Booking the cornerHOUSE for Productions

TERMS AND CONDITIONS

This entire document constitutes the full terms and conditions of hire

As a community arts centre, the cornerHOUSE welcomes suitable bookings from the community at large. If you wish to hire the cornerHOUSE, please contact deb_shepherd@yahoo.co.uk, who can advise about available dates. 
If the dates you require are available, it is essential that you read these terms and conditions carefully and fill in, sign and return the Booking Form and Agreement at the bottom of this document. If we consider the hire suitable but wish to know more about it, you may be asked, in addition, to fill in a Hirer’s Form or meet our events team at the cornerHOUSE to discuss the details of the production. You will need to bring a copy of the signed Booking Form and Agreement with you. 
If the hire is approved, you should receive written confirmation there and then, otherwise written confirmation will be sent by the cornerHOUSE to the hirer as soon as possible. Only at this stage will the booking be considered as finalised and binding on both parties.

Introduction

The cornerHOUSE (cH) is a charity, a community arts, entirely run by volunteers for the benefit of the community. We can offer an auditorium seating 133 or 75 in a cabaret setting or a studio space seating 40 (without tables). We also operate a small bar, and all the profits of this bar belong to the cornerHOUSE. Hirers may not bring their own drinks to the cH.

1 Cost of Hire

Hire of the cH is for the entire building during the times when hirers are booked in. If the dates you require are already taken, we are only able to offer alternative dates.

The cH is available for hire on a per hour, per day, or per performance basis. The standard rates of hire are:

Hires for workshops, classes, meetings, rehearsals and other general functions 

-
£15 per hour or
· £120 per day (10.00 to 22.00 hours)

Please note that hire times booked must include time to set up and clear away any equipment etc, tidy and restore the cH to the state in which it was found. 
Details of our terms and conditions for a straight hire can be found on our website under ‘general hire’ on the Hire Us page.

Hire for public performance:

-
40% of the box office takings paid to the cH, subject to a minimum of  £120 per performance if you hire the auditorium or

£40 per performance if you hire the studio

The percentage of takings for the Hirer will generally be distributed after the total number of performances by the cornerHOUSE Treasurer.
If you are seeking to break even or make a profit – please don’t be over ambitious when you hire us. Remember, the minimum you will owe us – if you are hiring the auditorium – is £120 per performance, (£40 minimum per performance if you are hiring the studio), then you will have your outgoings on top of that, before you can make any money on your event. So, please take into account all your costs, and be realistic about the number of people you are likely to attract, and the number of days you can afford to hire us for.
Rehearsal Time for Public Performance:

When the booking is for public performances, reasonable rehearsal, set-build and get-in time can be made available in the ten days prior to the performance period. Hirers need to advise the cH of their requirements. It may not be possible to fully meet these due to other users having prior commitments. Time required outside the ten-day pre-performance will be at standard hire rates as noted above. Changes in pre-booked times may not be available once confirmed by the cH. 

The cH reserves the right to decline bookings without explanation.
2 Cancellation Policy

If it becomes necessary to cancel confirmed bookings, hirers must give as much notice as possible. The cH reserves the right to raise proportionate cancellation fees where short notice is given and it is not possible to find another hirer. The cH will only cancel confirmed bookings in exceptional circumstances, in which case discussions will be held with affected hirers.

.

The decisions of the cH on all matters relating to booking the cH are final.
3 Conditions of Hire

These may seem onerous but are built on experience from previous bookings. The main aim is to avoid any confusion, assumptions or doubt. In the event that further clarification is required, please consult a Trustee. The Trust’s decision is final in all aspects relating to the use of the cornerHOUSE.

3.1 Hours of operation

The terms of our licence mean that the cornerHOUSE is only available for hire between the hours of 10am and 11pm Monday to Saturday and 10am to 10pm on Sundays. Performances of plays, films, dance and the playing of live or recorded music as part of those performances may not commence prior to 12 noon on any day of the week. The building must be vacated, closed and locked by 11pm.

3.2 Seating capacities

The maximum seating capacity of the main auditorium is 133. Exceeding this total is not permitted. If the floor space is used for staging, musicians, tables etc. the seating capacity must be reduced accordingly. For example, cabaret-style seating around tables reduces capacity to 75. Capacity in the side room – the studio - is 40 maximum (without tables), but configurations used by hirers may reduce this.

Hirers are responsible for setting out and removing any seating, tables, etc. required.
 
3.3 Child Protection, Safeguarding and Equal Opportunities
Hirers of the cH take full responsibility for all aspects of Child Protection if children under 18 years of age are involved in any way in the event/performance they are organising. Similarly, hirers are responsible for safeguarding vulnerable adults. Hirers are also responsible for their own equal opportunities considerations.
3.4 Insurance and safety

The cH has public liability insurance for the audience in the building for a public performance. Hirers are responsible for all other people whenever they are using the building in connection with the booking. Hirers are responsible for the safety and conduct of participants in their event. Use of the building, its facilities and equipment is at hirer's own risk. Hirers must ensure that they are providing adequate insurance cover for all people, other than public performance audiences, whenever they are using the building in connection with the booking. 

Although we can't personally recommend them, NODA (National Operatic and Dramatic Association) provides an insurance scheme which you might want to use to provide insurance cover for your event. Alternatively a search of the internet for theatre, play, shows or events insurance, can also provide names of other organisations or companies which provide similar cover.

Hirers must follow all advice given by Trustees or the cH volunteer team supporting the hire. If there is to be a public performance there are requirements concerning the safety of users and the public which are a condition of the granting of the public entertainment licence and which must be followed at all times. The cH aims to have a member of the cH team available on the premises for all performance times. As the representative of the Premises Licence Holder, their advice and guidance on all matters pertaining to public safety and the use of the building must be followed. 

(Special note: Dry ice cannot be used for effects at the cornerHOUSE because of safety considerations; there is inadequate means of low-level ventilation in the auditorium).
3.5 Accidents and Complaints record

The cH must record details of all Accidents and Complaints. If an Accident occurs or a Complaint is received when a Trustee is not on the premises, please ensure that details are passed to a Trustee by telephone or email at the first opportunity. 

3.6 Disturbance to neighbours

As the cH is situated in a residential neighbourhood, we are particularly anxious to avoid any disruption to our neighbours. Hirers must take care to minimise noise and disruption when using the building. (This is particularly important when vacating the building at the conclusion of bookings.) For this reason, hirers are not permitted to hold cast parties on the premises following a production. 

As parking in the immediate vicinity of the cH is usually difficult, hirers are asked to make every effort to encourage cast and audience to use public transport whenever possible. Details of public transport are provided on the cH website (www.thecornerhouse.org). If car use is unavoidable, car users should be encouraged to allow sufficient time to find a safe, sensible and legal parking space. This may be some distance from the building and necessitate a walk. Please encourage users to avoid inconveniencing our neighbours. 

3.7 Technical matters

There is a basic lighting rig and sound system included within the cost of the hire. The cost of obtaining additional lighting and sound equipment will be borne by the hirer. Please note that, for health and safety and insurance purposes, rigging and 
de-rigging and any alteration to the basic lighting arrangement must only be done with the agreement of the cornerHOUSE. If any part of the basic lighting rig is removed or repositioned for a production it must be returned to its original position immediately after the production. 

No more than 16 lights are to be fed from the stage lighting system as this is the maximum capacity of the supply feed. This includes the house lights if fed from the dimmer rack. The cH will not be responsible for any consequences if this number of lights is exceeded.

3.8 Keeping the cH tidy and ready for the next booking

We must provide a clear, clean and tidy space for incoming bookings and expect that the space is left in the same condition. Hirers are responsible for the removal of rubbish they have created, and for costumes, props, set construction materials, etc. which they have brought with them into the building. The council refuse collectors will not remove large amounts of rubbish, and hirers need to make alternative arrangements for prompt removal of their debris. Hirers are also asked to leave the bar area clean and tidy - if this has been used for refreshments - and to return any crockery, glasses etc. to the correct place.
The stage surface and surrounding walls are painted matt black. We would expect them to be left as found after every booking. All technical equipment must also be left as found, including re-setting any lighting which has been moved. 

Hirers who fail to remove props, rubbish, etc. or to restore the stage and technical equipment to their 'as found' condition may be charged an additional fee of not less than £100.

3.9 Publicity

Hirers should provide a sort description of the proposed event/performance as soon as possible to feature on the cH’s recorded box office details, website and in other publicity. Posters and flyers produced by the hirer may be displayed and distributed at the cH.

3.10 Smoking

Current no smoking legislation applies at all times and to all classes of user of the building.

The Trust’s decision is final in all aspects relating to the use of the cornerHOUSE

The cH reserves the right to decline bookings without explanation.

PLEASE SCROLL DOWN UNTIL YOU REACH THE BOOKING FORM AND AGREEMENT TO SIGN OUR TERMS AND CONDITIONS

cornerHOUSE BOOKING FORM AND AGREEMENT

THIS BOOKING IS NOT FINALISED

UNTIL CONFIRMED IN WRITING BY the cornerHOUSE

Name of Organisation…………………………………..

Contact Person………………………………………………….

Full postal address……………………………………………………….

……………………………………………………………………………….


Telephone No     ………….
Day………………..Evening…………..Mobile

Email .....................................……………………………………

Reason for hire…………………………………………………………………..

…………………………………………………………………………………….

Proposed Dates of Hire…………………………………………………………………..

To meet licence requirements please advise: 

Do you intend using any smoke or pyrotechnic effects  

YES/NO

(Dry ice cannot be used for smoke effects at the cornerHOUSE.)

Do you intend using a strobe lighting effect?



YES/NO

Are any live animals involved?  





YES/NO

Do you intend using amplified music?




YES/NO 

(Our licence is conditional on effectively managing the level and duration of amplified music which, in any event, shall not be used after 10.30pm.)

Do you have any other special requirements?



YES/NO

Please provide details…………………………………………………………………

…………………………………………………………………………………………..

It may be necessary to attend a meeting to discuss any special needs of your hire, in which case, please bring another completed and signed (by you) copy of this form along with you.
I have read and fully accept the Booking Terms and Conditions for hiring the cH. 

Signed …………………………………… Print Name …………………………..

Date ………………………..

When you have completed this form PLEASE RETURN TO:

Anna MacCafferty

17 Ditton Road

Surbiton

Surrey

KT6 6RE

Below: This is only to be signed by a member of the cornerHOUSE Events Team
Booking confirmed by the cornerHOUSE Events Team 

Signed ………………………………… Print Name …………………………..

Date ………………………..

