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1. Purpose

acta Community Theatre makes spaces at the actacentre available for hire where this is
compatible with acta’s charitable purposes, the safe and effective operation of the
building, and acta’s own programme of activity.

Venue hire provides an important source of earned income and enables community
groups, charities, public bodies, businesses, artists and other organisations to make use
of the actacentre.

This policy establishes:

e the principles used when considering hire requests;

e the types of activity acta will and will not normally accommodate;
e additional requirements for recurring and out-of-hours hires;

e the respective responsibilities of acta and the hirer; and

e how decisions to accept, refuse or terminate a hire will be made.

Detailed contractual requirements are contained in acta’s Premises Hire Agreement and
Terms and Conditions.

2. Scope
This policy applies to all external use of acta premises, including:

e one-off room hires;

e regular or recurring hires;

e meetings, workshops and training;

e rehearsals and participatory activity;

e public events and performances;

e community and voluntary-sector activity;

e statutory and commercial hires; and

e weekend, Bank Holiday and other out-of-hours use.

Separate operational procedures may apply to performances, technical activity,
independent keyholders and other higher-risk uses.
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3. General principles
acta will seek to make its premises available fairly, consistently and transparently.

Approval of a hire means that acta has agreed to provide premises for the activity
described in the booking. It does not imply that acta endorses, sponsors or agrees with
the views, beliefs or activities of the hirer or those attending.

Applications will normally be assessed according to:

e the nature and purpose of the proposed activity;

e compatibility with acta’s charitable purposes and existing programme;

e the suitability and capacity of the space requested;

e health, safety, safeguarding and security considerations;

¢ licensing and other legal requirements;

e likely impact on acta staff, participants, neighbours and other building users;
e availability of appropriate staffing and resources;

e the hirer’s ability to meet acta’s terms and conditions; and

e any relevant experience acta has had with the hirer previously.

Decisions should be based on relevant evidence and operational considerations rather
than the personal views or preferences of individual members of staff.

4. Equality, diversity and inclusion

acta will operate its venue hire arrangements in accordance with the Equality Act 2010
and its own Equal Opportunities policies.

Applications will not be accepted or refused simply because an organisation, its
members or its intended audience have a particular protected characteristic, including
religion or belief.

Where a hirer represents or promotes a particular religious, philosophical, cultural,
political or other viewpoint, acta will assess the proposed use of the premises rather
than whether acta agrees with that viewpoint.

All hirers must in turn use the premises lawfully and must not unlawfully discriminate
against, harass or victimise people in connection with their use of the actacentre.

Nothing in this policy requires acta to permit activity which is unlawful, unsafe or
otherwise incompatible with the legitimate operation of the charity.

5. Suitable uses

Subject to availability and the requirements of this policy, the actacentre may normally
be hired for activities including:

e meetings and conferences;
e workshops, classes and training;
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rehearsals;

community activities;

performances and cultural events;

talks and presentations;

charitable and voluntary-sector activity;
activities of faith and belief groups;
public and statutory-sector activity; and
appropriate commercial activity.

Applications outside these categories may be considered on their merits.

6. Uses which may be refused

acta reserves the right to refuse a proposed hire where there are reasonable grounds to
conclude that the proposed activity:

would be unlawful;

presents health, safety, safeguarding or security risks that cannot reasonably be
managed;

is incompatible with the physical capacity or facilities of the building;

requires licences, permissions, insurance or professional competencies that the
hirer cannot demonstrate;

would cause unreasonable disruption to acta’s programme, staff, neighbours or
other building users;

presents a significant and evidenced risk to acta’s property, financial resources or
ability to carry out its charitable purposes;

involves activity prohibited under the Premises Hire Agreement;
requires staffing or resources that acta cannot reasonably provide;

is materially different from the purpose described by the hirer when making the
booking;

is being requested by a hirer who has previously seriously or repeatedly breached
acta’s hire conditions; or

cannot otherwise be accommodated safely or lawfully.

The fact that an organisation or viewpoint may be unpopular or controversial is not, by
itself, sufficient reason to refuse a booking.

Where a proposed hire raises unusual, significant or potentially contentious issues, it
should be escalated in accordance with section 17 rather than refused informally.

7. Responsible person

Every hire must have a named Responsible Person aged 18 or over.

The Responsible Person is responsible for:

liaising with acta;
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e supervising the activity and those attending;

e ensuring the agreed areas of the building are used appropriately;

e complying with acta’s emergency and evacuation arrangements;

e ensuring attendance does not exceed agreed capacity;

e making sure the premises are left in the required condition; and

e reporting accidents, damage, safeguarding concerns or other significant incidents.

For recurring or independently accessed hires, acta may require more than one named
responsible person.

8. Health and safety

Hirers are responsible for the safe management of the activity they bring into the
actacentre.

The hirer must undertake an appropriate risk assessment for their activity. acta may
request a copy before agreeing or allowing a hire to proceed.

Hirers must comply with acta’s relevant Health & Safety arrangements, including fire and
evacuation procedures, and must keep emergency exits and escape routes clear.

Equipment brought onto the premises must be safe and suitable for its intended use.
acta may require evidence of appropriate inspection, testing or professional competence.

acta ladders may only be used by appropriately trained and authorised acta personnel
and will not be made available to hirers.

acta may stop an activity where an immediate and significant health or safety risk arises.

9. Safeguarding

Where children, young people or adults at risk are involved in an activity, the hirer is
responsible for ensuring appropriate safeguarding arrangements are in place.

Depending upon the nature of the activity, acta may require the hirer to provide
information or evidence relating to:

e its safeguarding policy and procedures;

e the person responsible for safeguarding during the activity;
e safer recruitment arrangements;

e appropriate DBS checks where required;

e supervision arrangements; and

e procedures for responding to safeguarding concerns.

The hire of premises by acta does not transfer responsibility for the supervision or
safeguarding of a hirer’s participants to acta.

Serious safeguarding concerns may result in a booking being suspended or terminated.
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10. Insurance

Organisational hirers must normally hold Public Liability Insurance with a minimum
indemnity limit of £5 million and provide evidence when requested.

acta may require evidence of insurance before confirming a booking or permitting an
activity to take place.

Where the nature of an activity creates additional risks, acta may require other
appropriate insurance.

Responsibility for insuring property, equipment or other items brought into or stored at
the actacentre remains with the hirer.

11. Regular and recurring hires

A recurring hire is any arrangement under which substantially the same activity takes
place on a repeated basis.

Recurring bookings may be subject to additional conditions because they create a
longer-term relationship with the building.

Before agreeing a recurring hire, acta should consider:

e frequency and duration;

e impact on acta’s own programme;
e staffing and access requirements;
e security and keyholding;

e storage requirements;

e safeguarding;

e insurance;

e noise and neighbour impact;

e cleaning and building wear;

e payment arrangements; and

e whether the booking restricts acta’s future use of the space.

A recurring booking does not create an automatic entitlement to continued use of the
premises.

acta may agree an initial trial period for a new recurring hirer before entering into a
longer-term arrangement.

Cancellation of individual sessions within a recurring arrangement will normally be
subject to the standard room-hire cancellation terms.

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.
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Longer-term arrangements should be reviewed periodically and may be altered or ended
in accordance with the applicable hire agreement.

12. Weekend, Bank Holiday and out-of-hours hires

The actacentre is not normally staffed on weekends and Bank Holidays. Hires at these
times, or at other times when acta staff are not normally present, may nevertheless be
agreed where acta is satisfied that appropriate arrangements can be made.

An additional charge may apply to cover staffing, opening, closing or other costs.
An out-of-hours hire may operate in one of two ways:

Staffed hire - an acta employee or authorised representative opens, oversees and/or
closes the building.

Approved independent-access hire - specifically authorised representatives of a regular
hirer are permitted to open and/or secure the building without an acta employee being
present.

Independent access is not an automatic part of hiring the actacentre.

Before independent access is permitted, the nominated person must complete acta’s
keyholder/building induction and demonstrate that they understand:

e opening and locking-up procedures;

e alarm and security arrangements;

e fire and emergency procedures;

e areas which are and are not available to the hirer;

e emergency contacts;

e responsibilities relating to keys, fobs and access codes; and
e what to do if the building cannot be secured.

Permission may be withdrawn if these requirements are not followed.

Keys, alarm fobs and access codes must not be passed to any other person without
acta’s express permission.

13. Building access, storage and equipment

Hirers may only use the rooms, facilities and equipment specifically included within their
booking.

Other offices, storage areas, technical areas and staff-only spaces remain out of bounds
unless specifically agreed.

Equipment and materials must normally be removed at the end of each hire.

Any ongoing storage arrangement must be specifically agreed in writing. Property left at
acta remains at the hirer’s own risk unless otherwise agreed.
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The hirer must not make alterations to the building or attach items to walls, floors,
fixtures or fittings without prior agreement.

Any damage must be reported promptly and acta may recover reasonable costs of repair
or replacement from the hirer.

14. Food, refreshments and alcohol

Arrangements for food, refreshments, kitchen facilities and alcohol must be agreed with
acta in advance.

Access to acta kitchen or bar areas is not included in a room hire unless specifically
agreed.

Alcohol may only be supplied, sold or consumed where this is permitted by acta and
complies with the premises licence and any other applicable licensing requirements.

Hirers must not assume that permission to hire a room includes permission to sell alcohol
or provide licensable activity.

Smoking and vaping are not permitted within the actacentre or grounds.

Illegal drugs are prohibited on site.

15. Performances and public events

Public performances, productions, ticketed events and other events requiring significant
venue support may be treated as bespoke event bookings rather than standard room
hires.

A bespoke event booking is a public event, performance, production or other booking for
which acta provides an individually prepared event quote incorporating venue hire and
one or more additional event services, staffing or technical requirements.

These may include:

e technical planning;

e production risk assessments;
e audience capacity controls;

e front-of-house arrangements;
e ticketing arrangements;

e music or other licences;

e Dbar staffing;

e technicians;

e accessibility arrangements;

e get-in and get-out arrangements; and
e additional acta staffing.
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Bespoke event bookings may be subject to separate pricing, payment and cancellation
arrangements from standard room hire.

acta may make approval of the event conditional upon these requirements being
satisfactorily completed.

16. Booking, payment and cancellation

A booking is not confirmed until acta has accepted the booking and the applicable
confirmation and payment requirements have been met.

Setup and clear-down time must be included within booked hire times unless otherwise
agreed.

Recurring hirers may operate under an agreed invoicing and payment schedule.

Standard room-hire cancellations
For standard room-hire bookings:

e 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
remains payable.

e 48 hours or less before the hire: the full hire charge remains payable.

Recurring bookings

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

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

Bespoke event and performance cancellations

Where a booking is treated as a bespoke event booking, the following cancellation terms
normally apply:

e 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 remains payable.

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

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, staffing, technical 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.
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Cancellation or suspension by acta
acta may suspend or cancel a booking where:

e payment has not been made as agreed;
e information supplied by the hirer was materially inaccurate or incomplete;

e required insurance, risk assessments, licences or other documentation have not
been supplied;

e the hirer breaches the hire agreement;
e circumstances arise which mean the event cannot safely or lawfully proceed; or
e exceptional circumstances make the premises unavailable.

Where acta cancels an individual session and the cancellation is not caused by the Hirer,
no hire charge will be payable for that session and any amount already paid will be
refunded or credited.

17. Decision-making and escalation

Routine hire requests may be approved by staff acting within their normal delegated
responsibilities.

A hire should be referred to the Finance & Operations Manager and/or Director where it:

e falls outside normal venue-hire activity;

e involves significant financial, operational, legal or reputational risk;

e raises material safeguarding or security concerns;

e may require a significant exception to normal policy;

e s likely to create a substantial long-term commitment of space or resources; or

e is otherwise sufficiently unusual or contentious that an individual member of staff
should not make the decision alone.

Where a decision is particularly significant or high risk, advice or approval may be sought
from the Chair or Board of Trustees in accordance with acta’s governance arrangements.

Reasons for significant decisions should be recorded.

18. Breaches and termination of a hire

acta may intervene during an event or terminate a hire where there is a serious breach of
the hire agreement or where continued use of the premises presents an unacceptable
legal, safety, safeguarding or security risk.

Where appropriate, less serious issues should first be raised with the hirer’'s Responsible
Person and an opportunity given to rectify them.

Repeated breaches may be taken into account when considering future bookings.
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19. Complaints and concerns

Concerns about a hirer, a booking decision or the operation of this policy should be
referred initially to the Finance & Operations Manager.

Where a concern relates to the Finance & Operations Manager, or involves a significant
or sensitive matter, it should be referred to the Director.

Complaints will be managed in accordance with acta’s applicable complaints procedures.

20. Relationship with other documents
This policy should be read alongside:

e Premises Hire Agreement and Terms & Conditions;

e Venue Hire Information;

e Hire Booking Form;

e Health & Safety Policy;

e Safeguarding Policy;

e Equal Opportunities Policy;

e Fire and emergency procedures;

e Visiting Show / Event Procedure and Checklist where applicable; and
e Keyholder and Out-of-Hours Procedure where applicable.

Where specific conditions have been agreed for an individual booking, they should be
recorded in writing as part of the hire agreement or event quote.



