The Studio Theatre

@ Ballakermeen High School
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User Agreement and
Booking Form

2023 - 2024
Bookings are accepted by The Studio Theatre on the following terms and conditions: 

	1. Definitions

	

	In these Terms and Conditions, the following words and phrases shall have the following meaning: 


	“Booking Form”
	The form completed when requesting a booking, which will form part of the legal contract when the booking is confirmed.


	“User/ Hirer”
	The person signing the booking form and includes the club, organisation, or person, if any, on whose behalf the application is made and such club, organisation or person shall be jointly and severally liable hereunder with the person signing the form of application.


	“The Studio”
	The Studio Theatre run by Ballakermeen High School.

	“The School”
	Ballakermeen High School.

	“Hire Period”
	The dates that access is booked in the Studio Theatre, starting from the first access to the venue and finishing when premises is vacated.

	“The Co-ordinator”
“The Servery”
	The Co-ordinator of The Studio Theatre
The seating area/kitchenette for the use of serving drinks/snacks/programmes before/during/after the show.


2. Applications
a) The contract for the hire of the theatre shall not be deemed complete until the Booking Form (below) has been signed by the hirer and accepted on behalf of The Studio Theatre.
b) All hirers of The Studio Theatre must designate a Key Contact Person, who following the confirmation of booking, will be responsible for liaising with the Theatre on all matters relating to times the theatre will be in use and any technical & equipment requirements.

c) The Studio Theatre reserves the right to refuse any bookings and terminate bookings at any time any without reason. Furthermore, any in-house or school events take booking priority and so bookings might be have to be re-arranged at short notice.
d) Confirmation of booking will not be issued until receipt of the signed booking form has been accepted. Upon written confirmation being given by The Studio to the hirer, a contract will exist between The Studio and the hirer. 
3. Charges

a) The agreed hire charges are: 
· Rehearsal Purposes - £25 per hour.

· Performance and Event Purposes - £35 per hour 
b) A schedule of rehearsal and performance times will be set out in the Booking Form. If during the hire periods this schedule over-runs, then charges will be made after the event and rounded up to the nearest half hour. 

c) “Get in/out” times should include in the hire times. This must include time for all parties involved in the booking to finish the event, tidy up and leave the building.
d) Any hirer of The Studio will be responsible for all costs and expenses and running their event.
4. Payment

a) The full balance of the hire charge must be paid within 30 days following the last day of hire unless a different arrangement has been made with the Studio Manager. 
b) All charges will be invoiced by The School to the Hirer. 
5. Cancellation

a) Notification of cancellation must be received in writing from the Key Contact person as stipulated on the Booking Form. 
b) A cancellation fee of £50 will be charged if the hire is cancelled withing 5 working days of the start of the event. 
6. Sub-letting

a) The hirer shall not rehire or sublet the premises or any part thereof. T 
7. Insurance

a) The School carries mandatory insurance cover in respect of its liabilities to the School building or third parties arising from the use of the School premises and The Studio Theatre for events. 

b) The School accepts no liability for any injury caused by set or properties brought into the school by the User or by the actions of the persons connected with the User. 

c) Thus satisfactory insurance cover, and evidence of this is required by the User to cover the following: 

i. Loss or damage of any scenery/properties
ii. Public liability

iii. Deformation, injury, disease or death of any person

d) The User shall do nothing to invalidate or increase the premiums of any insurance policy held by the School.

8. Health and Safety

a) The Key Contact Person for the User in liaison with the member of staff on site shall be responsible for all matters relating to health and safety within the Theatre. 

b) The user shall not permit smoking in any part of the School building or its grounds by its cast or any other person. Failure to prevent smoking by such persons may in extreme circumstances lead to the premature termination of the hire by the School, without compensation or liability.

c) The hirer shall ensure that all scenery and static properties are fireproofed to the satisfaction of the Isle of Man Fire Service of Divisional Fire Safety Adviser. 
9. Damage, Loss or Accident

a) The Studio will not be liable for any loss or damage to hirers’ or any other person’s property, howsoever caused. The hirer shall be liable for, and indemnify The Studio against, any loss or damage caused to the premises, furniture, fixtures or equipment as a result of the event or from items being brought into the premises by the hirer, their staff, guests or agents. 
b) The Hirer shall be liable for and shall indemnify The Studio in respect of any loss damage or injury which may be incurred by or be done or happen to the Hirer or any person or persons in their employ or any of their contractors or sub-contractors or by or to any other person or persons entering the theatre by reason of the use of the theatre by the Hirer. The Hirer is advised to take up insurance cover against all their liabilities under this and under the preceding clause. 

c) The Studio shall not be liable for any loss due to any breakdown of machinery, failure of supply of electricity, leakage of water, fire, government restrictions, or act of God, which may cause the theatre to be closed or the hiring to be interrupted or cancelled. 

d) The User shall be responsible for the security of any scenery, properties, costumes and equipment brought into The Studio Theatre by or on its behalf and for any person engaged in the production. The School will endeavour to ensure that all items left in The Studio during its normal School day are secure and the doors to The Studio are kept locked whenever possible. However, the School cannot guarantee the safety of any item left in The Studio itself. It is recommended that any valuable items not be left on site.
10. Access 

a) The School will be made available to the Hirer for the purpose of staging the event as agreed and for no other purpose, The Studio Theatre and the ‘Green Room’/Dressing Room.
b) The School will provide all heating and power, which are included in the hire charge. 
c) The Hirer shall not issue tickets for or authorise the admission to any part of the theatre of persons in excess of the maximum allowed as shown hereunder and the manager or appropriate representative has authority to take whatever measures they think necessary to ensure the observation of this Regulation. 

d) The Studio staff shall have the right of free access to any part of the building at all times. 

e) No exits from the premises may be blocked or restricted or fire appliances removed or in any way tampered with. 

f) The hire of the theatre does not entitle the hirer to user to enter the premises at any time other than the specified hours for which the premises is hired, unless prior arrangements have been made with the Studio Manager.
11. Maintenance of good order

a) If any issues of safety arise then a member of sit staff in attendance, will have the authority to evacuate or instigate any course of action which is deemed necessary to ensure the safety of everyone in the building. 
b) In compliance to Fire Regulations the user will need to provide 1 person per 30 to be responsible for overseeing and ensuring the safe and timely evacuation of the audience out of The Studio in the case of an emergency. These designated persons can be cast, crew and/or specific ushers. Any person designated as responsible for evacuation must be familiarised with the Evacuation and Emergency Procedures and Map provided by The Studio at the beginning of any hire period.

c) Users should ensure that a certified First Aider is in attendance at all public performances. 
d) The User shall not alter any electrical, lighting, heating or ventilation apparatus, cut, alter or damage any furnishings or fittings, except by prior agreement with the Studio.

e) The User will present the event so as not to:

i. Lower the reputation of the school.
ii. Commit or cause to commit any criminal offence.
iii. Contravene any requirement of a public authority.
iv. Endanger the continuance or renewal of any licence, certificate, or registration in respect to The Studio and The School. 
12. Vacation of premises

a) The hired premises shall be left clean and tidy, or in a similar state to which they were originally found in, and any additional equipment used will be packed away properly. Any spillages to be wiped up. Floors left free from debris, all surface to be wiped and left in a clean condition. All rubbish to be securely bagged and left inside the door to the Studio. 
b) Th Hirer will be charged for additional cleaning time incurred at the end of their original hire times and will be charged to the organisation. 
13. Staffing

a. Technician

i. Anyone using the technical equipment (lighting, sounds, etc.) will need to have experience of using the lighting and sound equipment in the theatre and be able to demonstrate their competence. 
ii. The Studio is not responsible for supplying technical assistance; however, it has the capacity to provide a member of technical staff on request, at an additional charge (subject to availability).  This should be arranged at the time of booking.
b. Front of House

i. The School is not responsible for supplying Front of House staff for any event held in The Studio. 

ii. All users must provide their own personnel for the sale of programmes, etc at the Studio for all events or performances. 

c. Catering 

i. The Refreshment Servery is available for hire at £25 per show and the user must provide their own personnel to manage this.
14. Statutory Requirements
a) The Community User shall comply with, and shall take all appropriate action to prevent The Studio Theatre or the School being in breach of – 

i. Any requirement imposed by law in respect of the production, the Studio Theatre or the School; and

ii. Any requirement of a competent public authority.
15. Licenses 

a) The School will maintain in respect of The Studio all necessary licences to enable its general use, but the Hirer must obtain any licences or permissions specific to the particular production being presented at The Studio. 
b) No copyright dramatic or musical work shall be performed or sung without the licence of the copyright holder.
c) The user shall be responsible for making application for any consent or licence required for the production. 
16. General 

a) All Show Bookings must have a Pre-Production Meeting (PPM)  in person or in some case over the phone with the Studio Manager or a member of the Studio Theatre Team.
b) The Studio will not directly sell any tickets for any event run in the venue.

c) Tickets can be sold for productions via TicketSolve at the Villa Gaiety Box Office, the welcome centre or online at the Ticketsolve website, please contact the Studio Manager for direct contact details for the ticket setup. 

d) The Studio retains the right to four (4) house-seats for every performance. 

e) Users may not sell tickets for their performances directly via friends, supporters, etc. if using Ticketsolve. 
f) If you require equipment that differs from what the theatre has at its disposal, the hirer will need to provide this from an external source at their own expense.
g) Any extra services or technical equipment that was not outlined in the PPM, will be charged for.

h) We can provide tech support and a technical assistant with the theatre own equipment, however, if the hirer wants extensive technical use they will need to provide their own technician.

i) Exterior technicians must have an induction session in the Theatre with a member of the Studio theatre Team to become acclimatised with the technical aspects of the Studios equipment. This staff members time will be charged for at the Theatre Technician rate.
j) Any booking that requires use of different desks/devices (lights, sound, projections, etc.) must have at least two acclimatised technicians to operate this type of event.
k) All microphones must be allocated, collected, and controlled by the allocated technician.
l) The agreed number of microphones to be used at the PPM are free of charge, so long as batteries are provided. (We advise 2 sets of batteries. One used for daytime tech/Rehearsals & the other for the performance).
m) On occasions where a technician has been working over 4 hours, they must have at least one hour (unpaid) break before a show commences. 

n) The School retains the right at all times to control and manage the School premises and therefore The Studio.

o) To have access to The Studio for the purpose of teaching during the normal school day.
p) Classrooms are available to hire for the purpose of being used as dressing rooms free of charge, if they have been agreed in the PPM. However, if Classrooms/Green Room aren’t left in a fit state a flat fee of £50 Cleaning charged will be added to the invoice.
q) When booking the hire times of the Theatre, please allow at least half an hour for cleaning/get out. 
r) Anyone using the car park at the school does so at their own risk. 

s) The entrance to The Studio is clearly signed. The entrance provides separate and immediate entry to the foyer “The Seating Area” and vicinity of The Studio without the need to enter any other part of the School. 
t) There is good access for wheelchairs and any wheelchair user should advise staff when purchasing a ticket.
u) A disabled toilet is located within close proximity to The Studio Theatre.
The Studio Theatre

Booking Form

Please complete in black ink and using CAPITAL letters wherever appropriate.

To be completed and returned to:

The Studio Theatre, Ballakermeen High School, Douglas, Isle of Man, IM1 4BE

Following completion and return of this form to the Studio Theatre it is the user’s responsibility to liaise with the theatre on all matters relating to “get in” times, technical and equipment requirements.

(Contacts: Studio Team 648700, email: bhsstudio@online.sch.im)

It is the organiser’s responsibility to provide ushers, front of house staff and if necessary, technical staff in order to use the lighting desk etc. any technical staff will be required to attend a familiarisation session with the in house technician to demonstrate competence on the equipment before use.

Please see the user agreement for further details.

	Contact Details
	

	Name of Organiser:
	

	Name of Organisation:
	

	Address for Invoice:
	

	Telephone No:
	

	Mobile No:
	

	Email:
	

	Name of user’s technician: 

(if required)
	

	Name of First- Aider:
	

	
	

	Organiser’s signature
	


Hire of the Studio Theatre (This form should be brought with you to the Pre-Production Meeting.)
	Dates Required - Including get in/get out:

	Start Date
	
	Finish Date

	Date
	Month
	Year
	
	Date
	Month
	Year

	
	
	
	
	
	
	


Times Required: (Minimum 2 hours)
	Date Required:
	Type of Event
	Time Access Required
	Time Premises will be Vacated

	Example:

01/01/2024
	Rehearsal, Performance,
Workshop, Presentation etc
	09.30
	16.30

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Areas / Facilities Required:

	Dressing Room – this is joint male/ female; however, there are separate showers which provide adequate space for changing (included in the theatre price)
	Yes   /   No

	Additional classrooms for changing – hired at additional charge, should separate     male/female space be required.  This must be discussed at time of booking.
	Yes   /   No

	Number of extra classrooms required for changing (if applicable).
	

	Refreshment Servery (£25 hire Charge per show)
	Yes   /   No


	 Technician Assistance (This form should be brought with you to the Pre-Production Meeting.)

	The Studio Theatre can, subject to availability, provide our In-house Theatre Technician for a production, at an additional charge of £15 per hour.
 If you would like to hire our technician, please fill out the dates below that they would be required – please tick next to the following as applicable.


	I would like, if available, to hire the in-house technician.
	

	I have an external technician, but they require training or information about the equipment in the theatre beforehand.
	

	I have an external technician and they are already familiar with the equipment used in the Studio Theatre and can operate it individually and competently.
	

	I do not require a technician for this event.
	


Please contact us to arrange a PPM at least seven working days before your event to discuss and arrange the provision of equipment with our technician. You may contact us directly for to reserve dates, that will and check availability, but these dates won’t be confirmed until the PPM.
Please contact the Studio Theatre on 648700 or by emailing bhsstudio@online.sch.im arrange a pre-production meeting or any technician training needed.
	Days and times that the in-house Technician would be required:

	Date
	Start Time
	Finish Time

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Ticketsolve
	I would like to discuss setting up an online ticket system (Ticketsolve).                                   
Please note that this service is hosted by the Villa Gaiety and additional charges are incurred.

Additional Charges  

Event/Performance Set-up £25 plus VAT, with any additional performances charged at £5 plus VAT per performance.
Box Office Charge of 5% of gross box office plus VAT. 

Ticketsolve also include a 2% booking fee on all tickets sold.


	Yes   /   No


Equipment Hire 

The Studio Theatre has a variety of technical equipment which may be hired in conjunction with the hire of the theatre. Any extra technical equipment requested after the pre-production meeting may incur an additional charge, with equipment subject to availability. This includes microphones, projection screen and projector.
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The Studio Theatre | Ballakermeen High School 

Douglas | Isle of Man | IM1 4BE

www.thestudiotheatre.im | bhsstudio@online.sch.im | 01624 648700
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