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MILLFIELD THEATRE BOOKING FORM
	Name of Group/Company  

	

	Title of Show    




	

	Name of Person responsible for this booking

	

	Position within the Group/Society



	

	Address for Correspondence




	

	Contact Telephone Number/s



	

	Contact Email Address




	

	Should invoice be sent to the person above? YES / NO


	

	If No, please provide the appropriate name and address below


	

	Is the Group/Society a registered charity?  YES / NO


	

	If Yes, please provide the registered charity number –


	

	Is the Group/Society VAT Registered?  YES / NO


	

	If Yes, please provide the appropriate VAT number –


	

	Does the Group/Society have appropriate Insurance cover?


	

	Please provide details of the policies that will cover your period of hire


	


Dates of Hire (inclusive)

	
	Date
	Time In
	Performance
	Time Out

	Sunday
	
	
	
	

	Monday
	
	
	
	

	Tuesday
	
	
	
	

	Wednesday
	
	
	
	

	Thursday
	
	
	
	

	Friday
	
	
	
	

	Saturday
	
	
	
	


If your hire period is longer than one week please give details of the additional days on a separate sheet. 
Marketing
Would you like your production to be included in the Millfield brochure or on Millfield Website?

Please send us a copy of any of your promotional material to help us assist in selling your production. E.g. posters, leaflets, promotional image, blurb.
BOX OFFICE INFORMATION






How will you be selling your tickets? (Please select)

· You will be selling your tickets using Millfield Box Office

· You will be selling your own tickets

· You would like to sell some tickets yourself and leave the remainder with the Millfield Box Office. If so, how many tickets would you like to have printed off to sell yourself?
Please Note: Your tickets will not be released for sale until this form has been completed and returned 
STANDARD CONDITIONS OF HIRE

1
Applications

1.1 Applications for Hire shall be made, in writing, on forms obtainable 

from the Manager stating the Purpose of the Hiring and whether the use of any equipment is required. 

2.2 No application shall be considered from any person under 21 years of age.

2.3 The Manager has the right to refuse any Application without having to give any reason for such refusal.

2.4 The Centre reserves the right to amend these conditions and regulations at any time without prior notice. 

2
Facilities

Use of the Theatre includes use of the changing rooms associated with it and Green Room 

3.
Period of Hiring

3.1 Dates and times of the Hire required must be clearly stated on the 


Application form. 


3.2 All Areas will be fully vacated prior to the completion of the Period of Hiring. 

4 Electrical Equipment

4.1 No lighting heating power or other electrical fitting or appliance in the Area is to be altered moved or otherwise interfered with.

4.2 No additional lighting heating power or other electrical fittings or appliances are to be installed or used without the prior consent of the Manager and any electrical equipment brought into the Centre must carry a current Certificate of Testing.

4.3 Any electrical disco/entertainment equipment brought into the Centre must carry a current certificate of testing which should be supplied to the Manager prior to the hire period. 

5 Heath & Safety

5.1 No objects containing inflammable gas shall be sold or exhibited or used in connection with the Hiring.

5.2 Explosive and inflammable articles shall not be brought to or used in the Centre without prior written consent from the Manager and the Hirer shall be responsible for ensuring that anything used in connection with the Hiring is non-flammable. 

5.3 The hirer must not bring in any substances which are subject to the COSHH (Control of Substances Hazardous to Health) regulations, unless this has been formally approved by the Manager prior to the hire period. The hirer must also show a safe system of work, approved by the Manager. These must be supplied with all substances brought in by the hirer prior to the hire period and agreed by the Manager. 

6 Health and Safety Supervision 

6.1 During the period of the Hiring, the Hirer is to be responsible for:

6.1.1
the efficient supervision of the Area including (without prejudice to the generality of the above.)

6.1.1.1 the effective control of children. 

6.1.1.2 the orderly and safe admission and departure of persons to and from the Area.

the orderly and safe vacation of the Area in the case of emergency under the guidance of Centre staff who should be informed immediately should such an emergency evacuation be necessary. 

6.1.1.3 the safety of the Area. 

6.1.2 
the preservation of good order and decency in the Area.

6.1.3 
ensuring that all doors giving egress from the Area remain unobstructed and 


immediately available for exit. 

6.1.3.1 ensuring that obstruction is placed or allowed to remain in any thoroughfares giving 



access to the Area, disabled access and Fire Exits. 

6.2
The Hirer or their authorised representative whose name should be given 
to 
the Manager prior to the Period of Hiring must be in attendance 
throughout the period of Hiring. 

6.3 The Hirer shall ensure that the maximum number admitted to the Area during the Period of Hire shall not exceed the figure agreed with the Manager prior to the Period of Hire. 

6.4 Should the Hirer deem it necessary to summon the Emergency Services of Fire, Police and/or Ambulance the Manager must be informed. 

6.5 Upon hearing an alarm bell/sirens, all persons should proceed to the nearest “FIRE EXIT” and exit the building as calmly as possible. Everybody shall then proceed to the assembly point. (Please check this prior to your period). The Duty Manager will inform you when it is safe to re-enter the building. 

6.6 The hirer must immediately report all accidents to the Duty Manager on site. The hirer must not attempt to administer first aid themselves unless qualified to do so. The Millfield Arts Centre will not be held responsible for actions of first aid taken by the Hirer.

7 Qualifications

7.1
The Hirer shall be responsible for ensuring that any necessary disclosure from the criminal records bureau is obtained on all persons supervising children and young persons under 18 years of age. 

8 Decorations and Advertising

8.1 No bolts, nails, tacks, screws, bits, pins or other like objects are to be driven into any part of the Centre fabric fixtures and fittings furniture or 
other property nor is any adhesive substance to be attached to it. 

8.2 No placards or other articles to be affixed to any part of the Centre. 

8.3 The Manager reserves the right to remove any permitted posters, boards, signs, flags or other emblems or advertisements that become untidy or unsightly.

9 Statutory Requirements

9.1 The Hirer must not do or permit any act, matter or thing that would or might constitute a breach of any statutory requirement affecting the Centre or which would or might invalidate in whole or in part any insurance effected in respect of the Centre. 

10 Public Entertainment Licence

10.1 The Hirer must comply with all conditions and stipulations of Millfield Arts Centre’s public entertainments licence for the Centre. Available for inspection of request. 

11 Copyright Works

11.1 In the use of all or part of the Centre the Hirer is not to infringe any copyright or allow any copyright to be infringed. 

11.2 If the use of all or part of the Centre will involve the performance of any musical or dramatic works or the delivery in public of any lecture in which copyright subsists it will be the responsibility of the Hirer to obtain prior to the Period of Hiring the consent of the owner of the relevant copyright and to pay all composers, authors, publishers and other fees or royalties that may be payable in respect of the function to be held during the Period of Hire. 

11.3 The Hirer must supply to the Manager (if so required) at the time of booking a copy of the programme of any entertainment to be given at the function and must provide evidence as the Manager may (reasonably) require of compliance with this Condition. Use of any film needs to have appropriate copyright. Prior to the performance, original work only to be videoed if permission agreed with Technical Team. 

12 Broadcasting and Filming

The Hirer is not to grant broadcasting or filming rights without prior consent of the Manager. 

13 Film Exhibition 

No cameras or video recorders of any description to be used in the Auditorium.

14 Gambling

 No sweepstake, raffle, tombola or other form of lottery is to be permitted to taken place in the Centre except a lottery:

14.1 that is lawful under the Lotteries and Amusements Act 1976. 

14.2 for which the prior consent of the Manager has been obtained and 

14.3 which is conducted strictly in accordance with the relevant statutory provisions. 

15 Bars and Catering

15.1 No liquor, soft drinks or refreshments is to be brought into or sold on the premises by the Hirer (including no other caterer) unless previously agreed by the Manager. No alcohol either backstage or on stage. 

16 Smoking

Smoking is not permitted within the theatre. 

17 Expiration of Period of Hiring

At the expiration of the Period of Hire, the Hirer is to:

17.1 leave the theatre and stage set up in the condition found.

17.2 leave the subject area to the Hiring in a clean and orderly state free of litter

17.3 remove all equipment previously brought in by or on behalf of the Hirer unless prior consent has been obtained from the Manager for some or all of this equipment to be stored at the Centre. 

18 Agreement Personal to the Hirer

The benefit of Agreement is personal to the Hirer and is not assignable or capable of being sub-hired. 

19 Damage to Millfield Arts Centre


19.1 It is the responsibility of the Hirer to check the area of hire prior to the Period of Hire and report any damage to the Manager. 

19.2 The Hirer will pay to the Centre on demand the cost of repair of any damage except of fair wear and tear occasioned to the areas subject to the hiring or to the fixtures, fittings, apparatus, equipment or furniture contained therein and caused by him or any other persons participating in the activity for which purpose the area was hired or by any persons under his control during the Period of Hire. 

19.3 The Manager will assess the cost of the necessary repair or alternatively the Hirer may at his own expense obtain an assessment from an independent but qualified third party provided that such a third party is acceptable to the Manager. 

20 Injury to Persons and Loss of Property

20.1 Millfield Arts Centre will not be liable for the death or injury to any person attending the Centre for the function which is the subject of the Hiring or for any losses, claims, demands, actions, proceedings, damages, costs or expenses or other liability incurred by the Hirer in the exercise of the rights granted by the Agreement except where such death, injury or loss is due to the negligence of Millfield Arts Centre. 

20.2 Millfield Arts Centre will not under any circumstances accept responsibility or liability in respect of any damage to or loss of any goods, articles, gifts or property of any kind (including equipment) brought into or left at the Centre either by the Hirer for his own purposes or by any other person or left or deposited with any officer or employee of Millfield Arts Centre. 

20.3 The Hirer will indemnify Millfield Arts Centre against all such liabilities as are mentioned in this Condition. 

21 Public Liability for hirers charging an entry fee

The Hirer is to have in force throughout the Period of Hiring a policy of insurance effected with a reputable insurance company. The Hirer may be requested to produce proof of insurance at the Manager’s request.  

22 Further Exclusions of Liability

22.1 Millfield Arts Centre will not be liable for any loss due to breakdown of machinery or equipment failure, supply of electricity, leakage of water, fire, government restriction or Act of God which may cause the Centre to be temporarily closed or the Hiring to be interrupted or cancelled. 

22.2
Millfield Arts Centre gives no warranty that the Centre is legally or physically fit for any specific purpose. 

23
Right of Entry

Millfield Arts Centre reserves the right for duly authorised members or officers or employees of Millfield Arts Centre to enter the Area that is the subject of the Hiring at any time for any authorised purpose. 

24 Cancellation by The Hirer

24.1 If the Hirer wishes to cancel the Hiring in whole or in part written notice must be given by the Hirer to that effect. 

24.2 Such notice must be given one month prior to the Period of Hiring. 

24.3 Failure to provide the required period of notice will cause the amount already paid to be forfeit. Any deposit paid is not refundable. 

25 Cancellation by the Centre

25.1 The Manager may cancel the Hiring if the Centre is required for any purpose in connection with a Parliamentary or Local Government election, special event or if the Centre or that part subject to the Hiring is rendered unusable by any such event as mentioned in Condition 23.1

25.2 If the Hiring is cancelled for any such reason as referred in Condition 25.1 the Manager will give to the Hirer the maximum possible notice and refund the fee payable in respect of the Period of Hiring affected but will not otherwise be liable to the Hirer. 

25.3 Should the Manager at the time be of the opinion that it is likely to be of an objectionable nature they shall have the power to cancel the hiring immediately and shall reserve the right to refuse admission to or remove from the centre any person without station a reason. 

25.4 The Manager reserves the right to terminate any hiring in the event of the hirer failing to comply with any requirement imposed by Millfield Arts Centre. The Manager will not refund any payment in respect of the hiring and shall not be liable to pay any compensation or indemnify the hirer for any loss. 

26 Breach by the Hirer


If the Hirer fails to observe and perform any of these Conditions the Manager may:

27.1 charge to and recover from the Hirer any expenses incurred by the Centre in remedying such failure including cost of employing attendants, cleaners or other persons as may be appropriate and 

27.2 cancel the instant or any other hiring of the Centre by the Hirer without incurring any liability to the Hirer for the return of any fee or otherwise. 

27 Merchandising

The merchandising of confectionery, drink, clothes or any other saleable items is not permitted without the prior consent of the Manager. 

28 Complaints

Any complaints arising out of the Hiring must be made in writing to the Manager within 7 days of the expiration of the Period of Hiring. 

29 Amended Conditions

29.1 The Centre reserves the right to amend the Standard Conditions at any time without notice. 

29.2 Such amendment would not include a request for an increased fee from the Hirer who has already paid a deposit or the full amount for a booking. 

30 Scale of Charges

30.1 The scale of charges shall be as laid down and published by the Manager. 

30.2 The Manager reserves the right to vary these charges at any time except as specified in Condition 29.2. 

I confirm the above booking and have read and agree to the terms and conditions indicated in the hire pack.

Signed

Name

Date

FOR OFFICE USE ONLY

Deposit Recieved 

YES / NO

£

Signed for receipt of deposit

Date booking received by Millfield Arts Centre

Date set up for Box Office sales

Payment received

Box Office Contact Details





Name:					Contact Number:





Address:








How do you wish your event to be titled on the tickets? Eg ‘Bill Kenwright presents Blood Brothers’





Dates and times of event:





Ticket prices: please indicate different prices per performance if applicable e.g 


Tues, Eve & Sat mat Tickets £10, Concs £9, Wed, Thurs, Sat Eve Tickets £12, No concs.








Your Box Office Number (if applicable)





Auditorium Layout 


□	With stage extension (321 seats)	


□	With orchestra pit (321 seats)


□	With your own sound desk (346 minimum/354 maximum, depending on size of sound desk)


□	With non of the above (362 seats – maximum capacity)











