ART GENE GALLERY BOOKING FORM 

Hiring Company Name:

Company Address:


Telephone Number:

Email Address:

Main Contact Name:

Telephone/Mobile and Email If Different:



Date(s) Required:

Time Required:

Please Note: Opening Times after 5:00pm WILL REQUIRE a member of YOUR Organisation to cover the Building Entrance AND the Gallery


Type of Event being held: 

(ie Seminar, exhibition, workshop)

Special Requirements 
Do You Need the Gallery Blinds Closed  
*Yes/*No   *delete as required

Numbers of Chairs:

Numbers of Tables:

Cups and Saucers:

Others:

Gallery Hire £200.00 per day

(plus V.A.T.)
	Day
	Time You Require

 Access to 

The Gallery
	Public Opening Time
	Public Closing 
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	Time You Will Need To Leave The Gallery
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Please Note:

· Normal Opening Hours: Daily 9:00am-5:00pm,  

Weekend Openings WILL REQUIRE a Responsible Member of YOUR Organisation to be present at ALL TIMES in the Reception Area, Abbey Road Entrance in addition to a Member in the Gallery.

· Access Additional to Normal Opening Hours (or part thereof)

Costs £25.00 (plus VAT) per hour.

All access required outside normal working hours as stated, WILL be charged at £25.00 (plus VAT) per hour, whether by arrangement or resulting from event/clear up over-run.  

· The Gallery space must be left as found 
A condition report will be filled out by a member of our staff in the presence of the individual responsible for contracting the hire, prior to the rental period.  Any damage and/or additional cleaning will be charged, subject to a review of the condition report, in the presence of the hirer at the end of the rental period. 
The Art Gene Gallery is not designed as a conference space but Art Gene will endeavour to meet your needs to the best of our abilities. 


Additional Information: 
Booking Confirmation

Bookings are not confirmed until Art Gene receives a completed booking form.

Cancellation Period
A cancellation period of one week prior to the first day of hire or set up day, whichever is the earliest is required, otherwise you will be liable for the full cost of the hiring period.

No Smoking Policy

This is a No Smoking building, smoking is not allowed in any area within the building or on the steps and doorways directly outside the building.
Closing Main Door (Abbey Road)

The main entrance door located on Abbey Road is locked promptly at 5:00 pm Mon-Thurs and Friday 4:30 pm. The door can be open outside these hours by prior arrangement, this arrangement will require a member of your organisation to be in the reception area at all times. 
Gallery Condition Report

The gallery will be subject to an inspection before the first date of hiring, with a representative of Art Gene and the Hiring Company present, all points to note will be documented 2 copies of the document will be signed by both parties, a copy then retained by both parties.

Within one week of the period of hire, both parties will meet to review the inspection document with a view to agreeing any need to ‘make right’ any damage or additional cleaning and the costs to the hiring company.

Operating Gallery Lighting System

One designated representative of the hiring company will be shown, if necessary how to operate the lighting system in the gallery.  Please Note: the system will shut down for a period of time when the lights are switched on and off in quick succession.

Gallery Blinds and Overhead Cradle 

If you require the gallery blinds to be closed you must highlight this on the booking form.

Access to the overhead cradle is STRICTLY PROHIBITED; this can only be operated by approved Art Gene staff. 
Room Capacity

Capacity is 150 people; if you are hosting a seated event you must not block any exits or access to emergency equipment with chairs or tables.  Any seating plans will need to be agreed with Art Gene representative.  Please Note: Art Gene has a small number of chairs and tables if you require more tables and chairs you will need to arrange this yourself.
* First Aid Box

The first aid box is located on the stairwell behind the exit at the rear of the gallery.

*Fire Alarm

The fire alarm point is located near the exit at the rear of the gallery. The fire alarm makes a loud two-tone klaxon sound; in the event of the fire alarm going off you and your attendees must vacate the building by the nearest exit.  Please Note: The alarm is tested on a Tuesday morning, but should the alarm sound for more than 15 seconds you must assume it is not a test.
*Emergency Exits
In case of emergency the gallery can be vacated using either the main entrance doors, then following the main stairwell to the exits at the front and side of the building or the stairwell located to the rear of the gallery exiting the building using the Bath Street door or the exit to the car park. 

Both exits will be shown the representative of the hiring company before or on the first day of the hire period.

*Fire Assembly Point

The fire assembly point is the rear of the Art Gene car park.

*Safe Haven

There is a safe haven located near the accessible toilet and lift; this is to be used by those unable to vacate the building in an emergency.
*Fire Extinguishers 

Fire extinguishers are located near the exit at the rear of the gallery. Please Note: If fire breaks out during your hire period extinguishers must be operated ONLY by trained individuals. 

Register of Attendees

Art Gene requires all hiring companies to have a comprehensive list of attendees.  Should the building need to be evacuated the hiring companies designated representative must check evacuees names against this list and report to the Art Gene Fire Officer or other designated staff the results.

**Health and Safety and **Fire Risk Assessments

You are required to complete both Health and Safety and Fire Risk Assessment forms, copies of both documents must be filed with Art Gene at least one day before the hire period begins. 
Equipment Hire Costs

Booking additional electrical equipment must be done at least one week before the first hire date.

All equipment will be subject to an inspection before the first date of hiring, with a representative of Art Gene and the Hiring Company present, all points to note will be documented 2 copies of the document will be signed by both parties, a copy then retained by both parties.

Within one week of the period of hire, both parties will meet to review the inspection document with a view to agreeing any need to ‘make right’ any damage or replacement.

Costs:

Projector and extension leads £25.00 per day plus VAT

Refreshments Costs

Tea, coffee and orange juice can be provided at the additional cost of

Up to 35 people £50.00 plus VAT 

Finger Buffet or Other Catering can be arranged through an outside caterer, but requires prior notice of at least 2 weeks.  Details of budget and numbers required.
Other General Information

The Gallery must not be left unattended; at least one representative from the hiring company must be present during lunchtimes.

Saturday opening. There must be 2 representatives of the hiring company at all times, one to look after the gallery and one person to sit at the reception desk, on the ground floor.
It is a shared building- please respect other users: 

· Please keep noise to a minimum. Sound on the landing and in the gallery travels easily to the reception area. Please keep the gallery doors closed if you are undertaking a workshop or presentations.
· Please keep the Gallery, Landing and kitchen tidy, and return all chairs tables etc to where you found them.
· Please wash-up, and tidy up after your event especially on the landing area.  Please Note: You must provide all your own cleaning supplies (i.e. washing-up liquid)
· If you need assistance of any kind, a ladder, or help 
Please do not bother the staff on the reception desk; they are not Art Gene staff.

Use your mobile  

· Ring 825085 Art Gene Office. (Norman Wild, Michelle Yorke)

· Michelle Yorke’s Mobile 07952071968
· Maddi Nicholson’s Mobile 07769915631

Or go down the back stairs (through the gallery) to the ground floor, where *Art Gene office, and *Maddi Nicholson’s studio are clearly signposted.

Art Gene Gallery Hire: Fire Risk Assessment – Record of Findings
Assessment For
Assessment Undertaken by: HIRING COMPANY REPRESENTATIVE
NAME OF HIRING COMPANY


Date: 




At Art Gene

Bath Street








Barrow In Furness



Signed: FOR HIRING COMPANY
LA14 5TY

Sheet No.             

Studio No.


Use :



Gallery

Identify Fire Hazards

	Sources of Ignition


	Sources of Fuel

	Sources of Oxygen


	People at Risk




	Evaluate, remove, reduce and protect from risk


	Actions Taken

	Evaluate the risk of the fire

Occurring


	

	Evaluate risk to people from a fire

Starting in the premises


	

	Remove and reduce the hazards that 

May cause a fire


	

	Remove and reduce the risks to people

From a fire


	


Assessment Review
Assessment review date
Completed by



Signature (Art Gene Representative)

Review outcome (where substantial change have occurred a new record sheet should be used)

Art Gene Gallery Hire: Risk Assessment

	Date
	

	Location
	

	Event


	

	Hiring Company Main Contact 
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Telephone

Mobile

Email
	

	Potential Risk
	Level of Risk
	Action Taken
	Personnel

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Additional Information:





































One Day:						


OR


From:


To:











From (Opening Time Required):


To:	





Contact : Art Gene, Bath Street, 


Barrow in Furness, Cumbria, LA14 5TY UK


Tel: 44(0)1229 825085 Tel Fax/Ansa +44(0) 1229 828467


Email � HYPERLINK "mailto:artgenemichelle@btconnect.com" ��artgenemichelle@btconnect.com� � HYPERLINK "http://www.artgene.co.uk" ��www.artgene.co.uk�





	





All points marked * will be shown to a representative of the hiring company and marked on the hire check list.


** Draft forms form pages 6 and 7 of this document.
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