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Scope and design 

This COVIDSafe Audience Management and Ticketing Procedure is the reference 

document that will inform Front of House (FOH) operations for The Union Theatre and The 

Guild Theatre. It is also a guidance document to advise venue hirers of the best ways to 

manage ticket releases and what requirements should be met to ensure best audience 

management practices are in place. At time of writing Victoria is in Phase D of the 

National Plan.  

 

This document has been created with reference to current and previous DHHS guidance 

and may be subject to change if Victorian or National restrictions are altered. 

 

Union House Theatre (UHT) staff must follow these procedures or any verbal updates on 

these procedures issued by the Venue and Production Manager and ensure that venue 

hirers FOH team are briefed and actively enforcing this policy.  
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Covid Safe Audience Management 

Phase D of the National Plan allows audiences to be seated in theatres at 100% capacity. 

All audience members must be fully vaccinated (or exempt) and must check in via QR 

code. Venue Covid-Marshals must verify check in and vaccination status before allowing 

entry. Further to this it is University of Melbourne policy that all attendees to campus over 

the age of 18 are vaccinated.  

Throughout 2021 the State of Victoria has at times allowed 100% capacity for indoor 

seated entertainment venues prior to Phase D being reached. This was achieved subject 

to certain conditions being met. It is UHT policy to continue to follow some of this guidance 

to maintain best practice and provide as safe an environment as possible.   

This policy includes ensuring that physical distancing is maintained within foyer spaces 

and while queuing to enter auditoriums.  

If the State or National Government decrease venue capacities you will have to limit your 

audience to that number of patrons. UHT do not have any control over these limits and 

only find out when there is a press conference, or when updates are released on the State 

Government website like everyone else. 

The following Audience Management Procedures will apply: 

 Audiences for the Union Theatre will be encouraged to arrive across a set of 

staggered times. To help manage this, FOH will need ‘doors open’ timings to be 

met with more rigidity than was once necessary.  

 Both the Union and the Guild Theatres have QR codes for entrance doors, these 

will also be displayed on stands spaced along any demarcated path for queuing. 

 The use of QR code registration and displaying proof of vaccination by patrons will 

be overseen by the Covid Marshal(s).  

 The Union Theatre will have dedicated QR codes for each door, this allows UHT to 

better manage exposure risks based on which section of seating people are in.  

 FOH Management and Ushers must assist this process by guiding patrons to 

correct seating areas based upon their door of entry. 
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 The foyer area outside the Guild will employ ‘tensa barriers’ to demarcate the 

assigned area for queuing. This will be determined by the projected ticket sales and 

capacity quotas at the time of the performance.  

 The Union Theatre has no dedicated space directly outside of the venue doors. To 

manage potential queues. ‘Tensa barriers’ may be employed if this is possible 

without unduly blocking or restricting traffic flow in the Union House entranceway. 

Ushers may perform way finding duties in place of physical barriers when 

necessary. This decision will be impacted by other building activities on the day. 

 The Union Theatre Bar / Box Office area shall be utilised to act as a first arrival 

point. Queues shall be managed into this space as it is further from the building 

access / egress doors than the auditorium doors are. 

 Staff and / or volunteers at this ‘check in’ point will then direct patrons to the correct 

auditorium door for check in. This will be determined by arrival time allocation and 

available space inside the auditorium.  

 There is no guarantee that groups not arriving together will be seated together.  

 At intervals and /or end of performances the audience will be encouraged to leave 

in sections as per the FOH manager and Covid Marshals direction. This process 

will be aided by FOH announcements played over the venue PA system. 

 Regardless of state-wide mask rules at the time of performances, UHT will 

encourage the wearing of masks by all audience members. This will be 

communicated at point of sale, on arrival to the venue and again at the beginning of 

the performance. 
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Covid Safe Ticketing Procedures 

Certain requirements must be met to satisfy this policy and the terms of your venue hire. 

You must record the contact details (name, email and phone number) of all ticket holders. 

Electronic records of these details must be kept and backed up. These must be sent to 

UHT in a timely manner when requested. We can advise you on the best platforms to do 

this easily and inline with UMSU privacy policy. 

Group bookings are allowed with no limits on numbers; however, you must get the details 

of each person in the group at the time of booking. If different people turn up, that is 

beyond your control, however it must be discouraged. The QR code system will serve to 

help manage this if it occurs. 

Throughout 2021 the State Government increased and decreased audience capacities in 

25% increments. Therefore, UHT strongly advises you sell tickets in 25% releases. This 

means 25% of each performance, not 25% of shows. 

Our advice is that you have a 25% ‘first release’ at 4 weeks before your show. Time and 

date stamp the sales or identify them as ‘Gold release’ or whatever works for your booking 

system. At 3 weeks out release the next 25% and so on. This way should restrictions 

change you can simply not sell the next release, or if necessary, have a clear idea of 

whose tickets to cancel and refund. 

UHT will advise if we think selling a particular release should be put on hold.  

The following information must be communicated to your audiences at point of sale, and 

as specified below: 

Prior to the performance, venue hirers must communicate these public health messages 

to all audience members. UHT recommends these are part of the terms and conditions of 

your ticket sales: 

 You must be fully vaccinated to attend the performance unless you have a valid 

medical exemption 

 Vaccination information will be checked on arrival and prior to entry to the event 

 Complete a symptom self-assessment prior to leaving home. Do not come to the 

performance if you are unwell, even with very mild symptoms 
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 Maintain 1.5 metres distance from others when in foyer spaces, where possible 

 Wear a mask when seated in the auditorium  

 Auditorium seating will be at spacings closer than 1.5 metres 

 Do not come to the event if you are required to isolate or quarantine for any reason 

and/or you are awaiting results of a COVID-19 test. 

 Minimise movement as much as possible by staying within your allotted space or 

seat, follow directions from staff to determine where to sit and which doors to use. 

 Use the hand sanitiser and hygiene stations provided as and when necessary 

 Let the FOH team know immediately if you become unwell during the show.  

A reminder of these public health measures must be included in the ticketing sales 

process, visible on the ticket or sent as an email at the point of booking. 

These public health messages must be sent as an email reminder to each audience 

cohort at least 24 hours prior to the performance for which they have booked. 

 

If you have any questions or concerns, please contact the UHT Venue and Production 

Manager: production@union.unimelb.edu.au  
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DHHS checklist: Seating Audiences 

This checklist was first published prior to indoor entertainment venues being allowed to operate at 

100% capacity. However, it remains relevant and has been relied upon to help form this policy. 

Theatre/performance spaces 
 

 Consider limiting the number of tickets sold for each cinema screening or theatre 

performance to allow for requisite physical distancing and limit or refuse walk-in or door 

sales. 

 Consider airline-type loading and unloading by row numbers. 

 Consider utilising timed ticketing to stagger arrivals if practicable. 

 Encourage ticket purchases in groups, like household/family blocks and seat accordingly. 

 Where practical, people who are not from the same group should be seated at least 1.5 

metres from other people in the venue. 

 Consider allocating spaced seating and staggering that between rows. Other seats could 

be clearly marked that they are not to be used. 

 Consider utilising a seating system where individual seat numbers are called up to 

minimise people needing to pass each other within the row. 

 If there is an intermission, consider requiring the entire audience to leave their rows to 

reduce need for people to pass other seats with patrons who would normally remain 

seated. 

 If there is an intermission, consider extending its length to reduce the need for people to 

feel the need to hurry and impose on physical distancing requirements. 

 Consider reducing the number of sessions and allow time between sessions to minimise 

interactions between patrons arriving and leaving and allow for additional 

cleaning/sanitisation. 

 Implement separate entrances and exits for patrons where possible, as well as separate 

walkways (with one-way flow) in lobby areas, including consideration of seat removal to 

facilitate additional pathways. 

(Victorian State Government, 2021) 
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