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General Information and Conditions of Hire

Scope and Location
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1.2.

1.3.

14.

15.

The Conditions and Information contained herein, shall apply to all groups hiring the Drama
Studio. In conjunction with the appropriate Tariff and Codes of Practice, they form the basis
of the Agreement between the Hirer and the University for all bookings in the Drama Studio.

The Hirer shall ensure that all members of the company are familiar with the sections of this
document and with the sections of the Tariff that are relevant to their purposes.

Further copies of this document are available from the Theatre Manager or may be
downloaded as a pdf file from the Drama Studio’s website.

The University Drama Studio is situated at the junction of Shearwood Road and Glossop
Road. It is provided primarily for use by University groups and departments but is also
available for hire to outside organisations.

All enquiries should be made to the Theatre Manager at the address above.

Health and Safety

2.1

2.2.

2.3.

24,

2.5.

2.6.

Copies of the University of Sheffield Code of Practice for Health and Safety and of the Drama
Studio Departmental Code of Practice for Health and Safety are available to each company
using the Drama Studio.

The Hirer shall ensure that all members of the company are familiar with the relevant
sections of these codes before using the Drama Studio and that all work undertaken is
compliant with the codes.

At the start of the booking period, the stage manager or similar person shall ensure that all
members of the cast and crew are familiar with the Emergency Evacuation Procedure, exit
routes from the theatre and with the location of the Assembly Point.

Throughout the booking period, the stage manager or similar person shall maintain a signing
in and out register at the Stage Door.

The Drama Studio is designated as a no smoking area throughout. This will also apply to
smoking on stage as part of the performance from 1 July 2007.

The Hirer shall ensure that adequate First Aid cover is provided for company members and
for the audience. The Drama Studio has a First Aid box and trained personnel but, whilst it is
unlikely that assistance would be refused, their primary duty is to members of staff.

Licences, Copyrights and Broadcasting

3.1

The Drama Studio is licensed under the Licensing Act 2003 for the provision of regulated
entertainment between the hours of 11:00 and 23:00 on any day, with certain activities
allowed from 10:00. Further details are available from the Theatre Manager.
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3.2.

3.3.

34.

3.5.

3.6.

3.7.

The Hirer shall ensure that all other relevant permissions and licences for their
performances are obtained in advance of such performances.

In addition to the performing royalties, these may include licences for the playing of live and
recorded music, the playing of copyrighted film or television programmes, the recording of
any copyrighted material (making a video of the show), for children and young people
involved with the show (not just appearing in it) and for running a raffle. Advice can be
sought from the Theatre Manager.

The Hirer shall ensure that all members of the company adhere to the conditions of such
licences as shall apply to their activities whilst using the Drama Studio.

The Hirer shall inform the Theatre Manager, in writing with a minimum of 28 days notice, of
any aspects of their production, which require special permission from the Licensing
Authority. Appendix B of the Drama Studio Departmental Code of Practice for Health and
Safety lists such aspects.

The Drama Studio is not to be liable for any infringement of copyright howsoever arising.
The Hirer shall indemnify the Drama Studio and the University against all liability and against
all actions, costs, claims and demands in respect of any infringements of copyright.

Transmission by wireless or any other means of any performance, entertainment or function
taking place in the Drama Studio is not permitted except by prior arrangement with the
Theatre Manager.

The Theatre Manager reserves the right to cancel any performance if the licence conditions
cannot be met, for whatever reason.

Booking Procedure, Invoicing and Payment

4.1.

4.2.

4.3.
4.4,

4.5.

4.6.

4.7.

4.8.

4.9.

Applications for use of the Drama Studio should be made on the Booking Form supplied to
the Hirer. In the case of non-University organisations, this must be accompanied by a
booking fee. The amount of the booking fee is specified in the Tariff and will be credited
against the final account.

The appropriate Tariff will be supplied with the Booking Form and lays out the principles and
charges for using the Drama Studio. Additional copies are available from the Theatre
Manager. Circumstances not covered by the Tariff shall be subject to an individual quotation
by the Theatre Manager.

Completion of a Booking Form does not, in itself, constitute a booking.

Successful applicants will be sent written confirmation of their booking, which must be
acknowledged by completing and returning the Agreement of Conditions of Hire of the
Drama Studio.

All cheques should be made payable to “The University of Sheffield”.

An Information Form will be sent to the Hirer before the start of the season in which a
booking occurs, asking for details of the show, an outline of expected use of the theatre and
for the contact details of personnel, key to the booking. The Information Form should be
returned by the date indicated on it. Any change to the details supplied on the form should
be made known to the Theatre Manager immediately.

Cancellation of bookings should be made before the date indicated on the Confirmation of
Booking letter. Any cancellations made after this date will incur cancellation charges as
detailed in the Tariff.

Cancellation of individual performances should be made within one week of the return date
indicated on the Information Form for that particular show. Any cancellations made after
this time will invoke a cancellation charge.

The University reserves the right to cancel any booking of the Drama Studio if it is necessary
to carry out any unavoidable repairs to the building or its fabric/fixtures/fittings/furnishings



by giving written notice of at least twelve weeks before the date of the booking. It is
emphasised that this will happen in quite exceptional circumstances only.

4.10.University Hirers shall supply the Theatre Manager with details of their ticket sales for each
performance by the end of the week following completion of their booking. Failure to do so
may lead to the maximum charge being levied.

4.11. An invoice for the final account will be issued by the end of the month in which the booking
occurs. In line with University policy, the final account is payable on receipt of the invoice.

4.12.For Departmental users, an Estimate, based upon the details supplied on the Information
Form will be sent to the hirer with enough notice for an Internal Trade Order to be raised
before the booking takes place. The hiring department shall raise the Internal Trade Order
and inform the Theatre Manager of its number before the commencement of the booking.
Following the booking, a Statement of actual use will be supplied to the hiring department so
that the Internal Trade Order can be amended if necessary and Goods Receipted in
accordance with University Financial Regulations.

Liability and Insurance

5.1. In the case of any function not sponsored by the University, the Hirer shall be responsible for
any loss, injury or damage which may be sustained or incurred by any person or persons
while in the Drama Studio, for any purpose connected with the function for which it has been
booked, except insofar as such loss, injury or damage may have been caused by the act,
neglect or default of any servant of the University.

5.2. By signing and returning the Agreement of Conditions of Hire of the Drama Studio, the Hirer
is deemed to have accepted the contents of this document and of the supplied Tariff and
shall ensure all insurances mentioned therein and elsewhere in this document are in place.

5.3. The Hirer shall take out insurance to cover loss or damage over the period of booking and to
cover its own pubilic liability. A suggested figure is £5,000,000

5.4. The Hirer shall post in a prominent place, throughout the period of booking, a copy of the
certificate for the above mentioned insurance.

5.5. The Hirer shall ensure that only those covered by the company’s insurance are admitted to
the Drama Studio.

Particular care and attention must be given to who is allowed into the theatre during the
production period and prior to the theatre being opened for a performance. Friends,
parents, relatives, children or other persons who are not covered under the terms and
conditions of the hirer's insurance, constitute members of the public and special
arrangements must be made in advance with the Theatre Manager. Such arrangements may
invoke additional charges.

5.6. The Hirer shall ensure that the conditions of the Health and Safety at Work Act and the
Management of Health and Safety at Work Regulations have been complied with if anybody is
engaged by them for financial reward. In particular they should ensure that such people
engaged have adequate insurance to cover their liabilities. (see also 8.4)

5.7. The Hirer shall ensure that, under no circumstances should any member of the public,
persons identified in 5.5 or any other person not adequately trained for the purpose, be
allowed onto the stage or in the wings and Baptistry area. This applies at all times during the
booking period but particularly before, during and after performances and especially after
the last performance when the strike and get out is taking place.

Using the Drama Studio

6.1. Users shall be responsible to the Theatre Manager at all times and shall comply with his
instructions and those of other responsible officers of the University.

6.2. The Hirer shall inform the Theatre Manager in writing, in advance, of any anticipated use of
sessions of preparation or rehearsals in excess of those included as part of the booking and



of any anticipated work outside normal hours. Information about sessions of preparation,
rehearsals and working times in the Drama Studio can be found on the Tariff.

6.3. The Hirer shall inform the Theatre Manager, in writing, in advance of the booking if they do
not wish such work as that detailed in 6.2 to be allowed, without being authorised.

In the interests of facilitating the production but at the discretion of the Theatre Manager,
unauthorised additional work and work outside normal hours will usually be permitted. The
Theatre Manager will inform the Hirer that such work has taken place and will apply the
appropriate charges.

6.4. The fabric of the Drama Studio, its furniture, fixtures and fittings must not be removed or
defaced or damaged in any way. The use of nails, screws, adhesives or any other means of
fixing to the structure of the building or its fittings is prohibited.

6.5. The Hirer shall be responsible for any damage to University property caused by the company.

6.6. The University shall not be held responsible for any property introduced into the Drama
Studio, or left behind at the conclusion of the booking, or for any loss or damage to such
property.

6.7. The Hirer shall ensure that any items powered by mains electricity; from circular saws to
heated curling tongues and including extension leads, comply with the Electricity at Work
Regulations and the Provision and Use of Work Equipment Regulations.

6.8. The Hirer shall ensure that all stage settings, materials and production rubbish introduced by
the company are dismantled and removed from the premises at the end of the booking
period. Waste materials, paint and batteries in particular, shall not be disposed of in Drama
Studio receptacles or skips.

6.9. The Hirer shall ensure that any property supplied on loan or hire by the Drama Studio is
returned to its proper place of storage at the end of a booking period.

6.10.The Hirer shall ensure that all displays and notices introduced by the company in the Front of
House, backstage and dressing room areas are removed at the end of a booking period.

6.11. The Hirer shall ensure that the company keeps itself and its property within the areas
allocated by the Theatre Manager for the purpose of its activity and shall not set up its
property before nor dismantle it after the period booked unless prior arrangement has been
made with the Theatre Manager.

6.12. The Hirer shall seek permission, in advance, from the Theatre Manager before the foyer
areas are used for purposes other than servicing an audience. Unauthorised use may incur
additional charges.

6.13.The Hirer shall ensure that the company conducts its affairs in such a manner as to avoid
danger, annoyance and disturbance to other users of the premises or to occupiers of
neighbouring properties.

6.14.The Hirer shall ensure that the stage area is kept clean and tidy. The entire stage area must
be cleared of all surplus production equipment and materials before the first performance.
The stage floor and wings must be swept and mopped at the end of the booking period.

6.15.The Hirer shall ensure that no equipment, of any description, is installed in the Auditorium
without first seeking the permission and advice of the Theatre Manager (see 3.4).

6.16.The Hirer shall ensure that the auditorium and front of house areas are cleared completely
by the morning of the day before the first performance, in order that they may be prepared
and cleaned.

6.17.The Drama Studio is cleaned each morning from Monday to Friday and on Saturday morning
if there is a performance. Any group using the Studio during the day on which a
performance is due to take place or who are performing a matinee or on a Sunday or Bank
Holiday, shall make arrangements for the cleaning of the auditorium, foyers and other
relevant areas before the audience is admitted.



Front of House Management

7.1

7.2.

7.3.

14,

7.5.

7.6.

1.7.

7.8.

7.9.

The Hirer shall ensure that Front of House requirements are complied with at all times when
the Drama Studio is open to the public.

The Hirer shall ensure that a House Manager and a minimum of four ushers are provided for
every public performance. An additional person will be required to staff the Box Office.

All Front of House staff must be familiar with the Emergency Evacuation Procedure before an
audience can be admitted to the theatre.

The Hirer shall ensure that all members of the Front of House staff are easily identifiable,
either by shirts, armbands or badges labelled with the word STEWARD.

It is a legal requirement under the conditions of the Drama Studio's Premises Licence that
staff emergency procedure drills are carried out. As a minimum this will involve the stage
manager, control room staff and the complete Front of House team. If you are requested to
participate in such a drill, advanced notice will be given and every effort will be made to
execute it at a mutually convenient time. Failure to comply may jeopardise future bookings in
the Drama Studio.

The Hirer shall ensure that the Front of House staff is available from 45 minutes before
curtain up, throughout the performance and until the public has left the Theatre. They are
allowed to watch the show but they must be allocated seats where they are contactable and
from which they can leave without disturbing the audience.

The Hirer shall ensure that an adequate system is in place to prevent the seating capacity of
the Drama Studio being exceeded.

All members of the audience, including small children, must be provided with their own seat.
Standing is not allowed in any part of the auditorium.

Groups wishing to offer for sale any items other than basic refreshments should check with
the Theatre Manager in advance. The sale or supply of alcoholic beverages is hot permitted
under the terms of the Drama Studio’s licence.

7.10.The Front of House staff shall, as far as is reasonably practicable, ensure that no glass

containers, hot drinks, sticky drinks or hot food are taken into the auditorium.

7.11. The Front of House staff shall make a tour of the auditorium to collect major items of

rubbish, following each performance.

7.12. Groups or individuals wishing to make collections on any part of the Drama Studio premises

must obtain prior permission from the Theatre Manager.

Pre-Production Planning

8.1

8.2.

8.3.

8.4.
8.5.

The Hirer shall ensure that a named person is appointed for each production, to undertake
the duties of the Production Manager detailed in Section 7, Personnel of the Drama Studio
Departmental Code of Practice for Health and Safety.

The Hirer shall ensure that the Theatre Manager is advised in advance of the technical
requirements for their production. Production plans, including set design, lighting and
sound must be discussed prior to the get-in, in order to identify any areas of concern and to
prevent unnecessary problems.

The Hirer shall ensure that any hazards associated with their production have been
identified, that suitable assessments of the risks involved have been carried out and that the
Theatre Manager has been advised accordingly. The Theatre Manager can give advice where
necessary.

The Hirer shall ensure that anyone engaged in accordance with 5.6, complies with 8.3 above.

The Hirer shall ensure that the Theatre Manager is supplied with copies of all risk
assessments arising from 8.3 and 8.4 above and for ensuring that such information is
disseminated to all members of the company.



10.

People with Disabilities

9.1. The Drama Studio has a number of features to make it accessible to people with disabilities.
Level access is provided for wheelchair users and others to both the backstage areas and the
auditorium stalls.

9.2. There is a unisex accessible toilet in the Front of House area for members of the audience
and one in the backstage area for members of the cast and crew.

9.3. There is both an induction loop and an infra-red system fitted in the auditorium for people
with impaired hearing. Receivers for the infra-red system are available from the Theatre
Manager on request.

9.4. The seats in Row A of the stalls can be removed in various combinations to accommodate up
to 8 wheelchairs. Further details can be found on the seating plan or from the Theatre
Manager. Please bear in mind that, wherever possible, seats for partners/carers should be
allocated at the side of the wheelchair.

9.5. It is the responsibility of the Hirer to ascertain whether a patron has special access
requirements at the point of sale of tickets and for advising the Theatre Manager accordingly.

9.6. The Hirer shall ensure that notices are posted in the Front of House areas to give advice of
special effects that may affect members of the audience. It is also recommended that such
information is provided to patrons at the point of sale of tickets.

9.7. Dressing room 1 is wheelchair accessible as is the rear stage area (The Baptistry). The
Baptistry is 450mm (18 inches) above the main stage area and, as in all cases (see 13.3.1), it is
the responsibility of the Hirer to design suitable settings to negotiate this level change. The
Drama Studio has a telescopic wheelchair ramp, which can be made available to assist in this
matter.

Children and Young People

10.1. Children and young people need additional care and attention due to their age, vulnerability
and inexperience in a working environment. The Drama Studio seeks to promote the
involvement of children and young people in theatre but must ensure they are adequately
protected. Note that a young person is defined as someone who has not attained the age of
18 years and that a child is defined as someone who has not attained the minimum school
leaving age (MSLA), generally 16 years.

10.2.In addition to any licences required (see 3.2), any children or young persons brought into the
Drama Studio for the purpose of participating in a production must be properly supervised
at all times. If they are not participating in the production, they should not be brought to the
theatre.

10.3.The nature of their involvement must be properly assessed and discussed in advance with
the Theatre Manager. Certain aspects of work in theatre have minimum legal age
requirements.

10.4.The Hirer shall ensure that they are accompanied around the theatre at all times either by
the person supervising their work or by the designated chaperone.

10.5.The Hirer shall ensure that all chaperones and persons supervising work are properly trained
and vetted for the purpose.

10.6.The Hirer shall ensure that separate changing areas are allocated for boys and girls, which
will be segregated from adult changing areas.

10.7.The Hirer shall ensure that adequate provision is made for their needs of sustenance and
relaxation when not participating.



11.

12.

13.

Publicity

11.1. The Drama Studio publishes three leaflets and posters a year containing details of the events
taking place. This information is circulated for inclusion in University and other local ‘diary’
programmes and is also available from the Drama Studio’s website.

11.2. Any material for inclusion in Drama Studio publicity should be submitted to the Theatre
Manager, on the Information Form supplied, by the date stated.

11.3. Posters and programmes for individual events are the responsibility of the Hirer.

11.4. Posters for display on the Drama Studio’s notice boards (4 can be accommodated, maximum
size A3) should be handed to the Theatre Manager and not stuck up at random.

11.5. The Drama Studio reserves the right to refuse to display any posters or other advertising
material that may be considered unduly offensive, for whatever reason.

11.6. The Drama Studio produces a long poster for the external notice board each week unless the
Hirer requests to produce the poster themselves with at least 10 days' notice. A charge for
producing the long poster is included in the final account.

Security

12.1. Groups and individuals using the Drama Studio are reminded of the constant need for strict
security. Whilst the measures detailed below will minimise any risk, it is strongly advised that
no valuables of any sort be left unattended at any time, in any part of the building.

12.2. The Stage Door, on Shearwood Road, should be used at all times by all members of groups
using the Drama Studio including Front of House staff.

12.3.The front doors, on Glossop Road, are only to be used for public access at performance
times or in an emergency.

12.4. The side auditorium exit doors and stage dock doors should only be used for getting in and
out large items of scenery and furniture or in an emergency. The exit doors are fitted with
an alarm, which is switched off during performances and, on request, during fit-ups etc.

12.5.The back-stage emergency exit outside Dressing Room 1 should only be used for access to
the assembly point during an emergency evacuation and to the rubbish skips. If you use this
door, make sure it is securely closed afterwards.

12.6. The Hirer shall ensure that all members of the company are familiar with the operation of the
coded locks and with their own code.

The Stage Door, ground floor and first floor pass doors to back stage and dressing rooms
are fitted with security locks and each group is issued with its own code. These locks must
be used at all times to prevent unauthorised access to dressing rooms and back stage. The
Hirer shall contact the Theatre Manager at least a week before the booking if the company
wishes to change or select its own code.

12.7. The dressing rooms are all fitted with locks and keys may be signed out from the Studio
office if required.

12.8.Groups wishing to use fire arms and/or other offensive weapons as part of their production
are required to take additional security measures. Advice should be sought from the Theatre
Manager and appropriate, lockable storage is available.

Facilities

13.1. Seating Arrangements

13.1.1.The Drama Studio is furnished with flexible seating, which has approved layouts for
performances in Proscenium, Arena, Thrust and Cabaret presentation. Plans are



available for all these options from the Theatre Manger. The plan for the Proscenium
option is also available for download as a pdf file from the Drama Studio’s website.

13.1.2.Seating capacities:
Proscenium  Stalls 121

Circle 79
Boxes 18
Arena  Stalls 195
Circle 18+61 (restricted view)
Boxes 18
Thrust Stalls 193
Circle 79
Boxes 18
Cabaret Stalls 100
Circle 79
Boxes 18

All seats on the front row of the Stalls may be removed in various combinations to
accommodate up to 8 wheelchairs (see 9.4). Please advise in advance if you know
wheelchairs are expected.

13.1.3.Any group considering using a seating arrangement other than Proscenium should
contact the Theatre Manager at least six weeks in advance of the production. The
Theatre Manager is happy to give advice about the use of the various layouts.

13.1.4.Groups wishing to use alternative seating arrangements must provide the personnel to
move the seating and must return the theatre to Proscenium layout at the end of their
booking period. The additional seating used to adapt the Proscenium arrangement is
stored further up Shearwood Road and requires six to eight able bodied people to move
it. A suitable risk assessment for the process must be provided.

13.2. Stage

13.2.1.A scale plan (1:50) of the Drama Studio stage is available from the Theatre Manager or
as a pdf download (~1:100 on A4 paper) from the Drama Studio’s website. Each
production will be provided with one free copy but additional copies may be purchased.

13.2.2.There is very restricted wing space on either side of the stage with a maximum height
of 2.8m.

13.2.3.An orchestra pit, which will accommodate up to 24 musicians, can be formed in the
front half of the stage by removing sections of the floor. Please notify the Theatre
Manager at least six weeks in advance if you intend to use the pit and allow time and
labour (1 hour, 8 strong people) to remove and replace the pit sections. The pit guard
rail must be used at all times and a suitable risk assessment for the process must be
provided. Remember; the use of the orchestra pit considerably reduces the stage area.

13.2.4.0n occasions when daytime activities are scheduled in the theatre, groups may be
asked to assist by clearing items of furniture and properties from the stage after the
performance on the evening before and, in the case of lunchtime concerts, to assist in
getting the piano on to the stage. The stage will be cleared after daytime events but it
will be left for production staff to reset furniture, props etc.

13.3. Settings

13.3.1. It is the responsibility of each group using the Drama Studio to devise and provide their
own stage settings, however there is a stock of curtains, flats, rostra and steps from
which basic settings can be created.

13.3.2.No alterations may be made to Drama Studio stock items.

13.3.3.The stage floor is painted black and cannot be painted. Any group wishing to use a
decorated floor must provide an overlay, which can be fixed to the stage floor. Care



must be taken to avoid getting paint on the stage floor and any marks must be repainted
black at the end of the booking period and all fixings carefully removed.

13.3.4.The stage floor must be adequately protected from any action that may damage it.

13.3.5.Vinyl emulsion based paints only may be used on scenery and other stage items. Care
must be taken to avoid getting paint on the stage floor, the fabric, furniture or fittings of
the Studio. Under no circumstances should pressurised spray containers bearing the
extremely flammable symbol be brought into the Drama Studio. The Theatre Manager
can advise if special painting effects or finishes are required.

13.3.6.Limited flying facilities are available for cloths and small scenic items but the low height
of the grid makes flying a very restricted option. All flying is on hand-pulled hemp lines;
there are no counterweight sets. Lighting bars, curtain tracks and borders are fixed on
permanent suspension chains and may not be moved without prior consent.

13.4.Costumes, Make-up, Properties, Furniture

13.4.1.The Drama Studio does not undertake to provide any costumes, make-up, properties
or furniture. These are the sole responsibility of the hirer. Over the years, however, the
Studio has built up a wide range of useful items. Please discuss any special
requirements with the Theatre Manager well in advance; it may save you a lot of time and
trouble.

13.4.2.A grand piano is available in the theatre, which is the property of the Department of
Music and must be treated with care and respect at all times. Alternatively there is an
upright piano that can be brought down from the rehearsal studios. Please notify the
Theatre Manager in advance if you wish to use either piano, who will arrange for tuning,
if requested, at the hirer’s expense.

13.5. Storage

13.5.1.The Drama Studio cannot provide space for the long term storage of groups’ costumes,
properties, furniture or scenery. Anyone wishing for items to be stored temporarily
outside their booking period should consult the Theatre Manager in advance.

13.6.Company Accommodation

13.6.1. The Drama Studio has four dressing rooms, each with fixed make-up tables and
illuminated mirrors, costume rails and wash basins. These can provide accommodation
for 31 persons but should more accommodation be required, Studio 1 may be booked,
subject to availability and adequate advanced notice.

13.6.2.There is a small Meetings Room which may be used alternatively as a Band Room,
additional dressing room or for other purposes if required.

13.6.3.There is a Green Room, consisting of a kitchen area, which must be kept clean and tidy
and an adjacent lounge area.

13.7. Pre-production Areas

13.7.1.There are two rehearsal studios which may be booked in advance, each provided with a
piano. A charge will be made for using the rehearsal studios in accordance with the
appropriate Tariff. Use is subject to separate Conditions of Use, which are posted in the
rehearsal rooms and available on request from the Theatre Manager.

13.7.2.There is a small workshop for which there is no formal booking procedure but
intended users should check on availability in advance. The workshop should be left
clean and tidy after use. A suitable risk assessment must be provided for all work
undertaken in the workshop.

13.7.3.There is a paint room, with sink, for mixing paint, washing brushes, rollers and trays,
which must be left clean and tidy after use. Part empty and empty paint containers
should be taken away with surplus production materials (see 6.7) and not disposed of in
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the Drama Studio bins. Please note that it is illegal to dispose of paint into the mains
sewers i.e. to pour it down the sink or a drain.

13.7.4.The Drama Studio does not provide any tools, paint or other materials.

13.7.5.There is a recording suite for the preparation of incidental sound effects and music.
This must be booked in advance.

13.8.Front of House

13.8.1.The Drama Studio allows the Hirer to provide their own light refreshments, for which
preparation and serving facilities are available. It is expected that the minimum provision
will include a hot drink, e.g. coffee. All equipment provided by the Drama Studio must be
washed up and returned to the cupboard after each performance.

13.8.2.There is a box office sales desk in the outer foyer with an in-coming phone for ticket
sales. (Tel: 0114 222 0208).

13.8.3.There are two boards available in the inner foyer on which groups may mount displays
for their production. Drawing pins only should be used to affix items to these boards.
Normal posters for display on boards other than these should be handed to the Theatre
Manager. (see 11.4)

13.9.Sound and Lighting

13.9.1. The Drama Studio has a comprehensive standard lighting rig for which a scaled rig plan
(1:50) is available from the Theatre Manager or as a pdf download (~1:100 on A4 paper)
from the Drama Studio website. Each production will be provided with one free copy
but additional copies may be purchased.

13.9.2 Alterations and additions to the standard rig may be made but the rig must be returned
to standard at the end of the booking period. Additional equipment is available for this
purpose if required which should be returned to the store after use.

13.9.3.The Studio provides lighting filters (gels) and carries a comprehensive stock. New gels
may only be cut with permission and must be correctly marked. Gels removed from
lanterns should be returned to the appropriate box and sorted in numerical order.
Colour frames should be left in the lanterns.

13.9.4.There is a sound system which can be used for live amplification and the playback of
incidental pre-recorded music and effects on mini discs, compact discs and from a
computer based playback system to various speaker positions around the stage and
auditorium. Reel to reel and cassette tapes can be catered for with advanced notice.

13.9.5.No modification or repairs should be attempted to any Drama Studio equipment.
13.10.Staff

13.10.1.The Drama Studio staff is available to all hirers in an advisory capacity and will
supervise groups’ use of the Studio and its facilities as deemed necessary.

13.10.2.The Drama Studio does not provide staff to run any part of a show or to ‘fit-up’ or
‘strike’ sets or lighting.

13.10.3.The Hirer shall ensure that sufficient adequately trained crew, operators and Front of
House staff are provided to carry out all the requirements of the production in hand.

13.10.4.Failure to provide satisfactory staff, able to demonstrate competence in their given
area, may result in the stopping of work and, in extreme cases, in the cancellation of the
production and the imposition of the appropriate cancellation charge.

13.10.5.Training can be provided by the Drama Studio staff, given sufficient notice.

Reuben Grocock, 10 July 2009



