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​
VICTORIA SQUARE    PORT ERIN    ISLE OF MAN    BRITISH ISLES    IM9 6LD
Tel: 01624 832662 (Box Office)
01624 835858 (Administration)
FAX: 01624 836658
HIRE APPLICATION

(please complete all  details on this page
Organisation: _ _ _ _ _ _ _ _ _ _ _ _                                                                       Name of Hirer:_ _ _ _ _ _  _ _ _ _ _ 
Address: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

Telephone: _ _ _ _ _ _ _ _ _ _ 
 Facsimile: _ _ _ _ _ _ _ _ _ _ _ 
Email: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __________
Name of Person Responsible: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  
Address (if different from above): _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 
Telephone: _ _ _ _ _ _ _ _ _ _ _ _ _
Facsimile: _ _ _ _ _ _ _ _ _ _ _ _  Email: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ ___________
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        Please tick if you do not wish the contact name and telephone number to be used on publicity
Type and purpose of Function / Brief indication of the content of the exhibition (Please enclose a brochure and photographs):
(Please continue on a separate sheet if necessary)_ _ _ _ _ 
Date(s) of event: _ _ _ _    Start time(s) of event: _ __ _ _  Anticipated attendance_____________
(Please give exact details of dates and times; It is usual that evening events at the Centre commence at 8pm)

Print Your Own Tickets? 
Yes / No 
Reserved/ Unreserved

Ticket Price(s)  _________


(if printing own tickets, please ask for Seating Plan)

Facilities required (please tick):
	
	Isle of Man Bank Auditorium
	
	Sir James Mellon Gallery

	
	Box Office Facility
	
	Heating

	
	Steinway Piano/ Organ
	
	Harry’s Bar – (wine license required)

	
	Sets/Flats/Sound/Stage Lighting

(if own to be used, please specify)

Name of Sound / Lighting technician:


	
	Kitchen

(if required, please specify the nature of refreshments and method of provision). Please ask for details if you require catering

	
	Sound Equipment
	
	Green Room (Backstage)

	
	Stage Lighting
	
	Dressing Room (1st floor)

	
	Projection Equipment
	
	Whole Centre


PLEASE NOTE: THE ERIN ARTS CENTRE IS A NO SMOKING BUILDING
NO NAKED FLAME IS PERMITTED WITHIN THE BUILDING
THIS INCLUDES NO SMOKING ON STAGE, BACKSTAGE OR THE TOILET AREAS
 











P.T.O.
Complimentary tickets required: Yes / No If yes, please state how many. ______ (max 12 without commission charge)
Interval refreshments: Yes / No  


Gallery display: Yes / No
Sponsor: Yes / No  If  Yes, name _____________

Reception?: Yes / No  If yes, at what time? _________
Publicity: (Newspaper/Radio/pre/post) _________________________________________________________

Stage/Technical requirements:_______________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

Extra chairs:
___________           Extra tables: 
______________
Artiste/s names: __________________________ _____________________________________________
 Acknowledgements required? : ____________________________________________________________
AGREEMENT (please tick the box)

We understand that if PRS applies, we will receive (and pay on receipt) an invoice up to 6 months after the event.
(see separate note on PRS within the Hire Booklet; section 8)
        We have read the conditions of hire (separate booklet) of the Erin Arts Centre and hereby agree to abide by them and will advise our group of the relevant information. We include a deposit of 25% which is non-refundable. Cash/cheque
Signed:_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _   Position: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _          Date: _ _ _ _ _ _ _ _ _ _ _
Please return this contract, signed, to: The Assistant Administrator, Erin Arts Centre, Victoria Square, Port Erin, Isle of Man, IM9 6LD

All bookings are subject to availability and the discretion of the Members of Council.

============================================================================
 FOR OFFICE USE ONLY












 

(Tickets/Posters/programmes/Publicity + diary - 5 weeks before event)               
 
Tickets:  
Proof:
______________

Ordered:          __________
Received:       ____________

Posters: 
Proof  _________   Completed __________


Programme required: Yes / No 

Programme: 
Proof:  _________
Completed: ___________
Received:  
Hire Deposit: Yes/No

Artistes Photos: Yes / No 
Biographies: Yes / No
Bar Licence:_Yes / No.     Poster to Marian __________
Ordered:_________
Received:_____________
Travel in:       Date: __________    Flight __________
 from  ___________
Arrives IOM   __________
Met at airport by    _________________________
Travel out:     Date: __________    Flight ___________ to: _____________
Departs IOM _________________
Heating  Yes / N    Rehearsal time:_________   Piano tuning time:_______  Organ Tuning time:__________
Flowers: Yes / No 

    Page turner: Yes / No 

Box Office: Yes / No
Shop: Yes / No


    Door: Yes / No 
NOTES:    ____________________________________________________________________________
                                           General Information for Hirers

                                                                   Erin Arts Centre, Port Erin
                                  www.erinartscentre.com
Facilities Required
Front-of-house provided by Volunteers of Erin Arts Centre.

Isle of Man Auditorium:                                  £150              
Additional time /hr                                             £30
This includes:         Use of Challen Piano, The James Mellon Gallery & Harry’s Bar, Kitchen 

                               Lighting and Sound Equipment, Audio Visual Equipment and Microphones.

Artist Dressing Rooms:                                   No Charge

Steinway Piano:                                              £50 – Includes tuning fee

                                                                          (1 rehearsal/ tuning/ performance)

Sound Equipment:                                          No Charge

Stage Lighting:                                                No Charge

Audio Visual Equipment:                                 No Charge

Microphones:                                                   No Charge

Interval Light Refreshments:                           By the Erin Arts Centre

Harry’s Bar:                                                      £30
Additional Time /hr                                             £7
Sir James Mellon Gallery:                              £40
Additional time /hr                                             £12
Notes

All the charges contribute towards the running cunning costs of the Centre.

An invoice will be sent to the Promoter after the event with details of charges. The above charges apply per 4-hour sessions.

Hire charges for commercial users are by negotiation. The above charges may not be applicable, in this case please contact the Administration Office for hire charges.

Erin Arts Centre reserves the right to offer a discount to the Erin Arts Club Members on the rental of the Centre.

The Members of Council have a set policy that all students are charged £1 per seat.
For events including published live or recorded songs and music, a fee is payable to the Performing Rights Society. This is calculated at the greatest of 32% or 3% of the gross takings for ticket sales and will be charged to the hirer charges on receipt. 

In the event of Sound, Lighting and/or Audio Visual equipment being required, the hire fee includes an in-house Engineer. It is essential that a detailed technical specification is submitted with this booking request.

Should you require further detailed information about sound and lighting facilities at the Centre before making your booking, please contact the following –

Lighting and Stage Management              Mike Lean,         Tel. 835858 or erinarts@manx.net

Sound Systems                                         John Richmond, Tel. 835858 or erinarts@manx.net 

We would strongly urge you to make an arrangement to visit The Centre before you finalise your booking.

Additional fees

	Tickets for auditorium seating
	£22 per book (approx.)

	Box Office Commission
	10% ticket sales

	Programme Sales Commission
	10% programme sales (NIL if free)

	Exhibition Gallery Commission
	12.5% of sale/s 

	Rehearsals
	£18 per hour

	CD & Book Sales Commission
	10% sales

	Mailings to EAC of members list
	£75


USE OF CENTRE

The Erin Arts Centre is Responsible for the Box Office facility for all events.

Bookings of facilities must be confirmed at least 4 weeks in advance. It must not be assumed that the facilities are available until an official confirmation form has been received. 

No sub-letting is permitted. The hirer’s use of the premises will be regarded as an acceptance of these conditions.

A deposit of 25% of the costs of hire (cheques payable to Erin Arts Centre) is payable in advance as confirmation.

Cancellation of the booking will only be accepted provided it is received, in writing, at least 2 weeks prior to the event. The deposit paid is non-refundable. 

If cheques for tickets have to be returned after payment, then an administration charge will also have to be levied. It is possible to insure against the charges due to the Erin Arts Centre in the event of cancellation. 

Cancellation insurance is the Promoters responsibility.

If an event is cancelled it is the responsibility of the Promoter to inform the Press/Media and all other relevant organisations.

LEAFLETS/PROGRAMME/POSTERS

All leaflets, posters, programmes and advertisements should carry the following:

*The Erin Arts Centre logo (a logo sheet will be sent to the Promoter) and the day, date, time and year of event in a prominent position on the front or front cover. In addition, for all events taking place in the Auditorium the hirer should use the designated Isle of Man Bank Auditorium logo (supplied), and for events in the gallery the title ‘Sir James Mellon Gallery’ and give appropriate acknowledgement in all press releases.

*Erin Arts Centre, Victoria Square, Port Erin, Isle of Man, IM9 6LD.

  President: Raymond Leppard CBE

  Erin Arts Centre. Registered Charity No. 236A

  Facilities for Disabled People (optional for posters)

  Full details from 01624 835858. (Logos available on request)

*The name of the organisation responsible for the promotion and management of the event.

All forms of advertising are the responsibility of the Promoter. Leaflets, posters and programmes may contain sketches but all text must be typed.

Leaflets Only

Leaflets should carry the following booking information in full:-

Tickets – (insert prices) all bookable in advance from Erin Arts Centre Box Office 01624 835858.

Box Office Hours – Wednesday to Friday 10.30am to 5.00pm and 30 minutes prior to an event. 

Postal Bookings – Please make cheques payable to Erin Arts Centre and add a stamped addressed envelope.

Programmes

Programmes should carry the following notices in full: 

*On the front cover or inside page: The Isle of Man Bank Auditorium is equipped with a Sennheiser Infra Red Hearing System. 
Please ask at the Box Office in the Entrance Foyer for a headset.

*Please note that the Erin Arts Centre is a NON SMOKING building.

*No bottles, cups or glasses to be taken into the auditorium.

In the Isle of Man Bank Auditorium persons are not permitted to stand or sit in any of the gangways and we would ask patrons to stifle coughing as much as possible and ensure all mobiles and/or watch alarms be switched off.

The recording or photography of any events in the Centre requires prior permission from the Administration Office.

Posters

Posters should be of maximum A4 size. Up to 3 posters maybe supplied to the Erin Arts Centre. Poster display is at the discretion of the Centre. Posters may contain sketches and all text must be clear.

Deliveries of any leaflets, posters and programmes should be sent to the Box Office and clearly marked with the concert date in the bottom left hand corner. 

ERIN ARTS CENTRE PUBLICITY / TICKETS  
Agenda

The Centre publishes an agenda, which ranges from monthly to bi-monthly. Provided that a copy of advertisement is received by the copy date, there is no additional charge for inclusion. 

Copy date: Full event details for the agenda should be sent to arrive at least 2 months in advance of the event.

 The print run is 650 and the Agenda is free at the Centre and distributed in our mail shot and poster run, music shops, libraries etc. An enlarged version of the Agenda is also produced and displayed as a poster at the Centre and at various locations around the Island. 
Events are also included on our website www.erinartscentre.com and www.facebook.com/erinarts 

Mailing List

It is possible to ‘slip’ leaflets with the Centre’s Mailing List, space permitting. The proportion of postage charged depends on how many ‘slips’ there are. The Mailing List is approximately 650. If you are interested in this service, please contact the House Manager at least 2 months in advance of the proposed mailing (approx. £45.00).

Photographs

The Centre can accept two photographs for publicity purposes and foyer display, although their use is not guaranteed. Photographs should be no bigger than 6” x 8” and should be clearly identified on the back with the name of the artist(s) and the date of the event. Photographs can also be sent as a jpeg to our email address. erinarts@manx.net 

Tickets

Unless alternative arrangements are made, all tickets will be purchased by the Erin Arts Centre. 

Complimentary Tickets

The Centre will charge for commission on the issue of complimentary tickets in excess of 12. The availability of particular seating positions cannot be guaranteed for complimentary ticket requests received after booking has opened. Requests for complimentary tickets should be made on the Hire Application Form. (Please states if any are for disabled patrons).

Press Tickets 

The promoter should request these from the Box Office prior to the Booking Opening date. 

Note: These tickets are only valid for members of the Press and are not transferable.

THE EVENT

Unless arrangements have been made in advance, the Erin Arts Centre is ordinarily closed 5.30pm and 6.30pm. Hirers must not move any furniture or equipment without prior consultation with and permission of Erin Arts Centre. Hirers using sets/ scenery/ props etc in the performing area in the Isle of Man Bank Auditorium must comply with Fire Regulations.
There must be no naked flames anywhere in the building.

Please note that organisations’ using their own sets/ furniture should provide sufficient manpower to move them in and out of the Centre efficiently and safely, ensuring that proper arrangements for access to the Centre for delivery and collection are made well in advance with the Centre. Any damage caused will be deemed the responsibility of the Promoter and will be charged to the account. All sets, props and costumes need to be removed immediately after the production/s. 

Fire Doors

Unless in an emergency, the fire doors in the auditorium must not be opened without permission of the House Manager. The stage lighting must not be switched on when the doors are open.

Hirers shall designate an official as the person responsible. This official shall introduce him/herself to the Erin Arts Centre House Manager at the beginning of the function and shall be responsible for the running of the event. The organiser shall regulate admissions to the Erin Arts Centre and be present for the duration of the event. Hirers shall appoint a person to liaise with the Erin Arts Centre House Manager on duty to ensure that they are familiar with procedures in the event of an emergency. All exits and gangway must be kept clear.

Erin Arts Centre will ensure that all equipment is in good condition. The Erin Arts Centre cannot accept responsibility for any damages to any property belonging to hirers, their helpers, agents or invitees, or in their custody, or for financial loss to hirers as a result of equipment failure.

Hirers are advised that if it is consider that any part of the event, performance or exhibition is likely to contravene any provision of any Law of the Isle of Man or is likely to offend public decency then the hiring will not be accepted. If at any stage of an event the above conditions apply then the House Manager is at liberty to cancel the event immediately and clear the area hired, without any liability whatsoever on him or the Erin Arts Centre to reimburse any monies paid by the hirer to any person. Any equipment and/ or objects that are brought into the Centre by the hirer will be insured by the hirer against damage and theft.

Erin Arts Centre will provide front of house support unless otherwise informed. If using your own qualified Lighting and Sound, please notify us when booking.

Hires shall ensure that the conditions of any licence issued for the function are carried out. The hirer is responsible for any licences / payments required to conform to the regulations of the Performing Rights Society Ltd., Phonographic Performance Ltd., and like bodies. (See Insurance)

Hirers must specify with their booking whether they are providing interval refreshments. If requested, the Erin Arts Centre can undertake this service. Hirers are advised that if an event is held where participants gain admission on payment and wine is supplied; it is a legal requirement of the Centre that we obtain a charitable function Licence. At least 4 weeks notice is required. Last orders at the bar are 10.45pm.  

Outside caterers must provide any additional equipment required in addition to that in the Centre’s kitchen. All breakages must be paid for. 

As a legal requirement all evening functions must terminate by 11.00pm and the Erin Arts Centre vacated by those attending the function shortly thereafter.
Car Parking is available in Victoria Square in the designated parking spaces, the car park at Shoprite, the Promenade and Bay View Road. Out of politeness to residents in the vicinity of the Erin Arts Centre, please can we request that cars are left in the public car park adjacent to Shoprite. Thank you for your co-operation. Note: There is also an entrance to the Centre from Bay View Road.
Photography or video is not allowed in the Centre during rehearsals, performances or exhibitions without prior permission.

Receptions are held in Harry’s Bar and/ or the Gallery and should be arranged with the Centre at least one month in advance of the event. 
Please note that Bar the Centre is a Non Smoking building.

Education

The Centre has an increasing programme of study days, open rehearsals and workshops. If you would be interested in participating do contact us for advice once your event date is confirmed. If you or your group have any experience of community or schools work, we are always keen to hear from groups willing to contribute to the Centre’s outreach programme.

Sponsorship 

The Erin Arts Centre is keen to ensure that all sponsored events are high quality occasions. Please liaise with us whenever you have a sponsor for your event.

Insurance

Hirers are responsible for ensuring that all Erin arts Centre property is undamaged and will indemnify the Erin Arts Centre for the full reinstatement or replacement cost – at the valuation of the Erin Arts Centre – of all repairs to and replacement of damaged equipment (including lighting and sound equipment), fixtures and fittings. Adequate insurance cover should be arranged by hirers to cover this eventually.

Erin Arts Centre accepts no liability for any claim arising whatever nature as a result of the hirer’s use of the Centre from any person present in any capacity at any function / event/ show in the Centre not promoted by the Erin Arts Centre. Accordingly, adequate public liability cover and / or show risks will also be arranged by hirers, in their name, to indemnify Erin Arts Centre and any officer or servant thereof in respect of any liability they may incur to third parties arising out of the hirer’s promotion, conduct and management of the function / event / show.

Performing Rights Society

The Erin Arts Centre is registered with the PRS which is an Association of Composers, Songwriters and Music Publishers of musical works established in 1914 to administer on behalf of its members certain of the rights granted to them under copyright legislation. The Erin Arts Centre, like all those who promote any public performance of copyright music, holds a licence and regardless of the nature of the entertainment at which a performance in copyright is included, PRS applies, irrespective of whether or not a change for admission is made.

Royalties are paid to the PRS each quarter and are calculated by them under a series of carefully devised tariffs. The net royalties are then distributed to its members. 

Note: If copyright music is performed in public in whatever premises and by any means you need a licence and if you do not have one you are infringing someone’s legal rights and could become liable to pay damages as well as to be inducted by a Court. Composers and Songwriters and their dependants rely largely on their public performances’ royalties for their living. 

The Hirer is liable for this cost (if applicable) and once we know the exact amount, which will be after the event, we will invoice you for payment. You will be asked to agree to this part of the Hire Agreement.

� EMBED PBrush  ���





ERIN ARTS CENTRE


Laare Ellynyn Phurt Chiarn





 














President: Raymond Leppard CBE

Registered Office: Victoria Square, Port Erin, Isle of Man, IM9 6LD, British Isles.  Telephone: 01624-832662

Incorporated at Douglas Isle of Man Number 068137C (Limited by Guarantee).  Charity Registration. 
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