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Important points for venue hirers

The points made below are based on hirers most frequently asked questions.

We strongly advise that you read your contract fully for further information.

· New hirers: Please contact the Technical Department as soon as you receive your contract to negotiate your show requirements. It is the hirers’ responsibility to contact the Technical Department. 

· Existing hirers: Please contact the Technical Department 2 weeks before the date of your first rehearsal to negotiate your show requirements. It is the hirers’ responsibility to contact the Technical Department. 

· Show finishing time: Your show has to be finished by 9:45pm (if children of school age are participating).
· Interval time: The Theatre reserves the right to run a minimum of a 20-minute interval (this is at the discretion of the Duty Manager).
· Access to the building: Needs to be within contracted times.
· Alcohol and glass: Strictly no alcohol or glass backstage.
· Your property: At the end of a get out all scenery, costumes, properties, equipment and any other items must be removed from the Theatre.
· Fireproofing: All stage scenery and properties must be suitably fireproofed or inherently fire retardant.

· PAT testing: Any equipment brought in must comply with safety requirements. This applies in particular to electrical equipment Portable Appliance Test and certificates.

· Tickets for participants: It is the responsibility of the hirer to inform participants’ parents and friends that participants wishing to enter the auditorium during the performance must have a valid ticket. It is possible for the hirer to arrange with the theatre for free or discounted tickets to be made available. 
· Publicity: If you would like the Theatre to display publicity please supply 3 A3 posters, 1 A1 poster and A5 flyers. These will be displayed internally and externally at the Theatre.

Contacts

Technical Department:

Technical Manager – Lee Walker – E-mail: lee.walker@doncaster.gov.uk
Stage Manager – David Law – E-mail: david.law@doncaster.gov.uk
Management:

Theatre Manager – Kevin Johnson – E-mail: kevin.Johnson@doncaster.gov.uk
Assistant Theatre Manager – Shona McLean – 

E-mail: shona.mclean@doncaster.gov.uk Tel: 01302 322817

Box Office:

Pat Shelton, Jane Harris & Jean Cropley – 

E-mail: doncivic@doncaster.gov.uk Tel: 01302 342349

