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1 . Employment at the Canberra Theatre Centre 

Welcome to the Canberra Theatre Centre (CTC), We are delighted to have you join 

the Front-of-House team. 

We are sure you will agree that Canberra Theatre Centre is Canberra's premier 

performing arts venue, providing world class performing arts and entertainment to 

the people of Canberra and surrounding regions. 

Please read the enclosed information on the centre and familiarise yourself with it 

thoroughly. You will probably find that you will be asked many questions about CTC 

when carrying out your duties therefore, it is important that you quickly learn the 

locations of facilities such as public toilets, telephones, taxi phones, etc. 

The Front-of-House (FOH) area of the Canberra Theatre Centre is a vital one in 

terms of not only providing a first-class, efficient service to our patrons, but in 

reflecting an attitude of courtesy and caring for the public (as well as fellow staff 

members). We believe that this philosophy will create an exceptionally enjoyable 

and stimulating working environment and maintain the high standards in FOH 

operations appropriate to a truly outstanding performing arts venue. 

If you have any problems or fee Ii ngs of uncertainty regarding any aspect of your 

duties, please do not hesitate to contact the House Manager on . If 

you have any rostering questions, please contact the rostering coordinator on  

, 

Our Vision 

To be a cultural leader in the ACT community and region. 

Our Mission 

We will enrich the cultural life of people in the ACT and region, by managing our 

facilities and delivering programs in a creative, professional and business-like · 

manner. 
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CULTURAL FACILITIES CORPORATION 

Fraud & Corruption Prevention Fast Fact Sheet 

CFC is committed to acting with integrity at all levels. A Fraud and Corruption Prevention Framework has been 
developed which provides detail on how the CFC deters and detects fraud and corruption in order to meet its obligations 
under the ACT Integrity Policy; this is located on the CFC shared staff drive. 

To assist staff in understanding their responsibilities in prevent
i

ng and detecting fraud and corruption, the following Fast 
Fact Sheet is provided, which includes definitions and examples. 

-

What is FRAUD? � • • . 
£.,------

. . .  taking or obtaining by deception, money or another benefit from the government when not entitled to the money or benefit, or 
attempting to do so - this includes evading a liability to the government. 

Some examples of FRAUD'include; 
• Theft of money (cash, cheques, eftpos, etc) and charging personal expenditure on departmental credit or fuel cards;
• Unauthorised use of department facilities or motor vehicles or other departmental assets, and using work time to operate a

private business;
• Raising fictitious invoices or submitting false reimbursement claims;
• Overstating working hours or claiming an allowance when not eligible; and

• Releasing misleading or inaccurate information for the purpose of deceiving, misleading or concealing wrong-doings.

-

What is CORRUPTION? •£• • • 
-------

. .  , in relation to an officer or employee . . .  that the officer or employee seeks, obtains or receives any benefit, other than lawful salary 
and allowances on the understanding that the officer or employee will do or refrain from doing anything in the course of their duties or

will attempt to influence any other officer or employee on behalf of any person. 

Some examples of CORRUPTION include: 
• Manipulating a tender process to achieve a desired outcome;
• Misusing information or material obtained during the course of official duties;

• Receiving personal benefits in exchange for assisting a supplier or consultant; and
• Not disclosing and/or allowing a conflict of interest to obtain a preferred outcome.

-

What should you do if you suspect FRAUD or CORRUPTION? •" 
•

• •i..... �a!..111.9 

It is the responsibility of all CFC staff to act honestly and with integrity at all times, and to be vigilant in detecting possible 
incidents of fraud and corruption. 

If a staff member becomes aware of possible fraud and corruption, they are obliged to report their concerns. The following 
order is preferred: 

• Immediate supervisor;

• The Chief Executive's Delegate - SERBIR (Senior Executive Responsible for Business Integrity Risk) -
;

• Quality Assurance and Review - .

Confidentiality must be maintained to protect the rights of a person suspected, who may in fact be innocent. 

Staff who report evidence or suspicions of fraud can be confident that their identity and information will be treated in the 
strictest confidence. Further, their position and future within the organisation will not be adversely affected as staff are 
encouraged to be forthright and honest in all their dealings. 

-

Staff Awareness and Training -� • � .__ : •.Q • 

To obtain more detailed information, please access the CFC's Fraud and Corruption Prevention Framework. 

To assist CFC staff at all levels to better understand issues and respon:;ibilities regarding Fraud and Ethics, awareness 
sessions are made through CFC induction courses. 
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• Link foyer south glass electric doors to Civic Squ0re keyed to open
• Glass doors to Canberra Theatre foyer opened - leaves opened toward link side

Sound/ Vision 

• Once the briefing is complete activate the CD player for foyer music
• Close CD music activate the show relay sound once the house is open
• Activate the show relay vision
Patron Assistance 

Be available to assist with patron/ staff enquiries 

Opening The House / Performance Commencing 

• Follow instructions from the Stage Manger previously received. Generally the
House is opened twenty minutes before the curtain. Instruct the door staff to
open the house.

• At 1 O minutes before the curtain make an announcement over the public address
system advising patrons that the performance will commence in ten minutes.
Ring the audience recall bells at this time. At five minutes and two minutes repeat
the bells.

• Station staff either side of the foyers to move patrons in via doors 3 and 4.
• With the audience admitted ring the lighting box - Canberra Theatre 

Playhouse Theatre  and advise clearance.
• Hold out late arriving patrons in accordance with the Stage Managers

instructions.

Prior To Interval 

Where multiple venues are in use and or where a performance has two intervals 
check toilets to ensure paper products are available and the area is generally clean. 

At lnterval/s 

• Note the interval start time. Intervals generally run for twenty minutes. Audience
recall bells should be rung at 15 minutes into interval following an announcement
and repeated at 18 minutes.

• Give clearance to the Lighting Box.

Following The Last Interval 

Food And Beverage Revenue 

Following interval cash registers are rung off having received revenue from ice cream 
sales. 
The bar foreman reconciles cash received with the audit cash register roll and 
completes the float reconciliation summary. The duty house manager having 
recounted the cash authorises the float reconciliation summary having regard to any 
discrepancies and returns all moneys to the safe. 

Bar 

The bar is cleaned, restocked, rubbish removed and the area secured. 

Signage 



Performance finish times signage should be removed and/ or replaced with new 
signage as appropriate. 

Marketing 

Advertising materials which have reached the due by date should be removed. 
Marketing displays should be refreshed. 

I At Performance End 

Merc;handising Sales 

The PSO reconciles cash received with units sold and completes the merchandising 
sales summary form. The duly house manager having recounted the cash authorises 
the float reconciliation summary having regard to any discrepancies and returns all 
moneys to the safe. 

Money 

The float is counted and confirmed at  and the float summary sheet 
completed. 

Playhouse Theatre Performances 

• Door staff open the theatre doors after the lights go up and farewell patrons. The
auditorium is cleared of paper and other rubbish . Doors are secured. The foyer
doors are secured. Bins are emptied and relined.

• The external door to Civic Square is secured.
• The northern link screen gates are closed.
• Smokers bins are collected. cleaned and stored.
• Thirty minutes after the performance the foyers are closed.
• The main east and west entry doors are secured.

Canberra Theatre Performances 

• Door staff open the theatre doors after the house lights go up and farewell
patrons. The auditorium is cleared of paper and other rubbish. Doors are secured.
The ease and west foyer doors are secured.

• Bins are emptied and relined.
• The southern link
• The northern link screen gates are closed and locked.
• The southern link screen gates are closed and locked.
• Smokers bins are collected, cleaned and stored.
• Thlrty minutes after the performance the foyers are closed.
• T11e main east and west entry doors are secured.

I Closing Arrangements 

Performance Report 

Complete and forward performance report. 

Patron Services Staff 
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