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Venue booking overview
Terms and conditions of venue hire
DEFINITIONS

The Venue – The Venue containing the White Room and the Lounge, Buckinghamshire New University, Queen Alexandra Road, High Wycombe, Buckinghamshire HP11 2JZ

Hirer – the person/group or limited company listed as the principle body responsible for using the venue on the dates/times agreed

BSU – Buckinghamshire Students’ Union and its representatives (normally venue duty management staff)

Student – A valid Buckinghamshire New University Student

The event – the purpose for which the booking form states the venue is required this may include market stalls, entertainment events or meetings

 

Applicable law - the terms of this contract shall be governed by the laws of England and Wales

 

EVENT BASED HIRE ONLY

1.   A proposal for the event must be completed by the hirer. As a guideline the proposal should contain:

· Nature/Style of event
· Budget 

· Event schedule including load in, set up and sound check times, performance and de-rig times

· A full Marketing Plan

· Artwork Copy 

· Staff and Resource implications 

2. For all accepted event proposals BSU will endeavour to provide management advice and support in order to ensure a successful event. Should the event be seen to require a significant input of BSU management time BSU reserves the right to reflect a management charge additional to the hire fee. This fee will be at the discretion of the Venue Manager and should be a fair reflection of BSU staff time and input into the event. This additional fee may be charged at any period prior to the hire date, but will not be charged without full consultation of the hirer. 

3. The hirer is liable for all event costs and losses incurred.

4. Events will take place in the venue specified on this form, normally between the times of 9pm and 2am, unless specific arrangements are made at the time of booking.

5. Event nights will be accepted as a compliment to the existing programme. Events may be rejected or bookings not taken on free dates if they clash with the programme. BSU reserves the right to cancel an existing booking should it become apparent that the event differs in nature and style to that outlined in the event proposal. The booking fee will be non-refundable in this instance.

6. Publicity material should be distributed at least 3 weeks prior to the event. All artwork has to be cleared by BSU prior to going to print. The promoter is liable for any artwork that is not cleared and causes damage or distress to BSU or the University. BSU will seek suitable redress in such instances and the promoter will bear all costs in such instances.

7. Unless specifically agreed otherwise the hirer is responsible for all aspects of advertising and promoting the event outside of BSU communications. In return BSU will publicise the event on the BSU web site, subject to suitable artwork and copy deadlines.

8. Should BSU feel that the event has not been sufficiently publicised and be in danger of not achieving an audience BSU reserves the right to alter or cancel the booking.

ALL VENUE BOOKINGS

9. BSU Door Policy and House Rules will apply at all times. The Management reserves all rights of access. All publicity/invitations should show this policy in brief: 

· Access to the venue will be by valid proof of age which is normally passport or photo driving licence. NUS cards are not proof of age. All guests and performers should be prepared to show ID to gain entry. 

· The venue will be searching on entry and has a zero tolerance drugs and offensive weapons policy. All discoveries will be reported to the police. This applies to all guests and artistes. 

· Last entry is 11pm (unless specifically stated otherwise on the booking form).

HEALTH AND SAFETY/INSURANCE

10. The BSU Duty Manager will have ultimate responsibility for all activities occurring on BSU premises. The hirer will adhere to BSU operational procedures and Health and Safety policy, operating within legislative restrictions and industry best practice at all times. BSU has the right to cancel a booking if at any stage, before or during the event, the Venue Manager feels that the health and safety legislative restrictions and guidelines are being breached or the audience is at risk from the activities of the event. The hire fee is non refundable in the case of such a cancellation.

11. The hirer is responsible for ensuring that any external contractor, guest, artiste (et al) comply with current health and safety regulations and the practice and procedures of BSU. In brief external contractors should have produced:

· A full risk assessment of their activities

· Valid insurance documenting covering 10million pound public liability for their activities

· Valid insurance for any employees they may bring to the event

12. BSU is not liable in case of loss or damage to equipment belonging to external contractors, guests, artiste (et al). The hirer is responsible for ensuring all parties involved with the event are suitably insured for the activity they undertake. Furthermore the hirer is liable for any loss or damage to the venue or any equipment belonging to BSU, other than damage caused through normal “wear and tear”.

ADVERTISING AND PROMOTION
13. ALL advertising and promotion of the event must be undertaken in line with the law of the land and the local by-laws. It must also conform to standards set down in the students’ union policies. BSU will not tolerate any promoter:

· Actively promoting over 18 events to people under 18 years old 

· Fly posting, bill posting, sticker distribution and nuisance flyering 

· Harassment or bringing the reputation of BSU into disrepute

Any such activities will constitute a fundamental breach of this contract, resulting in event cancellation and being liable for all venue hire monies. Further by agreeing to this hire you accept full liability for any action taken by third parties against BSU with regards your event promotion.     

14. All artwork has to be cleared by BSU prior to going to print. The promoter is liable for any artwork that is not cleared and causes damage or distress to BSU or the University. BSU will seek suitable redress in such instances and the promoter will bear all costs in such instances.

CHANGE OF BOOKING NEEDS
15. Any additional services requested during the hire and not listed on this agreement may incur a separate charge that will normally be due at the end of the hire period.

EVENTS WHERE UNDER 18s MAY ATTEND

General

16. The venue shall operate as a strictly 18+ venue unless specifically stated on the event form.
17. All events at which under 18s could attend will be notified in advance to the local police of whom we shall follow their advice and this includes advice to not take the booking. In the notification to the police the name and details of the hirer will be passed to the police and by signing the venue hire form the hirer authorises this use of their data.

18. A risk assessment will be undertaken by BSU of each event that under 18s will be allowed which will take into account the nature and genre of the music, reputation of any performers attending the event and any external factors that could influence the event. The hirer will respect and follow any guidelines specific to their event

Entry to the event

19. Searching will be taking place on the door this will be advertised in advance and on the door

20. SIA doorstaff will be employed in the appropriate ratio according to expected numbers of customers. Additionally BSU trained stewards will be employed to assist with the management of the venue. The cost for these additional doorstaff will be passed on in full to the hirer

21. All under 18s who are showing signs of alcohol consumption (for example smell on their breath, observed drinking on approach to the door) will not be allowed entry into the venue

22. If a customer under the age of 18 is ejected for any reason, however minor then HW CCTV will be automatically informed via the radio to monitor their activities leaving the venue and ensure their own safety.

23. Any person under 18 ejected for any reason, however minor will have their details taken and an automatic indefinite ban placed on them. Front Door CCTV images will be used for identification if it proves difficult getting ID. 

24. All drinks will be served in flexy plastic glasses, any bottled products will be decanted into these receptacles

25. No bar promotions will be offered on nights where under 18s are in the building.

The event in general 

26. It will be normal practice for at least 1 SIA certified doorstaff to be employed to specifically patrol and monitor the university grounds outside the venue and on the approaches from town and Lily’s Walk. They will move on groups who are loitering, confiscate alcohol and move on people drinking on the grounds and notify the police as to any potential public disturbances. Again the cost for this member of staff will be paid for in full by the hirer 

27. Advertising for the event will not be undertaken in positions where under 16s are likely to see the advertising and be attracted into trying to attend. 

28. The doorstaff as always will follow a think 21 policy. The management retain the right to allow people into the event at their discretion if it is obvious they are over 16. However, there shall be no discretion for the management to allow people to be identified as an over 18 if they have no ID.

29. Should the management feel it appropriate under 18s will have restricted access to certain areas of the building and bars. 

30. Under 18s will not be allowed in the Venue after midnight. 

31. By making the venue booking the hirer takes joint responsibility for ensuring that alcohol is not purchased or consumed by under 18s at the event. Should under 18s be discovered purchasing or consuming alcohol at the event BSU reserve the right to immediately close down the event. There will be no refund for an event closed in this situation  

PAYMENT

32. If a fee is charged for an event (as indicated on the booking form) then a non-returnable deposit of £75 is due immediately. Until receipt of this money the booking can not be considered as confirmed. Until this confirmation BSU reserves the right to alter the booking date and venue.

33. The remaining balance after payment of the deposit is due not later than seven days before the event. If the venue does not receive confirmation that payment in full has been made then the doors will not be opened for the event and all costs incurred by such a cancellation will be charged to the promoter.

CANCELLATION

34. In cases of unforeseen circumstances such as last minute staff absence, technical failure (this is not an exclusive list) BSU reserves the right to alter the services provided against those specified. This will not entitle the hirer to a refund unless a significant part of the advertised event or performance is affected.

35. Any other part of this agreement not met by either party may lead to the event being postponed or cancelled. This will not normally entitle to any refund of the hire fee, in full or in part. 

36. BSU reserves the right to cancel the booking if the hire fee payment terms stated on this form are not met.  

37. The hirer may cancel a booking up to three full weeks before the hire date. This shall normally entitle them to refund less deposit. A cancellation within three weeks of the event will mean that the promoter is liable for the full hire fee indicated on the booking form  

38. In the case of a hire that does not normally incur a hire fee the promoter will be liable to a cancellation fee of £75

39. Any refund given to the hirer on cancellation will be at the discretion of BSU. The refund will be based on any expenditure commitments already made by BSU and will not normally be a refund in full.

40. All refunds will be made by cheque only, which will be raised following the normal BSU financial procedures.

These terms and conditions are valid from 01/01/08. BSU may periodically review these terms and reserve the right to change and amend them as appropriate.
 

 

VENUE OVERVIEW
	Venue names:
	The Venue consisting of The White Room and The Lounge

	Address:
	BSU, Queen Alexandra Road, High Wycombe, Bucks HP11 2JZ

	Tel: 
	01494 446330/01494 605096
	Fax:
	01494 558195

	Capacity:
	Variable depending on event but up to 440 for each room

	Contact:
	Andy Smith

	E-mail:
	andy.smith@bcuc.ac.uk

	Web address:
	www.bucksstudent.com


	Load in address:
	As above

	Load in details:
	level load – no stairs. Max 20m wheel in depending on where parked and vehicle

	Load in times:
	appropriate to gig

	Parking:
	front and back of venue – forward notice needed for large or numerous vehicles

	No. of landlines:
	3


	Lights-                    In house:
	In house – 4 x 250 spot, 2 x 250 wash, 4 x scan, 6 x 160/170 spot + scrollers

	Rigging points:
	Backbar + FOH truss


	Sound-      Any noise curfew:
	Lounge - subject to noise restriction, volume limited and not allowed to use microphones for DJ

	In-house PA:
	Disco systems plus Dynacord XA system for live music

	DJ Equipment
	4 x Technics 1210, 2 x CDJ1000, 2 x Denon twin CD, Pioneer DJ 500 mixer, Allen and Heath X02 scratch mixer

	PA Desks & mixers:
	Midas Verona 32, 4 gate, 4 compression, 3 FX up to 6 way monitors


	Front of stage barrier:
	In house Mojo barrier available if deemed necessary


	Power:
	White room - 32amp for PA, 16x 13amp sockets on stage, lights all on separate phase. Everything else on standard 13 amp


	Catering facilities:
	on site catering or buy out depending on needs and times

	Dressing rooms:
	2 (can create 3 if needed)

	showers:
	Can be arranged if absolutely essential


	Door opening:

	Usual door opening times:
	9pm

	Licensed until:
	Normally up to 2am


	Stage crew:

	In house or does promoter need to supply?
	by arrangement


	Security/Stewards:

	In house or does promoter need to supply?
	Has to be provided by BSU – non negotiable


	Box office/Guest list person:

	In house or does promoter need to supply?
	by arrangement


Stage Dimensions and venue layout
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DETAILED TECHNICAL LIST

PA EQUIPMENT – LIVE

SPEAKERS AND AMPS

1 × XA2 Front of House Speaker System (2 x Low Mid + 1 x Mid hi per stack)

5 × EV ZX4 Foldback Wedges
1 × Eliminator iDE Drum Monitor
2 × Front of House System Amps
3 × Foldback Stereo Amps 

DESKS AND OUTBOARD
Midas Verona 32 Front of House desk

Midas Sienna 24 Monitor Desk (Due to the size of the venue we normally DO NOT use this desk.)

Klark Technic Stereo Graphic EQ

Klark Technic Quad Compressor

Klark Technic Quad Gate

Yamaha SPX990 Multi-Effects Unit

Alesis Q20 Reverb
TC Electronics M One digital effects unit

2 x Alesis Midiverb 4(16bit)

1 x Alesis Midiverb 4(18bit)
3 × Behringer EQ3102 (Foldback EQ Rack)

DX38 Digital Speaker Processor
Allen and Heath GL2 10/4/2 Mixer
M712 Stereo Gate/Compressor
Phonic 32 Band Graphic EQ

Stageline 2/3 Way Active X Over

HHB Burnit CD Audio burner

MICROPHONES AND DI BOXES

3 x Sure SM58

4 × Electrovoice N/D 767

3 × Electrovoice RE200
6 × Electrovoice CO4
1 x Sure SM57
2 × Klark Technic DN100 Direct Injection Boxes
4 × Behringer DI Box
1 × Kick Ball Bass Drum Mic
1 x Sure D52 Drum Mic
CABLES, LOOMS, STANDS, MULTICORE & HEADPHONES

10 × Boom mic stands

4 × Boom floor stands
20 × patching cables for outboard
1 × 30 metre Multicore (FOH)
1 × short Multicore (Monitor)
1 × 10m Multicore extension (for stage)
18 × insert/patch cables
5 × 8 way looms
1 × stage box (monitor/FOH splitter)
2 × Beyer DT120 Headphones
LIGHTING – CONTROL

White Room

Jands Vista S3 complete with PC laptop

Lightprocessor Q Commander

Complete with Demux link to dimmers and 4 DMX512 cable runs
Lounge

Martin Freakie

LIGHTING – WR STAGE BACK TRUSS

4 x Robe DJScan 250XT

2 x Robe Spot 160

LIGHTING – WR FRONT OF HOUSE

2 x Robe Colourwash 250AT

4 x Robe Spot 250AT

2 x Robe Spot 160

2 x Robe DJScan 250XT

12 x Dimmable Channels complete with Par Cans

PORTABLE AND SMOKE
2 x Robe Spot 170

2 x Opti 250 (complete with oil wheel)

1 x Quantum 3D Twister effect

1 x Jem ZR12 Smoke Machine (DMX controllable)

2 x Antari Haze Machines
1 x 4way par 56 chase bar and controller

LIGHTING – LOUNGE

2 x Abstract V8

1 x Quantum 3D twister effect

6 x Martin Alien02 Colour Change

INSTALLED PA AND DJ EQUIPMENT
White Room

6k WA Sound rig  4x 18” Sub/Bass 4x 2 way Mid Hi

Lounge

3k WA Sound Rig 2 x 15” Bass, 2 x 2 way Mid Hi
DJ EQUIPMENT

4 x Technics 1200 Turntable

1 x Pioneer CDJ1000 Mk2

1 x Pioneer CDJ1000 Mk3

1 x Denon 1800 Rack mount twin CD player

1 x Denon 2000 Rack mount twin CD player

1 x Allen and Heath XZone 02 DJ Mixer

1 x Pioneer DJ500 DJ Mixer

� EMBED CorelDRAW.Graphic.11  ���
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