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TERMS AND CONDITIONS

PRIVATE HIRE OF 
THE PHOENIX ARTS CENTRE COMPLEX
Please sign and return the contract and required deposit to guarantee your booking. By signing the contract you agree to the enclosed terms and conditions of hire
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Conditions Governing the Hire of the Phoenix Arts Centre Complex

A Signed contract must be completed for each booking agreeing to all of these terms and conditions for the hire to be authorised

1. GENERAL CONDITIONS
1.1. Applications for the use of the Phoenix Arts Centre complex must be made to the Venue Manager and responsibility for their approval rests with the Operations Director, Head and the Governors. The person signing the application will be deemed to be the hirer who must be at least 18 years of age and must accept responsibility for ensuring compliance with these conditions.
THE HIRER MUST COMPLY WITH THE LAW OF THE LAND
1.2. Hirers will be informed, at the time when the application is approved of the charge for use of the facilities required. Payment will be made in advance, at the time the hire is confirmed, or by agreement on invoice within 30 days of invoice date after the hire. If there is any damage or the need for staff \ cleaners to work longer than expected after the hire, the hirer will pay any subsequent account sent to him \ her.The Arts Centre and College reserves the right to cancel the hire if the accommodation is required for urgent or academic use. In these circumstances the hirer will be reimbursed his \ her hiring fee
1.3. The venue management must be notified of all cancellations at least 48 hours before commencement. 
1.4. Cancellation fees:-  100% of hire fee if cancelled 1 week prior to event

         50% of hire fee if cancelled 3 months prior to event 

1.5. Payment/monies for the hire can only be given to the venue manager, assistant venue manager or the duty manager.
1.6. A deposit of £300, signed contract and completed booking form are required to confirm the booking. This is required as soon as possible otherwise the date cannot be guaranteed.
1.7. It is against the law to smoke in an enclosed public place and hirers must ensure their visitors comply with this legislation.

1.8. No structural alterations to Phoenix Complex premises, fixtures or fittings will be permitted and notices may only be fixed to the boards provided.
1.9. The hirer is responsible for providing supervision throughout the event and must satisfy the Venue Manager, that the arrangements made are adequate.
1.10. The hirer or his accredited representative must be in attendance at all times, and must accept responsibility for any damage caused to the arts centre complex, Sports College, grounds, playing fields, buildings, fixtures, fittings, furniture and equipment resulting from this event.

1.11. Hirers are responsible for arranging their own insurance for:-

a) Personal accidents

b) Third party claims

c) Any loss or damage to the arts centre complex, Sports College, buildings, grounds, playing fields, fixtures, fittings, furniture and equipment resulting from the event.
The Governor’s Finance Committee have decided that all hirers should subscribe to our public liability cover to protect our interests. This policy provides you, the hirer, with public liability cover up to a limit of £5,000,000. In the event of an injury to a third party (someone attending your event, a member of staff, governor or member of the public) this policy would provide for your legal liability. Cover is also provided for damage caused by fire, lightning, explosion or accidental damage to the buildings or contents where the hirer is negligent – subject in the case of accidental damage, to a maximum of £25,000 and an excess of £100.

The premium for this cover is 15% of the hire fee: a 6% Insurance Premium Tax (IPT) will be added to this charge. This amount will automatically be added to all invoices unless we have already been provided with a written copy of documentary evidence of your own public liability insurance e.g. copy policy certificate, that these risks are already covered by you separately.  

1.12. If it is intended to organise a public performance or entertainment, or performance of music, singing or dancing to which members of the public are admitted. Hirers are advised to consult with the Venue Manager who will advise to which parts of the premises are adequately licensed for these purposes, before admitting a permanent application.
1.13. Footwear or powder which is likely to cause damage to the Phoenix Complex floors are not permitted. Shoes with studs or spikes, French chalk, talc or equivalent must not be in the venue.
1.14. Members of the public must not be admitted to the venue after 10.00pm unless agreed by the management. 
1.15. Phoenix arts centre and the Sports College premises must be left clean and tidy after use.

1.16. Child Protection – The Phoenix Arts Centre and William Parker Sports College take the protection of children very seriously. Licensed chaperones will be required to ensure the protection of child performers and this is down to the hirer to provide (Please see Phoenix Arts Centre section 6 for further details).
2. BAR AND CATERING FACILITIES
2.1. NO alcohol may be brought into the venue unless the Venue Manager has given permission. If permission is given there may be a charge.
2.2. A licensed refreshments bar will be provided for all events.  If bar/refreshment facilities are not required or you require a soft drinks only bar (alcohol free), please notify the Venue Manager.
2.3. Kitchen facilities are available for self- catering purposes – please see section 3.
2.4. The Phoenix Arts Centre holds all relevant Public Entertainment’s Licenses for:- 
Music, Singing, Dancing and Theatre, under these licenses we are available for; up to 400 persons closely seated theatre style, 200 persons seated cabaret style around tables, or 600 standing.
2.5. Supply of Alcohol. This will be conducted under the authority of a licensee at his \ her discretion to comply with current licensing laws. The bar service will always be provided by the Phoenix Arts Centre. No third party licensees or establishments are permitted to sell or supply alcohol on the Phoenix site unless agreed with the Designated Premises Supervisor in advance, in writing.
2.6. Alcohol is supplied under the terms of the Phoenix Arts Centre license. Hirer provision of their own alcohol is only allowed if:-

a) Agreed in advance by the designated premises supervisor.

b) It is under the control of one of the Phoenix Arts Centre Licensee and agreed corkage or fees have been paid to the Phoenix Arts Centre for this provision.

3. CONDITIONS GOVERNING THE USE OF THE PHOENIX ARTS CENTRE KITCHENS.

3.1. When the kitchen is used, the chef \ supervisor must have an up to date kitchen hygiene certificate and must be in attendance throughout the hire

3.2. Prior to the event, the event chef/supervisor must have liaised with the kitchen manager and attended a tour of the kitchens. To discuss the terms and conditions of the kitchen equipment and if necessary a demonstration of the correct use, as per the health and safety regulations.
3.3. During the event it is the joint responsibility of the chef/supervisor and the hirer to ensure safe use of the kitchen and all equipment therein.
3.4. Hirers must provide their own crockery, cutlery and condiments.

3.5. It is the joint responsibility of the hirer and the event chef/supervisor to ensure that the kitchens are cleaned and tidied to the satisfaction of the venue management.  If additional cleaning is required by the Phoenix staff it will be charged at £25.00 per hour, per person.

3.6. No smoking is allowed in the kitchen.

3.7. No animals are allowed in the kitchen.
4. LICENSING

4.1. PRS and PPL Licenses are required for any function, show or performance. These are the responsibility of the hirer. Details on these licenses are available from the Theatre Management. You will also be charged £40.00 by the venue for the in house PRS license.
4.2. Permitted hours for public entertainment are from 8.30am to 12.00 MIDNIGHT with the last admission being at 10.00pm Monday to Saturday – on Sundays performances must commence after 12.00pm. Hirers are reminded that the Arts Centre is situated in a residential area and therefore should ensure their patrons leave quietly
4.3. A fully equipped team of technicians run the Arts Centre. Please discuss any technical requirements with the Arts Centre Technical Manager.
4.4. Hirers are responsible for ensuring they have an adequate list of all their guests’ \ performers that are in the building, and are responsible for doing a roll call and accounting for all persons in the event of an emergency evacuation.
4.5. It is the hirers responsibility to comply with the licensing noise restrictions which covers acoustic and electronically amplified sound these conditions are currently:-
a) Up to 23.00 hours an overall sound pressure level of 70 decibels (linear weighting) 10 metres

b) After 23.00 hours an overall sound pressure level of 60 decibels (linear weighting) 10 metres

These limits shall be determined as continuous sound pressure levels for any 1 minute period(s) in which entertainment sound is audible outside the premises. The monitoring position shall be ten metres from the façade of the premises. The sound level meter microphone position shall be between 1.2 and 1.6 metres above ground level. All sound measurements should be made using a sound level meter conforming to Type 2 BS EN 60804 or better by methods agreed in consultation with the licensing authority.
5. ADDITIONAL CONDITIONS COVERING THE USE OF THE PHOENIX ARTS CENTRE, PHOENIX LITTLE THEATRE AND PHOENIX DANCE STUDIO (LICENSED PREMISES)
STEWARDS AND SECURITY
5.1. Each event will be risk assessed by the licensee and upon that assessment stewards or SIA registered door supervisors may be required. Stewards are required to be provided by the hirer. They must be suitable persons over the age of 18, to act as stewards for the Public Entertainment’s licensing. The number of stewards depends on the exact layout and type of function, but 1:50 is a good starting point for calculations of these ratios.

Please check with the Venue Manager.  Stewards may be provided by request from the Arts Centre Management team
DUTY MANAGER
5.2. The Phoenix Arts Centre complex will always have a Duty Manager, who will be responsible for the Arts Centre as Licensee and fire officer.

FACILITIES

5.3. The Arts Centre, toilets and dressing room areas, as with the entire building is no smoking. It is the hirer’s responsibility to ensure guests and performers do no smoke within the building.

5.4. Disabled facilities are available, including ramped access; parking and toilet facilities. Please discuss any disability requirements with the Venue Manager at the time of booking, who will be able to make provision for disabled guests and performers.

BOX OFFICE AND PUBLICITY

5.5. Box Office – The Arts Centre can provide a full box office system for both pre-sales and on the night sales charged at a 10% commission from the hirer, there are a variety of other local, national and international outlets that we have contracts with, which we would also be able to sell tickets for your event through.  Please contact the Theatre Manager for further details
5.6. Programme and publicity printing services are available for your event, please contact the Theatre Manager to discuss your requirements for quotation. Display of posters, and show information in the Phoenix brochure and website are included in the agreed hire fees. Newspaper advertisements, other than press releases are available for additional fees at cost.
5.7. Permitted Numbers – Permitted audience numbers may also include performers if seated in the auditorium – these will not exceed  

Phoenix Arts Centre

400 closely seated theatre style

200 seated cabaret style

Where not closely seated 420; 280 lower area, 140 upper area

600 standing

Phoenix Dance Studio

200 when used for dancing

72 seated cabaret Style

160 when closely seated

Phoenix Little Theatre

80 seated theatre style

5.8. All seating plans to be agreed prior to the event with an events manager – care should be taken to ensure gangways and exits are left clear 
5.9. Designated seating plans for theatre style layouts are held by events management staff
5.10. Box office ticket stubs or clickers will be used to ensure license numbers are maintained within the venue
5.11. The management reserve the right to refuse admission
5.12. All licensing objectives must be maintained by the hirer at all times, namely

5.12.1. The prevention of Crime and Disorder
5.12.2. All persons connected with the event to be adequately supervised at all times
5.12.3. All valuables to be secured or better still not brought to the venue
5.12.4. Public Safety
5.12.5. No actions by the hirer or his \ her guests should endanger the public or guests in any event, it is the hirers responsibility to ensure that their guests or performers comply with their requests
5.12.6. The prevention of public nuisance
5.12.7. The hirer is asked to remind all patrons, guests and performers that the Arts Centre is situated in a residential retirement area. All guests, visitors, performers and patrons should be asked to leave the site in a quiet an orderly manner and not to cause nuisance to local residents by their behaviour. The hirer is responsible for their performers or guests and for ensuring they comply with this legislation
5.12.8. The protection of Children from harm
5.12.9. The obeying of the child protection requirements below
5.12.10. No children under the age of 18 should attempt to buy, consume or be provided with intoxicating liquor whilst on the premises including grounds. Should this occur the relevant authorities will be involved.
5.13. Permitted Hours – the venue is licensed until 12.00 midnight for singing, dancing, entertainment and provision of alcohol and until10.30pm on a Sunday. All members of the public should be clear of the venue by these times, unless a temporary event notice has been obtained to extend the permitted hours, please discuss this with the Venue Manager.
6. CHILD AND VULNERABLE ADULT  PROTECTION
6.1. The Phoenix Arts Centre takes its role in child protection very seriously all arts organisations working with children (Under 16 years) must comply fully with these guidelines and any subsequent or additional guidelines from ESCC child employment service
6.2. Provision of Chaperones – One registered chaperone to be provided by the company for every 12 children or vulnerable adults of the same sex that are on the premises at any one time. Chaperones must act according to chaperone guidelines and the training they have received, they should never leave the child (ren) they are chaperoning at any time except while they are performing on stage.
6.3. For babies or vulnerable children or adults this ration may be increased based upon the risk assessment carried out for the event
6.4. Unauthorised Absence from Education – Performers must make the correct arrangements with School and Employment licensing officers if they are to miss any School hours in connection with their performance or rehearsal for the event
6.5. Signing in \ out – a written sheet to be provided by the hirer stating names of all cast, company, chaperones and backstage helpers that are to be on site for each rehearsal and performance. Each chaperone should be identified to a child or group of children
6.6. All children will be signed in \ out at the stage door and released to Parents \ Guardians or Chaperones as appropriate
6.7. It is the hirers responsibility to ensure they have next of kin forms and emergency contact details for each child in their care – it is recommended that this also includes a photograph, so an individual child can be identified in the case of going missing. This information should also include allergies or any other relevant information about the child in case first aid treatment is required
6.8. No unauthorised persons (i.e. those not on the list supplied by the hirer) will be permitted backstage at any time
6.9. Dressing rooms will be allocated with the hirer; four dressing room spaces are available, Children and Adults as well as Male \ Female should not change together.
6.10. Parents are not permitted backstage at any time, unless with the Events Manager’s permission. It may be appropriate if the children are babies, but this is to supplement not replace the chaperones, and can only happen with the consent of the hirer and Event Manager. Where parents and children are in the same performance if they wish to change together they should be in a separate segregated changing room away from other cast members
6.11. Any Child Protection concerns, injuries or breach of the above guidelines must be reported to and documented by the Duty  Manager

6.12. Photographs or video recording – no recording either in still or video format will be permitted by the venue unless agreed in advance. If permission is given – the requirement is that parents/guardians of all children must give written permission for them to be photographed.  If there are any gaps in this permission no recording of the performance will be permitted. Any recording is at the discretion of the hirer. The hirer will be permitted to record the performance for their technical use only.
6.13. Child Protection Co-ordinator is the Operations Director
6.14. Child in Performance Regulations - there are other regulations governing paid children working in performance – namely the children (performances) regulations 1968 these state that any child working in entertainment (stage, film, television, radio, modelling, paid sport) must be cared for by a registered chaperone who is responsible for the proper care and control of the child, including his\ her comfort, treatment and moral welfare. These and any other relevant regulations must be adhered to in allowing children to perform.
6.15. LEA Schools are exempt from the child in performance and chaperone regulations when performing under their School teacher but should show good practice ensuring the welfare of the children in their care
6.16. First Aid – First aid provision will be provided by the venue duty manager or duty first aider should any accidents \ incidents occur in line with ESCC policy
6.17. Medication – no medication (including pain killers) can be provided to any injured person \ persons on site. Parents may do this at their discretion
6.18. Illegal Drugs – Illegal drugs will be confiscated and dealt with under the venues drug policy – as laid down by the SIA and Police 

7. DISABILITY DISCRIMINATION ACT (DDA)
7.1. All hirers are reminded of their obligations under the DDA and will ensure that no one is discriminated against due to their disability, race or religion.
7.2. The Phoenix Arts Centre Management or staff do not discriminate against anyone due to their disability, race or religion.

7.3. The Venue has put in place a number of measures to ensure that the DDA is fully complied with within its venues, namely:-
7.3.1. Provision of an accessible WC front of house
7.3.2. Provision of an accessible WC backstage
7.3.3. Provision of an accessible lift to the lower area
7.3.4. Provision of an infra red induction loop system transmitting two channels of audio to receivers. These may be borrowed for a deposit from the box office for each performance
7.3.5. The provision of yellow and white edgings and handrails on all staircases
7.3.6. The provision of dedicated disabled car parking bays
7.3.7. Fully trained staff that will assist any visitor to the best of their ability
7.3.8. Lowered box office section catering for  wheelchair users

7.4. Should you have any comments on the venues disability policy please speak directly to the Operations Director
8. FIRE PRECAUTIONS FOR ALL VENUES 

8.1. The Venue Manager or Duty Manager shall be in charge of the premises for the whole time that they are open. There shall be during that time sufficient staff or competent attendants on duty on the premises. The person in charge shall not be engaged in any duties which will prevent him \ her from exercising general supervision of the premises.

THE HIRER SHALL ASCERTAIN AND COMPLY WITH ANY SPECIAL FIRE PRECAUTIONS REQUIREMENTS CONTAINED IN MUSIC, SINGING, DANCING THEATRES OR ANY OTHER LICENCES APPROPRIATE TO HIS\HER USE OF THE PREMISES.
8.2. The seating accommodation, gangways, passages and stairways in the premises shall be provided as approved by the Chief Fire Officer of the East Sussex Fire Brigade.
8.3. All gangways, corridors, staircases in the hired section of the premises must be kept entirely free of obstructions.
8.4. All exit doors shall be available for exit during the whole time that the public are on the premises.
8.5. Doors and openings accessible to the public shall have notices placed over them indicating their uses. Doors and openings, other than exits in sight of the audience, leading to parts of the building that are not accessible to the public shall be clearly marked “No Thoroughfare” or “Private”.
8.6. Mats or other floor coverings shall be secured to prevent rucking and any drapes hung over exit doors shall be hung to prevent them trailing on the floor.
8.7. Flammable materials shall not be used for the decoration of the premises unless such materials have been rendered flame retardant.
8.8. Temporary electrical installations which are necessary for any particular function must comply with the following conditions:-
8.8.1. The Institution of Electrical Engineers Regulations for the equipment of the buildings.
8.8.2. The British Standard Specification and Codes of Practice.
8.8.3. The Electricity Supply Regulations.
8.8.4. Shall only be installed by a qualified electrician.
8.8.5. No temporary wiring shall be connected to circuits or fuse boards  

feeding the main auditorium lighting.  

8.9. The venue manager must be notified of any lighting, sound, stage equipment or set being brought into the arts centre at lest 1 week prior to the event. 
8.10. Full inventory of equipment and risk assessments must be provided for kit coming in to the venue.
8.11. Temporary wiring shall be carried out using TRS / HO5/HO7 insulated and sheathed cable. All switchgear, cable and other electrical apparatus must be of a correct type to handle the intended load during its use.

8.12. Install of all additional stage lighting equipment that may be required shall be supervised by a Phoenix technician.

8.13. All temporary equipment shall be bonded to the main system of earthing in accordance with part 4 of the IEE Regulations
8.14. All temporary installations which have been installed shall be disconnected from the permanent installation immediately after the occasion for which they have been used for.
8.15. Any special requirements for installations that are to be approved, or any item that requires clarification shall be brought to the attention of the Operations Director seven days prior to the proposed date of the required installation
8.16. Thorough checks should be made by the hirer at the end of the hire to ensure no smouldering fires or cigarettes are left burning and that all doors and windows are properly secured.
8.17. If there is any doubt about the application of any of the above conditions the advice of the Venue Manager or Operations Director should be sought.
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