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Thank you for enquiring about the Friends of the Grand. The Friends was established in April 1973 to campaign to save the theatre when it was threatened with closure.  Since then we have worked tirelessly on behalf of the theatre, raising funds towards improvements and the upkeep of the building, as well as contributing towards running costs. The Friends is a registered charity in its own right and relies totally on the support of its members both to raise funds and provide volunteer help for the theatre. We’d be delighted to have you on board. 
You may decide to join the Friends simply to demonstrate your support for the theatre or, once you’re a member, you may become more actively involved as a volunteer. As a supporter you pay an annual subscription and in return you can enjoy benefits such as reduced ticket prices for certain shows and invitations to exclusive events.  As a volunteer, you take on customer service duties at the theatre in the area we call Front of House.  It’s a great way to meet new people, really get to know about this beautiful building and get a better understanding of what the theatre does.
What does a volunteer do?
A visit to the theatre is about far more than the show on the stage; it’s about the welcome you receive when you arrive, the service you get beforehand and during the interval and the support and information you receive from the staff. As a volunteer you will assist members of the audience to find their seat(s); you could be selling programmes, soft and alcoholic drinks and ice creams; and you could be helping our fundraising by selling pin badges, raffle tickets on certain shows and, in the lead up to Christmas each year, tickets for the Christmas Draw.  We also run the coffee bar on the Dress Circle landing.
What does this do to help the theatre?
The theatre management estimates that the saving made by having volunteer Front of House staff to assist the professionals saves about £90,000 a year, so that on its own is a huge contribution. Add to that the money we raise by running the raffles and Christmas draw, selling merchandise and running coffee mornings and it mounts up to a huge sum. You’ll be part of a dedicated group of people from the local community who show their passion for theatre in a real and tangible way. 
What do the funds pay for?
When the theatre was refurbished the carpeting and seating was paid for by the Friends.  Recently the offices were completely remodelled and a large slice of the funding came from the Friends.  You may have noticed the new box office in the foyer.  This was part of the programme to which the Friends donated.


What next?
With this fact sheet you will find an application form and role descriptions for both the Coffee Bar and Front of House duties. Please complete the application and return it to the theatre – you can hand it in at the box office or post it. Do please make sure that you complete all sections of the application form as we cannot process the form without all sections completed. 
If you want to join us as a volunteer, our Friends Co-ordinator will contact you and invite you to come if for an informal interview.  
Following that interview we’ll ask you to attend an induction meeting where you will be given a tour of the building, information about the history of the theatre and its associated charities and an introduction to the work of the Grand today – there’s a lot more going on than you think! We’ll also go through the procedures for working in different areas of the operation.
On completion of your induction you will be asked to work six shadow shifts.  This is a means of letting you learn the working methods by ‘shadowing’ one of our experienced volunteers.  When you have successfully completed those shifts you will be ready to go and will be integrated into the volunteer body.
Can I choose which shows I want to work on?
No, that is not the purpose of the volunteers.  The Friends help to keep the theatre working by attending when needed.  We do try to place people on a team so that they will work on a particular matinee or evening show day.
Am I able to see shows when I attend?
The main purpose of the Friends is to ensure the comfort and safety of the audience.  To give them a totally enjoyable experience that encourages them to revisit the theatre.  Having said that, yes we do see the shows and that is our bonus.
If you have any further questions, we’ll be able to answer those when you come in for the informal interview. 
We look forward to receiving your application and meeting you in the very near future.
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Front of House Role Description
Being a Front of House volunteer is a really important job because you’re right in the front line of making visitors feel comfortable, plus, you play a vital role in ensuring their safety.
Volunteers working Front of House need to report for duty one hour before curtain up, entering the theatre by the designated door.  On arrival you must sign in on the Attendance record folder and can store your coat and any handbags in the Friends’ cupboard adjacent to the Stalls entry door; it is kept locked at all times when access is not required.
When all volunteers have arrived, the team leader will detail the floors on which each person will be working and you will be given specific information about the performance and any special needs for audience members by the Duty Manager.  You could be asked to work on any of the four floors.  Apart from checking tickets and directing audience members to their seats, your duties may include the sale of programmes (where these are provided), soft and alcoholic drinks in the auditorium, ice creams, badges and draw/raffle tickets. From time to time we also undertake the sale of merchandise on behalf of the production company.
Volunteers, whilst making sales to audience members, are also on duty to support the paid usher and to ensure the paying patrons have a safe, comfortable and enjoyable visit to the theatre.  They need to be ready to provide support to audience members and answer any questions they may ask.
Following the interval you will need to cash up and this is done in the Stage Door Café Bar after the curtain has gone up on Act 2.  Details of this procedure will be explained when working your six ‘shadow’ shifts.
At the end of the show when the audience has left the auditorium all staff, volunteers and paid, do a rubbish pick-up, clearing all the litter from the floor into bin bags.
Whilst those working in the auditorium will see most of the show (that is, after all, where it’s happening), this does not mean that they will see all the performance.  They will see most of it but, for example, during the first ten minutes or so of the second act they will be cashing up.
Volunteers working on Front of House duties must be prepared to assist on the Coffee Bar if needed.  There are volunteers who work on both Front of House and the Coffee Bar on a regular basis.
By joining the volunteers you are helping, in a major way, to keep the theatre doors open by keeping the wages bill lower.  The contribution made by the volunteers, when calculated into monetary terms, equates to a figure approaching £90,000 each year.  
When new members have completed their six ‘shadow’ shifts the Friends Co-ordinator will endeavour to attach that person to a team.  This means that the individual will work the same day each week, when shows are in the theatre.
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[bookmark: _GoBack]Coffee Bar Role Description
The Friends’ Coffee Bar is situated on the Dress Circle walkway and is normally staffed by a team of two volunteers.
The Coffee Bar is one of the first parts of the building to open before a show and audiences regularly arrive an hour or so before the ‘House’ (the auditorium) opens. For this reason, those working on the Coffee Bar need to report 1hour and 15 minutes before the start of the performance and sign in on the Attendance record folder.  This gives 15 minutes to set up the counter etc. and be ready for service one hour before curtain up. 
It’s a great time to get to meet audiences and tell them about what’s going on as you’re serving drinks because once the auditorium opens (about half an hour before the show) things can get a bit hectic. 
After curtain up we need to tidy up the area and prepare for the interval service.  Although the audience can pre-order their interval drinks (and we encourage them to do so) there are always a number who decide at the interval time.
Following the interval all crockery needs washing and putting away and stock stored.  Cash takings need to be reckoned and the money handed to the Duty Manager.  You then sign out.
Coffee teams, because of the work periods, do not see much of the show but can stay on after completion of duties if they so wish. 
The coffee bar contributes about £10,000 a year to Friends of the Grand and these funds are used to support the work of the theatre.  This is all thanks to the efforts of the volunteers.
If you feel you would like to help you can opt for a regular slot.  All volunteers must be prepared to assist on the Coffee Bar should the need arise due to sickness and/or holidays but, in the main, it tends to be people working on a regular rota.
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