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acta Community Theatre — Venue Hire Information

actacentre, Gladstone Street, Bedminster, Bristol BS3 3AY
Tel: 0117 953 2448
Email: info@acta-bristol.com

acta Community Theatre has flexible spaces available for community, charitable, statutory and
commercial hire.

Availability is subject to acta’s own programme and the suitability of the proposed activity.

Our spaces
Studio

Size: 5.5m x 9.5m
Seated capacity: up to 45

The Studio is suitable for:

e meetings and presentations;
e workshops and training;

e rehearsals;

o small performances; and

e participatory activities.

Facilities include:

e level access;

e black drapes;

e chairs and trestle tables;
e induction loop; and

o flipchart stand on request.

Projection, sound and theatre lighting may also be available by arrangement.

Theatre Hall
Size: 9.3m x 13m
A larger flexible performance and event space with:

e level access;

e black drapes;

e chairs and trestle tables; and

e optional raked theatre seating for up to 70 people.
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The maximum permitted audience or participant capacity will be confirmed by acta according to the
agreed room layout and event arrangements.

Theatre lighting, sound, staging and technical support may be available by arrangement.

Dressing Room
A side-stage dressing room is available for performers and event use.

Use of the dressing room may be included where required and does not attract a separate hire
charge. However, this is subject to availability and will need to be agreed in advance.

Any unusual or standalone use of the dressing room can be discussed separately with acta.

Café / Bar Area

The café/bar is a shared circulation and gathering area and is not automatically included as an
additional meeting or activity space.

Bar, refreshments and kitchen arrangements must be agreed with acta in advance.

Room Hire Rates

Our standard room-hire rates are based on the type of organisation making the booking. All
booking times must include any time needed for setup, arrival, pack-down and clear-up.

Community / Charity /
Individual  Statutory / Public Sector Commercial
Studio £25/hr £35/hr £45/hr
Theatre Hall £30/hr £40/hr £55/hr

Community / Charity / Individuals

For individuals, charities, CICs, voluntary and community groups, non-profit organisations and
community-led activity.

Statutory / Public Sector

For local authorities, schools, universities, NHS organisations, government bodies and other publicly
funded statutory organisations.

Commercial
For companies, commercial organisations, corporate activity and other profit-making use.

Where the appropriate rate is unclear, acta will confirm the applicable rate before the booking is
agreed.
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Regular and Recurring Bookings
Regular bookings are welcomed and may be arranged on a recurring basis, subject to availability.

Where a regular booking provides acta and the Hirer with a longer-term commitment, a 10%
reduction on the hire price is available.

Recurring bookings are normally subject to an initial trial period and the cancellation and notice
arrangements set out in the Premises Hire Agreement.

Public Events and Performances

Public performances, productions, ticketed events and other events requiring significant venue
support are priced separately from standard room hire.

An event quote may include:

e venue hire;

e dressing room use where required;

e acta event or operations staffing;

¢ front-of-house support;

e technical staff;

e equipment;

e raked seating;

e Dbar staffing;

e additional setup or clear-down; and

e other agreed event-specific requirements.

acta will discuss the event with the Hirer and provide a bespoke quote based on what is actually
required.

Bespoke event bookings are subject to different cancellation terms from standard room hire. These
are set out below and in the Premises Hire Agreement.

Equipment and Additional Services

Basic room facilities such as tables, chairs, Wi-Fi, and flipchart stand are included in the room hire
where available.

Optional equipment is generally charged per booking rather than per hour.

Equipment / Service Charge
Projector & screen £15 per booking
Basic sound system £20 per booking

Preset theatre lighting £30 per booking
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Equipment / Service Charge
Raked Theatre seating £50 per booking
Flipchart stand Included
Tables & chairs Included
Wi-Fi Included
Technical support Charged by the hour
Staging / bespoke technical requirements Quote

Technical or production requirements beyond straightforward use of the installed equipment will be
discussed and quoted separately.

Out-of-Hours Hire

The actacentre is not normally staffed at weekends and Bank Holidays.
Weekend, Bank Holiday and other out-of-hours hires may still be possible by arrangement.

Where an approved Hirer is able to access and secure the building independently, there is no
automatic out-of-hours surcharge.

Where acta staff are required to open, close, supervise or support an out-of-hours hire, the relevant
staffing costs will be added to the room-hire charge.

Independent access is subject to acta’s Keyholder and Out-of-Hours arrangements and requires
prior authorisation and induction.

Accessibility

The actacentre is an accessible building with accessible toilet facilities.

Please tell us about any access requirements when booking so that appropriate arrangements can
be made.

Accessible parking can be arranged in the acta car park where required. Other use of the small car
park is by prior arrangement.

There is also on-street parking in the surrounding area.

Health, Safety and Safeguarding

Hirers are responsible for safely managing their own activity and should undertake an appropriate
risk assessment.

acta may ask for a copy depending on the nature of the booking.
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Organisations and commercial Hirers must normally hold Public Liability Insurance of at least £5
million.

Where children, young people or adults at risk are involved, the Hirer is responsible for appropriate
safeguarding arrangements. acta may request relevant safeguarding information before confirming
the booking.

Food, Refreshments and Alcohol

Please discuss food, refreshments, kitchen use and alcohol with acta in advance.
Kitchen and bar access are not automatically included in room hire.

Alcohol may only be supplied, sold or consumed where agreed with acta and permitted under the
relevant licensing arrangements.

Storage

Storage is not included in standard venue hire.

Any requirement to leave equipment or materials at acta must be agreed in advance.

How to Book

1. Contact info@acta-bristol.com to discuss availability and your proposed activity.
2. Complete the Venue Hire Booking Form.
3. acta will confirm the applicable hire rate and any additional requirements.
4. Complete the Premises Hire Agreement.
5. Provide any required insurance, risk assessment, safeguarding or licensing information.
6. Your booking will be confirmed once acta’s applicable booking and payment requirements
have been met.
Cancellation

Different cancellation terms apply depending on the type of booking.

Standard room-hire bookings
¢ More than 14 days before the hire: no cancellation charge.
e 14 days or less, but more than 48 hours before the hire: 50% of the hire charge.
e 48 hours or less before the hire: full hire charge.
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Recurring bookings

Cancellation of an individual session within a recurring arrangement is subject to the standard room-
hire terms above.

Either party may normally end an ongoing recurring arrangement by giving at least 28 days’ written
notice, unless a different notice period has been agreed in writing.

If a recurring booking is cancelled with less than 28 days’ notice, a cancellation charge equal to 50%
of the value of all bookings scheduled within the 28-day notice period will apply.

Bespoke events and performances
Where acta has provided a bespoke event quote, the following cancellation terms apply:

¢ More than 60 days before the event: no cancellation charge.

e More than 30 days but 60 days or less before the event: 50% of the total agreed event
charge.

e 30 days or less before the event: full agreed event charge.

Any non-recoverable costs already committed by acta specifically for the event may remain payable
regardless of when the cancellation is made.

Cancellation charges for bespoke events are calculated against the total agreed event quote,
including venue hire, staffing, technical support, equipment and other agreed event services.

Where acta agrees to move an event to another date, any reduction or waiver of cancellation
charges will be at acta’s discretion and confirmed in writing.

Full cancellation terms are contained in the Premises Hire Agreement.



