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Albany

Theatre Hire Policy and Procedures

The Albany Theatre is available for Hire for a variety of events and performances. 

If you wish to hire the Theatre, the usual procedure is as follows:

· Contact us to discuss initial ideas and availability

· Optional visit to the theatre to see resources and talk to appropriate staff

· Request Form completed (available to download from the web site: www.thealbany.org.uk or can be emailed, or collected from Reception). By completing this you are not signing up to anything – you are just pencilling in the date and letting us know as much information at that stage as you can in order for us to put a quote together.

· Date pencilled in the Theatre Diary, if request approved

· Production Meeting between the Hirer and Albany staff, to discuss resources, technical needs, theatre layout, front-of-house details etc.

· Quote prepared.

· Quote agreed. At this stage, the booking is now confirmed.

· Contract prepared.

· Contract signed.

· Marketing materials should not be distributed until tickets are available for sale.

· Detailed production/technical schedule and running order must be produced no less than one week before the production / event.

Payment

· The Hirer will normally pay the hire fee as soon as the contract is signed, in any case it must be paid in advance of the performance

· If additional charges are incurred after the hire charge has been paid, you will be subsequently invoiced for these charges

· A Box Office report, detailing ticket sales, will be sent to the Hirer no later than 21 days after the production / event

· Box Office receipts will be paid to the Hirer on receipt of an invoice for the amount of ticket sales money due.

· Any outstanding invoices not settled will be offset against ticket sales money due: if there is no box office income (e.g. tickets are free), outstanding invoices must be paid within 7 days of the event
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Theatre Hire Prices Guide 
All prices quoted are standard. If your company is a registered charity then discount fees are available.

	Space Hire - Theatre

	£295 half day hire (up to four hours)

	£615 day hire - up to 23:00

	£2,950 week hire (up to 6 days)

	

	Technical Costs

	£12.50 per hour theatre in use (Event Manager)

	The Albany requires at least one duty technician to be used at all times. In the case of a public performance, the minimum requirement is two technicians on a minimum four hour call. Additional technical services are available 

	The Albany provides taxis for all staff working after 23:00. Should this be necessary, the cost of the taxis will be charged on to the hirer.

	

	Front of House Costs

	Front of House Costs Evening Performance: £295 per performance

	Front of House Costs Matinee Performance: £220 per performance

	Overtime after 23:00: £160  for the first hour, £80 for subsequent hours

	

	Box Office

	Ticket sales: 50p per ticket issued - to cover sales costs

	

	Bar/ Café

	The bar or café will be open throughout your hire. 

	£150 guarantee is required for the café to be open at the event (see facilities below)

	£180 guarantee is required for the bar to be open at the event (see facilities below)
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Facilities

Café: To have the café open we require a minimum level of sales of £150 (net) to break-even. If we take less than the desired amount the difference will be deducted from the Box Office takings or invoiced after the event.

We reserve the right to open the house and the café a minimum of 1 hour before the show goes up, if this has been agreed the Hirer is expected to be ready for the agreed time.
Bar: To have the bar open we require a minimum level of sales of £180 (net) to break-even. If we take less than the desired amount the difference will be deducted from the Box Office takings or invoiced after the event.

· We reserve the right to open the house and the bar a minimum of 1 hour before the show goes up, if this has been agreed the Hirer is expected to be ready for the agreed time.
Music: when the house opens music will be played in the auditorium - the hirer is required to bring their choice of music or the Albany will provide music. The Albany cannot guarantee its music to be relevant to the production.

Seating: chairs and tables will be set up in the space cabaret style unless other arrangements have been agreed with the Head of Operations/Venue & Events Manager.

Capacity – the capacity varies depending on the seating plan.  

For a theatre/performance event, the capacity would normally be approximately 250: 

176 max seated downstairs when a full stage is used.

Additional seating is available in the gallery boxes.

For a band performance or similar, when most of the audience is standing, the capacity can go to a maximum of 500. 

Capacity should be confirmed during the Production Meeting.
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Digital facilities

The Albany Digital facilities for hire include: 

· 48 track Pro Tools studio for live recording of events

· Projection to 4m by 3m (13’ by 9’) motorised screen

· AV station facilities including computer presentation and VJing 

· Post production facilities include mixing and editing
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Ticketing

The Hirer sets ticket prices and will receive the Box Office takings and the tickets will be sold through our Box Office Databox system

Concession tickets: can be purchased by the following individuals upon proof of status – Students, Under 16’s, Senior Citizens, Unemployment and Disability Benefits, Albany staff and Resident Organisations 
Pay what you can: the Hirer may decide to offer this option
Special offers: must be mutually agreed at the time of tickets going on sale, if the Hirer would like to add an offer at a later date at least 48 hours notice must be given to the Albany before sending out the publicity for it.

Refunds: will not normally be given, however if the performance has sold out we will attempt to sell them on for the customer.
Latecomers: policy for this is to be coordinated with the hirer and Albany FOH and technical staff, upon arrival.
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Security
If we deem an event to be unsafe without security we reserve the right to insist on the engagement of a suitable number of security operatives.  Security costs are not included in the basic hire fee and must be paid for in advance of the event/s. Security will be booked by the Albany.  The costs will be discussed in full with the Hirer.
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Marketing 

The Albany will display posters and flyers for the hire on boards around the building and in the foyer as well as listing your performance on our website. We normally produce season leaflets and details of a show will be included in agreement with the hirer, if information is received early enough.

7
Young People’s Events

For a Youth Event the following must be demonstrated before the Albany will confirm the booking: 

· proof in writing that you are a professional organisation 

· Evidence of your Child Protection & Health & Safety policies (including risk assessment).  

· evidence of your funding for the event 

· a clear creative/arts agenda resulting from workshops or training or a process to support aspiring artists

For shows with large casts additional rooms should be hired as ‘holding space’ for them.  We have two dressing rooms, which can accommodate a maximum of 8 people each and numerous community rooms with differing capacities. 
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Cancellation policy 

Confirmed hires (in writing by the Albany) that are cancelled by the Hirer will pay:

35% of the hire charge for each performance if cancelled over 1 month beforehand

50% of the hire charge for each performance if cancelled over 2 weeks beforehand

100% of the hire charge for each performance if cancelled less than 2 weeks beforehand
Contacts
	Miles Eady


	Events Manager
	020 8692 0231 ext. 218
	miles.eady@thealbany.org.uk

	Fiona Greenhill


	Head of Production
	07951 485 437
	fiona.greenhill@thealbany.org.uk

	Paul Brewster


	Front of House Manager
	020 8692 0231 ext. 228
	paul.brewster@thealbany.org.uk
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