
Performance Venues at GC 
Staffing Policy 

 
The performance venues at GC include Sauder Concert Hall, Rieth Recital Hall, and Umble 
Center. 
 
Because of the public nature of these halls and the fact that they hold a larger number of 
people, special care should be taken to ensure good safety and reduce our risk and liability.  
For that reason, these minimum staffing requirements have been developed as a guideline to 
establish the minimum GC personnel needed to rent / operate these halls, primarily from 
the standpoint of safety. 
 
The event will dictate the number of staff needed to manage the hall appropriately, but will 
always meet the minimum staffing level. 
 
For these three halls, GC would require that a GC representative (Production Manager, 
his/her staff, or his/her designee) who is serving a particular role as indicated below is 
always present for the duration of the event and has been trained and is knowledgeable 
about emergency procedures.  The Performance Venue Production Manager is charged with 
ensuring that this happens and that proper training occurs. 
 
Minimum Staffing by Hall – the positions would provide staffing based on our standard 
staffing guidelines for that position. 
Sauder – House Manager, Stage Manager, Lighting Operator, and ushers (can be provided by 
client) 
Rieth – House Manager 
Umble – House Manager, Ushers (can be provided by client) 
 
Most events would require more staffing than the minimum level for smooth operations of 
the event.  But these levels are intended to speak to the bare minimum for a low-level event 
that would be needed to satisfy risk & liability issues of Goshen College. 
 
Attached are standard staffing levels for each hall.  These are the levels that are suggested 
and generally used for smooth operation and management of the performance venues. 
 
Definitions: 
Production Manager: - manages and coordinates all event staff and crew members and 
monitors all systems. 
House Manager: - responsible for the safety and order of the house, instructs the ushers for 
the event 
Stage Manager – manages the setup of the stage for a show and any set changes that occur 
during a show, primary contact with performers 
Lighting Operator - Sets up and operates the lighting for a show, changes lighting as needed 
during a show 
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Standard Level Staffing- Umble Center 
 
Services of the Stage Manager are required for all hours the facility is rented and will be 
charged at the current rate.  Other persons are charged out according to the hours they are 
needed. 
 
One House Manager is required from one-half hour before the doors open until the 
conclusion of the program and teardown.   
 
One Lighting Operator (if lights need to be altered during the show) is required from one-
half hour before the doors open until the conclusion of the program and teardown.  
 
Ushers are required beginning 15 minutes before the doors open until the conclusion of the 
program.  Appropriate usher numbers will be calculated on the following scale: 
1-150    = 2 ushers 
151-300  = 4 ushers 
300+    = 6 ushers 
Ushers are the responsibility of the Presenter.  If the Presenter wishes for the Performance 
Venue Production Department to hire ushers they must be paid by the Presenter at the 
current rate. 
 
The Production Manager may be present at any time to oversee event coordination and 
monitor systems. 
 
All positions except Ushers will be paid at the current rate. Final charges will be made on the 
basis of actual hours of service rather than on this estimate. 
 
 
Depending on the complexity of the event the following persons may be required: 
 
Additional Stage Crew may need to be present as early as the time the performers are due 
to arrive at the theater but not later than one-half hour before doors open.  They will be 
required to stay until the conclusion of the program and teardown. 
 
Custodial Staff may be required for events with a full house and depending on other events 
prior to or after said event.  They may need to be present up to one hour before doors open 
through the duration of the show, and until the space has been cleaned following the 
performance. 

 
 

Approved by FURC 10/23/03 



Standard Level Staffing- Sauder Concert Hall 
 
Services of the Stage Manager are required for all hours the facility is rented and will be 
charged at the current rate.  Other persons are charged out according to the hours they are 
needed.  Often the Production Manager will play this role. 
 
One House Manager is required from 45 minutes before the doors open until the 
conclusion of the program and teardown.   
 
One Lighting Operator (if lights need to be altered during the show) is required from one-
half hour before the doors open until the conclusion of the program and teardown.  
 
Ushers are required beginning 15 minutes before the doors open until the conclusion of the 
program.  Appropriate usher numbers will be calculated on the following scale: 
1-300       = 4 ushers 
300-450   = 6 ushers 
451-600   =  8 ushers 
601- 750   = 10 ushers 
751-900    = 12 ushers 
900+         = 15 ushers 
Ushers are the responsibility of the Presenter.  If the Presenter wishes for the Performance 
Venue Production Department to hire ushers they must be paid by the Presenter at the 
current rate. 
 
The Production Manager may be present at any time to oversee event coordination and 
monitor systems. 
 
All positions except Ushers will be paid at the current rate. Final charges will be made on the 
basis of actual hours of service rather than on this estimate.  Ushers will only be paid upon 
special arrangement. 
 
 
Depending on the complexity of the event the following persons may be required: 
 
Additional Stage Crew may need to be present as early as the time the performers are due 
to arrive at the theater but not later than one-half hour before doors open.  They will be 
required to stay until the conclusion of the program and teardown. 
 
Custodial Staff may be required for events with an estimated audience of members over 
600 and depending on other events prior to or after said event.  They may need to be 
present up to one hour before doors open through the duration of the show, and until the 
space has been cleaned following the performance. 
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Standard Level Staffing- Rieth Recital Hall 
 
Services of the Stage Manager are required for all hours the facility is rented and will be 
charged at the current rate.  Other persons are charged out according to the hours they are 
needed.  Often the Production Manger will play this role. 
 
One House Manager is required from one-half hour before the doors open until the 
conclusion of the program and teardown.   
 
One Lighting Operator (if lights need to be altered during the show) is required from one-
half hour before the doors open until the conclusion of the program and teardown.  
 
Ushers are required beginning 15 minutes before the doors open until the conclusion of the 
program.  Appropriate usher numbers will be calculated on the following scale: 
1-150      = 2 ushers 
150-300 = 4 ushers 
Ushers are the responsibility of the Presenter.  If the Presenter wishes for the Performance 
Venue Production Department to hire ushers they must be paid by the Presenter at the 
current rate. 
 
The Production Manager may be present at any time to oversee event coordination and 
monitor systems. 
 
All positions except Ushers will be paid at the current rate. Final charges will be made on the 
basis of actual hours of service rather than on this estimate. Ushers will only be paid upon 
special arrangement. 
 
 
Depending on the complexity of the event the following persons may be required: 
 
Additional Stage Crew may need to be present as early as the time the performers are due 
to arrive at the theater but not later than one-half hour before doors open.  They will be 
required to stay until the conclusion of the program and teardown. 
 
Custodial Staff may be required depending on other events prior to or after said event.  
They may need to be present up to one hour before doors open through the duration 

of the show, and until the space has been cleaned following the performance. 
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