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Cloakroom Training Notes

· Sign in. Collect the Cloakroom Key and a t-shirt.

· If it is a busy night then you may be called in to assist the Ices Steward.  If you are supposed to be helping the Ices Steward then you should find the Ices Steward to find out what assistance they require.  This can range from re-stocking the mobile freezers, counting out the floats or filling in the ices sales forms.

· You need to go and open the cloakroom 45 minutes before the first performance and check that it is clean and tidy before it is opened.

· Check the running times (on the whiteboard in the FOH office) to be aware of what’s on in each venue and what time the performance(s) start / finish and when the intervals are (the cloakroom must be open at these times – but remember the Running Times are not set in stone, some performances will finish earlier /later than expected).

· When a customer hands over a piece of property you must give them a numbered tag and place their property on / with the appropriate hanger. Any heavy or very large items should be taken in via the cloakroom door and placed somewhere accessible, but out of walkways. 
· Please do not place items directly under the shutter, as in an emergency, the shutter automatically closes completely, and will crush anything that is in the way.
· Once the performances have started and after the intervals you should lock the door and check the foyer areas (you must never leave the cloakroom unlocked and unattended):

-
Please check that the leaflet racks are full and tidy.

· Check that the lower foyer area is tidy - straighten chairs and tables, clear tables and empty litterbins.

· Check that the toilets are clean and tidy.

It is essential that this is done throughout the evening.

· When you have done the above and when there are no members of the audience around, if you are assisting the Ices Steward on the shift, you need to find them and help them in any way you can.  If you are not required to help the Ices Steward on the shift then you should find the Duty Manager and ask if there are any jobs that you can do.

· Please note that chatting to friends for long periods of time or reading a book resting on the Cloakroom counter are not permitted.  

· When customers come to collect their belongings, make sure that they return the tag.  The tags are very expensive and we do need them back.  If there are still items left in the Cloakroom an hour after the last performance has ended, ask the Duty Manager if you can go.

· At the end of your shift you need to leave the Cloakroom clean and tidy, close the shutter, switch the lights off, lock the door and then return the Cloakroom key to the Front of House Office.  Please don’t take the Cloakroom key home with you.
· In the event of an evacuation the shutter will come down automatically, you must lock the Cloakroom and help clear the lower foyer before making your way to the entrance doors by the Music Centre and stop anybody entering the building until the Duty Manager has given the all clear.
