This forms part of Contract Number compass-contracts@hillingdongrid.net

     
. As soon as completed, this section of the contract should be sent to  FORMTEXT 

     
, between The London Borough of Hillingdon and  
Your technical requirements

This is one part of your hire that requires a lot of preparation, and some research if you haven’t done it in a theatre environment before. Some of the biggest issues you will need to think about early in your planning are:

· Whether you plan to use any effects that require licensing, which will need to be done several weeks in advance. These include smoke machines, firearms, strobe lights, flames or smoking – there is a full list below.
· What your set and staging plans are, so we can help, and highlight any issues. In particular, you’ll want to read the points below about using the right materials for fire safety.
· Who is going to do your risk assessment, and what activities will need to be assessed.
· What stage and auditorium configuration you need (this will also affect ticketing so needs to be sorted out before tickets can go on sale)
· PAT testing certificates and insurance for any equipment you will bring on site
If you haven’t already done so, you should consult the technical specifications which are on the Compass Theatre website. This includes the dimensions of performance spaces, and the list of equipment currently available to hire.

What we provide

For your rig, get-in, technical and dress rehearsals and performances, and for any other times when you are using stage lighting or sound equipment, or moving large items around, you will have one Compass Technician as your main point of contact and supervisor. 

Where you hire equipment from us (subject to availability), they will be able to install it during your get-in period.

They will be in charge of the performance space when you are using it, and you and your cast and crew will need to follow any instructions they give you in order to use the space.

If you are booking up to 38 hours this supervising technician’s time will be charged at an hourly rate. If you are booking 39 hours or more, this hourly charge will apply only if requesting additional technical services (see below).

Every performance booking also includes free use of one of our followspots (and you can hire a second one if you want).

What isn’t included

Your supervising technician is hired principally to supervise. He or she isn’t hired to stage manage or operate sound or lighting on your show. He or she also isn’t hired to create a lighting or sound plot for you. 

If you don’t have someone to do these things, they can be offered by us as a service at an hourly rate. This hourly rate would apply if the supervising technician also operates or stage manages your event, and if your requirements mean our technicians have to do additional work outside of your hired hours. We will discuss these requirements with you, along with prices, as they arise.

If you need a second, or even a third technician to operate sound and lighting desks, this service will need to be booked in advance and again will be charged at the standard technician rate.
Many companies provide their own technician(s) or stage crew, who will be supervised by the theatre technician, and will be required to follow his or her instructions at all times.
Set and scenery details

The sooner we know what you have planned for this, the sooner we can help, or advise on any issues. When you send this technical return, or as soon as possible afterwards, please send us details of the scenery you want to use, along with layout plans and diagrams.

Fire safety

Everything you bring into the building to be used as part of your show, whether it’s part of the set, scenery, props or technical equipment must comply with fire regulations and the terms of our entertainment licence. The rules below explain the main things we require from you in terms of fire safety. See the full terms and conditions at the end for full detail.

Fire proofing

There are different rules about how different kinds of material used in your set have to be treated to fireproof them, and you will need to make sure this is done. The summary is:

· Timber up to 22mm thickness must be “BS476-Part 7 – CLASS 1” before you start building.

· Sheeting up to 18mm thickness must be “BS476-Part 7 – CLASS 1” before you start building.

· Other items of set not made of Class 1 material will need to be treated by you before they can be used. 

· Some types of material cannot be flameproofed and may not be used, e.g. polystyrene

· You must avoid using gloss paint, varnish, cellulose or any oil-based finish.

Thinner timber: When you must use BS476 timber
Our stage does not have a safety curtain. This means that timber framing up to 22mm nominal thickness and all sheet material up to 18mm nominal thickness must be Class 1 treated.

Timber which has been through this process will be stamped “BS476-Part 7 - CLASS 1”, usually on one surface. You should use the timber so that these identification marks stay visible and can be inspected.

To be stamped in this way, plywood, chipboard, hardboard, medium-density fibreboard (MDF) sheet material and timber must be treated by a process of impregnation which meets the construction industry specification for fire retardant material manufactured to BS476-Part 7 - CLASS 1. This involves adding the flame retardant chemicals to the wood during the manufacturing process. 

This type of pre-treated material is generally not available from timber merchants and may have to be ordered from a specialist supplier. 

Timber and sheet material which exceeds these minimum thicknesses does not have to be treated because of its higher density. 

Other material you can fire-proof yourself

If your set will not contain large surface areas or a large amount of timber, it is possible to treat smaller items of set which are not made of Class 1 material, by applying the appropriate flame retardant solution in sufficient quantity, a suitable and approved treatment for timber is Flamebar Solution N5. You need to keep a record of which parts of set you have treated this way, and show it to your supervising technician on the day of your get-in. 

We recommend you conduct a flame test to randomly selected areas after treatment has been applied, and we will also do a flame test when set arrives at the theatre (see below for how this test works). 

Depending on the base material, the retardant treatment will not always last; items that are regularly used may require re-treatment, especially if a significant period of time has elapsed since the treatment was initially applied.

Things that cannot be treated

Polystyrene foam and plastics cannot be treated with flame retardant material, and should generally be avoided. With doubtful cases, the best thing to do is to consult your main contact technician at the Compass.
Painting

Scenery must only be painted with water-based paints (e.g. emulsion). Oil based paints, such as varnish, gloss and cellulose are not permissible under any circumstance. These paints and finishes are manufactured from flammable spirits, which remain volatile even when dry, and can ignite if placed in the vicinity of a heat source, such as a stage luminare. 

Flame tests that will be done on your set and scenery
Once your set is in the building, we will do a flame test on your flame-proofed set and props. A naked flame from a lighter or taper is applied to a small sample or area from the item being tested, and held there for 8 to 10 seconds. If during that period the test item ignites and burns, the sample should extinguish once the source of combustion is taken away. 

The theatre staff and/or entertainment licensing officer must conduct this test on all potentially flammable items that will be used on stage. The test is carried out before rehearsals or performances of the production. Any items found not to comply must be removed from the licensed areas of the theatre. If a flame retardant treatment is considered as an appropriate measure, any items removed and then treated will be retested before being returned to the set.

Flame retardant treatments

There are several commercial flame-retardant products available from theatrical suppliers such as Flamebar or Flame check. The treatment is easily applied by spray gun. Materials can also be treated by being dipped in solution.

Some local suppliers are: DJC Sound Systems, Pinner (020 8866 8536); RB Lighting Ltd, Teddington (020 8977 9665) and Stage Control Ltd, Edgware (020 8952 8982).

Portable appliance testing
A Portable Appliance Test (PAT) certificate is required for every mains powered electrical item intended to be connected to the venue’s electrical supply and lighting circuits. Battery-powered equipment is exempt, unless it has a built in charger. 

Every electrical item regardless of its age must be inspected and tested. 

If equipment is hired, it is the legal responsibility of the hirer or rental company to test all equipment hired prior to each period of hire. Evidence of a current test certificate may be requested if prominent tested labels are not visible on the lead or the body of the equipment.

If an item of equipment has been altered or repaired after a certificate has been issued, then it will need to be re-tested. 

If required small quantities of equipment can be inspected and tested by the theatre’s technical staff for which a small fee is charged (see the ratecard). However, please note that for insurance reasons, the certificate issued is only valid within the confines of the Compass Theatre. A suitably qualified contractor holding the necessary insurance must re-test the equipment if it is going to be used elsewhere. To arrange for item(s) to be tested, and for further details, please contact the theatre technicians. 

Our lighting rig and your use of it
The theatre does not have standard lighting rig and we can generally position lights to suit your production. However, if you want us to rig lights in areas or configurations that will not be suitable for other users, those lights will need to be de-rigged at the get out, and we might charge you for additional technician hours if these are required.

Sometimes there might be more than one event in the period of your hire and if so we will discuss with you how to incorporate the needs of other events when designing the rig.

Use of lights from other places
Lights brought or obtained from elsewhere and brought into the theatre must include a safety chain or safety bond, be in good repair and conform to the Electricity at Work Regulations 1989, and have a current Portable Appliance Test (PAT) certificate. 

When designing the lighting, consideration should be given to the rating of lights obtained from a source other than the theatre. It may not be possible to use lights rated at 2K (2000 Watts) or more, due to the inherent risk of circuit overloading. The diversity will also be seriously compromised.

Colour filter (gels)
If it is intended to use colour filter material not supplied by the theatre, a sample of each type to be used will be required for a flame test. A clean sample of ‘gel’ at least 8cm squared of each, will be required. The samples should be labelled to identify the make and colour. If samples are not supplied or of incorrect type, the theatre technician will insist that all lighting ‘gel’ already rigged in lights, be removed before the lights are used. 

Lighting ‘gel’ may not be attached to the lights, other than by use of the correct colour frame. Lighting ‘gel’ taped to lights is not permitted, as the tape is likely to burn whilst the lamp is in use.

Rigging and flying

The Compass theatre has a series of suspended bars from which we can hang lights and scenery.

Each suspended bar has a safe working load. The load on the bar should be less than or equivalent to the rated load. We may require evidence that the safe working load has not been exceeded.

Every light rigged in the theatre must be secured by a safety chain or bond linking it to the lighting bar or adjacent chain provided for this purpose. 

It is the responsibility of your lighting technician to check this task has been completed. Your lighting technician should also check the rig prior to the start of the performance; this includes any period where the lighting rig has remained untouched from the last performance. 

If during the course of rigging, a light is found to be without a safety bond or chain, we may be able to supply additional bonds. 

If any light in the rig is found to be without a safety chain or wire bond during a performance, the performance may be delayed until a safety bond has been fitted. This may involve constructing the access tower or moving set and scenery to allow access to the affected light(s), and therefore could entail a delay.

Standard fly plot

The Compass has a half-fly tower which means we cannot fly, e.g. backcloths, completely out of the stage.

There are four on stage lighting bars, which are suspended by steel cables attached to manual winches, all of which can be lowered to a safe working height to assist with rigging. It is not possible to move these bars up or downstage; a fifth (No.1 bar) is permanently fixed behind and above the proscenium arch.

There are three tab tracks and one swipe track, attached to barrels also suspended by steel cables attached to manual winches, all of which can also be lowered to a safe working height. Attached to the tab tracks are three sets of black masking tabs and borders. These tracks can be moved up or down stage, providing they do not foul the lighting, and suitable barrels are available, from which to suspend them.

Four sets of manual hemp lines are available, which are interspersed between the tab and LX hoists, each of the hemp lines can be split into pairs, i.e. stage left and right or just centre stage.

A small selection of scaffolding bars are available from which to hang cloths and scenery. 

If any flying (raising or lowering) of cloths or set, is required during the course of the production run, either as part of the performance or during the set-up/strike periods, every operation involving flying must be directly supervised or be done by a specific method explicitly authorised by our technician. 
Due to limited height above the stage, full height scenery (3.2m) cannot be flown out; the stage tabs are usually employed to mask the stage during scene and set changes.

Please enquire with the technicians as to what layout the stage is currently in, and for any further information that may be required, 

Your liability

As part of this contract, you accept that it is your responsibility to ensure that all electrical equipment, set, props and static promotional material brought in to the theatre for use in the production, are correctly tested for safety (including PAT tests) and conform to current fire regulations and licence requirements. This also applies to any items which are hired or loaned from third parties.

Your technical team

	Name of main technical contact
	     

	Telephone Number(s)
	     

	Email Address
	     


	Name of get in/fit up contact
	     

	Telephone Number(s)
	     

	Email Address
	     


	Name of your lighting technician
	     

	Telephone Number(s)
	     

	Email Address
	     


 FORMCHECKBOX 
 Tick if you do not have your own lighting technician

	Name of your sound technician
	     

	Telephone Number(s)
	     

	Email Address
	     


 FORMCHECKBOX 
 Tick if you do not have your own sound technician

Additional tech services

If you need Compass Theatre to provide technicians to operate or stage manage your show, please give details here of what you require. 

	Stage Manager
	YES
	NO

	Lighting technician
	YES
	NO

	Lighting design and event rig
	YES
	NO

	Sound technician
	YES
	NO

	Sound recording/processing (vocal, music and sound effects)
	YES
	NO


Requirements that need licensing

Any of the following listed below need prior authorisation from the entertainment licensing officer. Once we know about these requirements we will make an approach to see if they can be licensed. This normally needs to take place six or more weeks before the production. If authorisation is not obtained, the effect will not be able to be used.

Let us know if your show requires:

	Replica, toy or imitation firearms 

Percussion cap only permitted 
	YES
	NO

	Pyrotechnics, smoke or flashes

only approved types will be permitted
	YES
	NO

	Bomb tank

only approved types will be permitted
	YES
	NO

	Smoke or haze machines

only approved types will be permitted
	YES
	NO

	Dry Ice Machine

only approved types will be permitted
	YES
	NO

	On-stage smoking (cigarettes, cigars, pipes etc.)
	YES
	NO

	Naked flames (candles, matches, lighters etc.)
	YES
	NO

	Strobe lighting
	YES
	NO

	Animals or livestock
	YES
	NO


Equipment requirements

Equipment to be hired from Compass Theatre

	Video/Data projector

This will include a bracket to hang from ceiling
	YES
	NO

	VHS video player/recorder
	YES
	NO

	DVD Player
	YES
	NO

	ROBE 250 Moving Spot Lights

2 available
	YES
	NO

	DMX Colour Scrollers for ETC Source 4 PAR (1-6 with PSU)

up to 6 available
	YES
	NO

	PAR16 (‘birdies’) with 3x 12V transformers

up to 8 available
	YES
	NO

	Mirror Ball
	YES
	NO

	DMX Strobe Light

See licensing, below
	YES
	NO

	UV Lights (4x4 tubes)
	YES
	NO

	Remote DMX Smoke Machine (fluid)
	YES
	NO

	Additional Strand 2K Follow Spot with stand and remote dimmer pack

Using follow spots affects the number of seats that can go on sale, so you will need to liaise with whoever is handling ticketing.
	YES
	NO

	Shure SM58 Vocal Microphone(s)
4 available
	YES
	NO

	Microphone Stands
	YES
	NO

	Gobos (selection chart available on request)
	YES
	NO

	Pyro Flash System (2 flash pods)
	YES
	NO


Equipment brought in and PAT Testing requirements

Items of electrical equipment which have not passed an inspection and test conforming to the IEE code of practice will not be permitted to be connected or used on the premises.
	Will you be bringing in any additional lighting, sound or recording equipment of your own?
	YES
	NO

	Will you be hiring in any additional lighting, sound or recording equipment from an external supplier?
	YES
	NO

	Will you be providing any electrical equipment of your own?
	YES
	NO

	Will you be hiring in any electrical equipment from an external supplier?
	YES
	NO


If yes to any of the above, please answer the following.

	Is the equipment fitted with any form of mains power connector?
	YES
	NO

	Has the equipment been PAT tested and will the certification still be valid at the time of your event?
	YES
	NO

	If no, will the equipment be subjected to an approved test by a suitably qualified electrician before being brought onto the premises?
	YES
	NO

	If yes to either question above, do you have valid certificates for all the equipment that you can show us? 

If no, uncertificated equipment will need to be tested by a Compass Theatre technician. See the ratecard for costs.
	YES
	NO


	Briefly outline here details of any equipment you want to bring on site?

     


Set and stage requirements

	Are you intending to use a stage set?
	YES
	NO

	Is the detailed diagram and plan attached with this part of the contract?
	YES
	NO

	Has any part of the set and scenery been constructed from materials which do not comply with BS476 – Part 7 CLASS 1 

more information in the Fire Safety section above
	YES
	NO

	Have all drapes, fabrics and fabric covering material been flame proofed?

This must be the case if the answer to the above question is yes.
	YES
	NO

	Will you be using any form of floor covering including carpets and rugs?
	YES
	NO

	Will you be using a scenic back cloth of any kind?
	YES
	NO

	Are you providing any additional rostra?
	YES
	NO

	Will you require to use any additional Compass Steeldeck rostra?

Details of what’s available are on our website technical page
	YES
	NO

	Do you need to remove or reposition any tabs or stage drapes?
	YES
	NO

	Will you be moving any stage lighting bars or tab tracks?

more information in the Terms and Conditions of Hire in “Our Agreement” below
	YES
	NO

	Will you be using a non-standard seating/staging layout in the auditorium?
	YES
	NO

	Have you arranged to hire workshop space for set construction or storage?
	YES
	NO

	Will you using your own colour filter material? 

subject to a flame test
	YES
	NO

	Do you require use of the orchestra pit?
	YES
	NO

	Do you wish to hire the upright piano and have it tuned?
	YES
	NO

	Do you wish to hire the grand piano and have it tuned?

This will require special permission from Hillingdon Music Service
	YES
	NO

	Do you wish to hire the stage gauze?
	YES
	NO


Things that affect seating arrangements

If any of the below apply, please make sure you have told the person organising your ticket sales, and also fstenning@hillingdongrid.org 

	Do you plan to use any follow spots?

This affects the number of seats on sale in rows J and K
	ONE
	TWO

	Do you need to clear space next to the lighting box for a sound desk?

This affects the number of seats on sale in row K
	YES
	NO

	Will you be taking a video recording of the show?

This usually means a few seats cannot be sold, so the camera can be set up.
	YES
	NO

	If so, which performances would this affect?




Heads up on unusual requirements 

	Is there anything else that you want to do technically that is not covered by the above? Give details below of any special requirements your production has that might be out of the ordinary.

     


Signature of understanding by your main technical contact

I have fully read and understood the “Your technical requirements”, “You and your audience’s safety” and “Our Agreement” sections of the contract number 11014, which contain the terms and conditions relating to technical and safety.

I confirm that to the best of my knowledge the information which is provided in this return is accurate.

	Signed

     

	Date
     


