
If the student does not come out in a reasonable amount of time, find out why.  Olympia 
Junior Programs is responsible for any damage that occurs in the restrooms or the 
theater. 
If a student feels ill, bring him/her out to the lobby immediately.  If an accident does 
occur in a seat, the WA Center house manager needs to be notified.  If a student has 
a problem with heights, ask an Olympia Junior Programs official to reseat the student 
on the main floor.   An usher from your school must stay near the student.  After the 
performance take the student to his/her bus. Do not leave the student alone if seated 
away from his/her school. 

 

STUDENT BEHAVIOR EXPECTATIONS: 
  1.  Use the restroom before leaving school. 
  2.  Leave all food, gum, and candy at school. 
  3.  Leave all hats/caps, at school or remove them upon exiting the bus. 
  4.  Walk safely, in single file, from the bus to the assigned seating area. 
  5.  Have shoestrings neatly tied to avoid accidents on stairs. 
  6.  Follow the ushers' directions. 
  7.  Sit with seats in down position. 
  8.  Keep feet off the seat in front of you. 
  9.  If your school is seated on one of the upper levels in front of the            
       railing do not lean over the railing or put your feet on it. 
10.  Refrain from talking or whispering during the play. 
11.  Applause is the acceptable way to respond during the performance            
       and after the play, when the actors come out on stage to bow. 
12.  After your bus number is announced from the stage, walk safely in single file from  
       your seating area to the bus. 
13.  Be patient while waiting for others to enter and exit the theater. 
 

AFTER THE PERFORMANCE: 
Keep students quiet so dismissal announcements can be heard from the stage.  
Students may stand and stretch but should stay at their seats.  When bus numbers are 
called for your school, one usher is to lead the students to their bus and assist them in 
boarding.  Other ushers may assist in the exiting process. 
 

Please pick up trash; check under and behind seats for belongings left behind. 
 

If your students have a very long ride home and need to use the restrooms before 
leaving the theater, please coordinate this with OJP personnel, to avoid interrupting 
dismissal of other groups or movement of buses. 
 

EMERGENCY PROCEDURES: 
In an emergency, Olympia Junior Programs personnel, ushers, teachers and students 
must follow the directions of the Washington Center House Manager and staff.  In case 
of fire, everyone will be dismissed to congregate across the street at Sylvester Park.  
In case of an earthquake, everyone will remain in the theater until Washington Center 
staff determines that it is safe to leave. 
 

POLICY ON PHOTOGRAPHS AT THE THEATER: 
Only the Olympia Junior Programs Pages Supervisor will take photographs of the 
Pages at the theater. Taking photos of any kind, including photos taken with a cell 
phone, is NOT allowed in the theater.  Taking photos of the stage set is a form of 
copyright infringement. 

 
 
 
 
 
 

 

Olympia Junior Programs  
 
 
 

 
 
 

www.olympiajuniorprograms.com   
 

USHER  INFORMATION 
 
 

USHER:   _______________________________ 
 

Student:   _______________________________ 
 

Teacher:   _______________________________ 
 

Performance #1:  _______________________________ 
 

Date: ___________ Arrival time for orientation:  9:15  or  11:45 
                                                                                                    (circle one)                
 

Performance #2:  _______________________________ 
 

Date: ___________ Arrival time for orientation:  9:15  or  11:45     
                                                                                                    (circle one)    
 
 

 

OJP School Representative:       
                                              _________________________________  
Phone Number:    
                          ___________________________________________ 
E-mail Address:    
                          ___________________________________________ 

 

► Ushers are required to be in the theater lobby at the time circled above 
 to become acquainted with theater safety procedures and seating 

logistics. Performances start at 10:00AM and 12:30PM. 
  

► Time commitment is about 2 &1/2 hours. Please use 3-hour or 9-hour 
parking meters.  For information on other parking options in downtown 
Olympia, go to http://olympiawa.gov/city-services/parking.aspx. 

 

► Ushers and drivers who attend the performance may not bring other 
children with them. 

 

► Ushers must be at least 18 years of age (WCPA Policy). 
 

► Ushers should wear closed toe, low-heeled shoes (WCPA Policy). 
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In case of inclement weather on OJP dates 
* check Olympia Junior Programs on Facebook 

* listen to KGY Radio 1240 AM 
* check kgyradio.com 

http://olympiawa.gov/city-services/parking.aspx


 

Welcome to a New Season of 
Olympia Junior Programs (OJP)! 

 

Your School Representative and the OJP Board thank you for volunteering as a theater 
usher.  With your help, we can ensure a safe and pleasurable theater experience for 
the students.  
 

This information is designed to prepare you for your role as an usher.  Please read it 
carefully before the performance and contact your OJP School Representative if you 
have any questions.  

INTRODUCTION TO OJP 
Since 1940, OJP has presented live theater programs to elementary students and their 
teachers. OJP is non-profit and all-volunteer. Two shows each are offered for grades 
1–3 and for grades 4-6.  Professional production companies are used, and shows are 
selected for relevance to curriculum and appropriateness for the age of the audience. 
Educational materials are provided to teachers to prepare students for a positive 
theater experience. Additional information is available on the OJP website: 
www.olympiajuniorprograms.com 
 

WASHINGTON CENTER for the PERFORMING ARTS (WCPA) 
The Washington Center is in downtown Olympia 

512 Washington St. SE, Olympia, WA  98501. To view the map and directions to the 
Center go to  http://www.washingtoncenter.org/location. 

 

 
 

SCHOOL USHER RESPONSIBILITIES 
 

ATTENDANCE: 
Please let your School Representative know as soon as possible if you will not be able 
to attend a performance so an alternate can be contacted.  Dress for the weather and 
wear comfortable walking shoes. 
NOTE: LATECOMERS will be required to read and sign a written version of the 
training, to comply with established safety procedures. 
For safety, all theater doors will be locked when the show starts and will be 
opened only with the house manager’s permission. Plan accordingly so you do not 
need to leave the theater during the performance. 

 

BEFORE THE PERFORMANCE: 
Allow some extra time to park and walk to the theater. There is no specific parking lot 
for the Washington Center and parking nearby is limited to street parking or City of 
Olympia parking lots.   CARPOOLING IS RECOMMENDED. 
 

Volunteers with Olympia Junior Programs should use 3-hour or 9-hour meters. Two-
hour parking meters do not allow enough time. Olympia Junior Programs cannot 
assume any liability for parking citations. For information on parking options in 
downtown Olympia, check the City of Olympia website  http://olympiawa.gov/city-
services/parking.aspx. 
 

Plan to be in the lobby at the Center at 9:15 a.m. if ushering for the morning 
performance, or 11:45 a.m. if ushering for the afternoon performance. 
 

1. Sign in  
2. Pin on an ID badge for your school where it can be easily seen 
3. Check in with your School Representative to get your job assignment (bus    
    leader/follower, guiding students into seating area, stationed at door or stair landing) 
4. Review master seating chart and meet other ushers from your school 
5. Review the route you will use to your seats (doors/aisles) 
6. Receive usher training and instructions from the Olympia Junior Programs  
    Usher Supervisor – THIS IS REQUIRED! 
    LATECOMERS will be required to read and sign a written orientation to comply  
    with established safety procedures. 
7. Unforeseen circumstances may require that the 2nd Vice President (seating  
    manager) make last minute seating changes. 
    PLEASE BE UNDERSTANDING AND FOLLOW HER DIRECTIONS. 
 

UNLOADING BUSES: 
Two ushers will meet each bus from your school.  The first usher will lead the students 
to their assigned seating.  The second usher will remain by the bus door assisting 
students during the unloading process and then follow the end of the line to the seating 
area.  An Olympia Junior Programs bus coordinator will indicate when each bus may 
start unloading. For dismissal, Olympia Junior Programs uses the number painted on 
the bus.  Confirm this with the bus coordinators on the sidewalk and be sure students 
know their bus number.  
Be aware of classes that arrive split between buses. Join the separate parts of the 
classes together on the sidewalk so class members can sit together in the theater.  
Lead students to their assigned seating area and seat according to instructions you 
have been given. Sidewalks outside the Washington Center become slippery when wet. 
DO NOT ALLOW RUNNING.   
It is not always possible to usher the bus your student rides on to the Center. 
 

If there are ribbons in your seating area to divide schools, advise teachers and students 
to leave them in their original position, both during and after the show. 
 

After everyone from your school is seated, close the doors when the speaker comes 
onstage.  Following proper theater manners, audience members are required to 
remove hats and properly dispose of gum and candy. 
 
 

DURING THE PERFORMANCE: 
Ushers must STAND throughout the performance.  Ushers, along with teachers, are 
responsible for reminding ANY student of appropriate theater etiquette. Ushers posted 
at the doors will be issued flashlights by the Head Usher. 
 

If a student requests to use the restroom, ask if he/she can wait until the play ends.  If 
not, accompany the student to the restroom and wait for him/her either in the restroom 
or just outside.  PLEASE CLOSE THE THEATER DOORS QUIETLY. 
 

http://www.olympiajuniorprograms.com/
http://www.washingtoncenter.org/location
http://olympiawa.gov/city-services/parking.aspx
http://olympiawa.gov/city-services/parking.aspx

