation become necessary, ushers should lead a calm, row-by-row 
exit from the auditorium and the lounge, having recruited able-bodied 
residents to act as escorts for residents/guests who otherwise would 
use the elevator or who may be timid about walking in dimly lit 
corridors. Direct residents/guests to the exits, including emergency 
exits, and use your flashlights throughout the process. 

In the event of a fire alarm or other serious emergency: 
 

- Residents/guests seated in the right front of auditorium 
will exit through right front exit, then turn left and out the 
hallway-end exit doors. 

- Those seated in the left front of auditorium will exit 
through the left front doors directly to the outside. 

Considering the nature and location of the fire or other 
emergency, ushers can use their discretion to open 
the doors between the auditorium and the lounge, 
allowing: 

- Those seated in the left rear of the auditorium and lounge 
to exit through the left rear door directly to the outside. 

- Those seated in the right rear of the auditorium and/or 
lounge to exit through right rear exit (or into the right-side 
aisle), then turn left and out the hallway-end exit doors. 

- Ushers should repeatedly call out to have residents 
move well away from the building to allow everyone 
behind them to exit. 

 

Thank you for your service. 

 

 


