
Volunteer Information

Below outlines the basic responsibilities for each volunteer position. Please review and sign up by filling
out the Performance volunteer form and submitting to the front desk at MoCo, Briana Telbadi or
OTHER COORDINATOR prior to show weekend, to receive your volunteer assignment.

We will do our absolute best to assign positions based request, however sometimes more people sign up
for a specific position than are needed. We may contact you to offer an alternate assignment if this
occurs.

USHER
● Arrival at the MoCo Arts lobby area 1 hour before shows for quick training by MoCo Staff. You

will check in with the house manager.
● Assist guests to their seats prior to the show.
● Hand out programs to guests.
● Direct any guests in finding the restrooms.
● Monitor people returning from intermission (if necessary). No food or drinks are allowed in the

theater.
● Help clean the theatre after the show, for the next show.
● As an usher, you are welcome to watch the show by either standing near the entrance or taking a

seat that is not occupied with a paying patron.

ACTOR CHECK IN/OUT DESK
● Sign actors in as they arrive and direct them to the dressing room and let them know the

immediate schedule or other pertinent information.
● Remind parents the schedule of actors not leaving prior to end of the final show. Provide them

with the information page they received to review the weekend schedule.
● Assist parents with any questions they may have.
● Deliver food to dressing rooms as it arrives.
● Assist to keep parents out of dressing rooms. Their child can be brought out to them if needed.
● Sign actors out once dismissed as parents arrive.

STAGE CALLS – DRESS REHEARSAL AND PERFORMANCES
● Applicable to the Elementary Productions and when splitting casts between the Eppes Studio and

the Greenroom.
● Call actors to the stage during performance. And lead actors to the theatre, if necessary.
● Attendance at dress/tech rehearsals on Wednesday and Thursday required.

MAKE-UP/HAIR STATION
● Assist with applying makeup designs and touch-ups on actors.
● Assist with hair (buns, curling, headpieces, etc.).
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● Check actors for polished nails and toes, jewelry (earrings, necklaces, etc.) that are not approved
for the show.

STRIKE SET
● Assist in strike of set/props, costumes, racks etc.
● Help pick up trash in all dressing rooms.
● Expect 1-2 hours of heavy lifting after the final show.

CHAPERONE/ROOM SUPERVISION
● Assist ALL actor as needed (helping with costumes, etc.).
● Enforce and remind actors, no eating in costumes.
● Enforce and remind actors to keep voices low.
● Monitor and encourage courteous behavior.
● Remind actors and assist to keep area clean/organized and to pick up their area and follow proper

costume care before checking out for the evening.
● Help to keep parents out of actors dressing rooms unless signed in as a volunteer. Actors can

meet them in the lobby if needed.
● Monitor for first aid needs and provide assistance as needed.

BACKSTAGE QUICK CHANGES
● Introductions and discussion of “quick-change plan” with your actor(s).
● Remind and/or assist actors to pick up their costumes after the first act and at the end of the

show.
● Before shows, double check quick changes have been set with all necessary items.
● During show time, check and double-check dancer before going on stage.
● During show time, assist other actors/volunteers with their quick changes if needed.
● Assist in between your quick changes, assist in additional costume checks before actors go on

stage.

Thanks so much for considering to volunteer your time and energy to help keep the shows running smoothly. It
can’t happen without you!!

Briana Tebaldi, Co-Volunteer Coordinator – Theatre
britebaldi@gmail.com
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