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1.1 �GENERAL TERMS & CONDITIONS:  
BOOKING PROCEDURE 

1.1.1  �All Performance Hire bookings (“booking”, “event”) are operated by Awen 
Cultural Trust (“ACT”, “the Theatre”, “we”, “our”, “us”) AND are made subject 
to these standard terms and conditions of hire. The Hirer (“you”) hereby 
agrees to observe and be bound by the terms and conditions of hire which 
form an integral part of the Hire Contract.

1.1.2  �All applications are subject to approval by ACT. The person who signs this 
application form is considered the Hirer. Where a promoting organisation 
is named, that organisation also shall be considered the Hirer and shall be 
liable through the person who signs the application form.

1.1.3  �The Hirer shall not sub-let the premises or any part thereof.

1.1.4  �Bookings are treated as provisional until such time that a signed contract & 
deposit (where applicable) are returned to us by the Hirer.

1.1.5  �Please note that the programming of our theatre spaces is not based solely 
on availability and consideration is given to how the proposed performance 
fits within the rest of the programme and is in keeping with our artistic 
values.

1.2 �GENERAL TERMS & CONDITIONS:  
FINANCIAL 

1.2.1  �VAT: All fees, charges and other prices are quoted exclusive of VAT unless 
explicitly stated otherwise.

1.2.2  �Annual Pricing Review: All charges are subject to review annually in April. 
For events in subsequent financial years, the charges payable will be the 
charges prevailing at the time of the event. The Theatre may adjust fees 
and charges or reserve the right to introduce additional charges depending 
on the nature of the event.

1.2.3  �Deposits are required to secure a performance hire booking.  Deposits 
will be proportionate to the total value of the hire and agreed at time of 
booking with the management.  Final payment,with the exception of 
performance hires where ticketed income needs to be considered, is 
required prior to the event. Once the final payment has been received, we 
regret we are unable to refund or reallocate monies. Please note, we do not 
operate a credit facility.
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1.2.4  �To qualify for a Regular User Group rate, an organisation must meet two 
criteria: 

• �Be “Not for Profit”, (e.g. Registered Charities, Community Interest 
Companies (CICs) and Not for profit organisations, Limited by Guarantee) 

• �Commit to specific activities that promote/benefit the Theatre.  This could 
include, but not be limited to, volunteering at the Theatre, supporting 
fundraising activities, and/or engaging in audience development projects/
events.

1.2.5  �It is preferred that all payments are made via debit/credit card or bank 
transfer.  Likewise, all balance settlements, where ticket income is 
considered against costs, will be remitted via bank transfer.

2.1 �TECHNICAL:  
STATUTORY REQUIREMENTS 

2.1.1  �All staging, scenery and props brought in by the Hirer are fire-proofed and 
safely constructed.

2.1.2  �All electrical equipment brought in by the Hirer is in good condition and 
is subject to a regular testing regime as defined in the Electricity at Work 
Regulations 1989 (commonly known as PAT testing);

2.1.3  �The Hirer must complete a detailed and specific risk assessment (sample 
available upon request) for the event by no later than 28 calendar days 
before the event.  The risk assessment must be signed off by a member of 
the Theatre’s Technical Team prior to the hire period.

2.1.4  �The Theatre’s technical staff have ultimate responsibility for health 
and safety backstage and onstage throughout the duration of the 
hire; therefore, the Hirer has the responsibility of ensuring that their 
accompanying associates follow the instructions given by the Theatre’s 
technical and management teams.

2.1.5  �Technical requirements are to be submitted no later than 28 calendar days 
before the performance on the Booking Form.  We also recommend a 
pre-event production meeting to confirm the detailed Technical and FOH 
requirements.  This can be arranged via email at  
technical@awen-wales.com.

2.1.6  �Fire Exits must not be blocked at any time.  Any obstructions will be 
removed by theatre staff.

2.1.7  �It is the responsibility of the Hirer to ensure that fire safety appliances, (e.g. 
extinguishers, fire doors, break plates, etc.) are not removed or tampered 
with whilst the Hirer and/or accompanying associates are on site.

2.1.8  �It is the responsibility of the Hirer to ensure that all accompanying 
associates are not under the influence of drugs or alcohol when entering 
backstage or going onstage.
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2.2 �TECHNICAL: STAFFING 

2.2.1  �GET-IN / GET-OUT:  The Theatre will provide technical staff to assist the 
Hirer with the get-in and get-out. Please note the Theatre’s staff are only 
there to assist the Hirer. Therefore, the Hirer must provide adequate and 
suitable personnel to complete the get-in and get-out within the access 
and departure times detailed in the schedule. Additional time incurred will 
be chargeable.

2.2.2  �TECHNICAL STAFF: The Theatre will provide up to 2 technicians for 
the duration of the hire, one of which will be the duty stage manager. 
If additional technical staff are required (such as follow-spot operators, 
console operators, stage crew, etc.) then these will be subject to an 
additional charge.

2.2.3  �HIRE PERIODS:  The Hire Period must allow enough time to complete the 
“Get-in”, “Fit-up”, Rehearsal, Performance and “Get-out”.  All hours that 
exceed will be charged.

2.3 �TECHNICAL: SERVICES 

2.3.1  �The theatre agrees to provide a safe working environment for the hirer and 
takes full responsibility for the testing and regulating of its own equipment.

2.3.2  �STAGE LIGHTING:  The Theatre will provide the default rigg as per standard 
plan available on request, consisting of a LED colour stage wash with full 
coverage and front wash.  No Follow-spot operators are provided as part of 
the standard hire and are subject to an additional charge. The Theatre’s fire 
risk assessment stipulates that only trained Theatre staff are permitted to 
access the follow-spot room.

2.3.3  �SOUND:  The Theatre will provide a  professional PA system with full 
coverage of the auditorium, sound desk, wired microphones, monitors and 
laptop playback. Please note recharges for woreless microphones.

2.3.4  �STAGE COVER:  The Theatre will provide one staff member to act solely as 
the Stage Guardian in order to satisfy Risk Assessments and ensure stage 
safety.

2.3.5  �OPERATION OF THEATRE EQUIPMENT: Approved technicians and 
authorised members of theatre staff are to be the sole operators of the 
equipment belonging to the Theatre.
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3.1 �MARKETING:  
POSTERS, BANNERS, PUBLICITY 

3.1.1  �As part of the standard performance hire, our marketing team will work 
with you to reach the biggest potential audience for your event. Please see 
the venues’ marketing packs for details of the free and additional support 
available.

3.1.2  �The Hirer acknowledges that fly-posting and hanging banners without 
written permission of the Highways Department is strictly prohibited and 
that The Hirer may be prosecuted if it promotes an event in such a way.

3.1.3  �No person using the facility may grant broadcasting, filming or recording 
rights without the prior consent of the theatre management.

3.1.4  �All publicity or material for public display incorporating the theatre’s title 
must be approved by the Theatre as it implies a working partnership.

3.1.5  �No flags, emblems, advertisements or other decorations shall be displayed, 
outside or inside the theatre, without the written permission of the 
theatre’s management.

4.1 �BARS/ CATERING 

4.1.1  �All bar and catering services for Performance Hires are provided by Awen 
Trading Ltd exclusively unless by prior written agreement.

4.1.2  �Any specific requests for food and beverage above and beyond the 
standard offer must be discussed with management 28 days prior to the 
event and agreed in writing.

4.1.3  �ACT does not permit any alcohol to be brought onto the premises for 
consumption during any activity, event or performance unless provided by 
Awen Trading Ltd.

5.1 �EVENT CANCELLATION 

5.1.1  �All cancellations must be confirmed in writing by the original Hirer. You will 
forfeit any deposit.

5.1.2  �If we incur charges relating to items we have hired specifically on your 
request for your event, (for example, chair covers, discos, or additional 
technical equipment), then these charges will remain payable in full by you, 
unless the loss can be mitigated with the supplier. Any purchases made 
specifically for your event will be paid in advance.
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5.1.3  �Additional charges may also be payable by you, calculated as a percentage 
of the potential total booking value of the event being cancelled, according 
to the table below: 

Cancellation prior to event: Charges payable 

More than 6 months: Deposit only 

6 months or less: Deposit & 20% of total booking value 

2 months or less: Deposit & 50% of total booking value 

1 month or less: Deposit & 75% of total booking value 

14 days or less: 100% of total booking value 

5.1.4. �Cancellation / Postponement of the hire can be made without notice by 
ACT.   

5.1.4.1 �If there is a “force majeure” – an unforeseeable circumstance that 
prevents the fulfilment of the contract, e.g. a declaration of war, 
a disease epidemic, natural disaster, neither party will be liable for 
compensation and all paid fees will be refunded in full. 

5.1.4.2 �If the Theatre deems that any part of the event is unsafe or 
that any part of these Terms & Conditions have been breached, 
Awen reserves the right to stop, close, cease or shut down any 
production we feel is unsafe or that these conditions have been 
breached by any persons in the Hirer’s organisation. The Hirer will 
be liable for all losses resulting from the cancellation.

6.1 �INSURANCE 

6.1.1  �The Hirer shall indemnify Awen and its servants and agents against all 
liabilities for personal injury whether fatal or otherwise and against all 
liabilities for loss or damage to property and other types and expenses 
howsoever caused/incurred whether by neglect of the Hirer or their 
servants or agents which but for the exercise of the permission hereby 
granted would not have arisen. Hirers are advised to consider holding their 
own Personal Injury insurance.

6.1.2  �The Hirer undertakes responsibility for the proper use of the Premises and 
for the good conduct of all persons present within the Hirer’s party.

6.1.3  �The Hirer is responsible for the preservation of good order during the 
hire period.  The Hirer is required to leave all hired areas tidy and in good 
condition and will be liable for any damaged caused during the hire period.  
The Theatre reserves the right to recharge any additional cleaning charges 
for rooms left disorderly.  This includes any helium balloons that are 
released within the building.
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7.1 �CHILD PERFORMERS AND LICENSING 

7.1.1  �You are held responsible for ensuring all the necessary licensing, 
chaperoning and safeguarding protocols are in place to meet Welsh 
Government statutory regulations for Child Performers. Information can be 
found on local authority websites.

7.1.2  �The Theatre reserves the right to request copies of all licensing required for 
your event.

7.1.3  �The Theatre does not allow the use of animals as part of a staged 
production. Animals required for a participant to access the Theatre should 
be highlighted with the Theatre Manager.

8.1 �PERFORMING RIGHTS SOCIETY/
LICENSING 

8.1.1  �The Performing Rights Society (PRS) require ACT to pay a fee for 
performances of music (live or recorded) that are not already covered by 
a separate royalty / license agreement. This fee will be charged at cost to 
your account. The prevailing fee can be found at  
https://www.prsformusic.com

8.1.2  �PRS require a set lists to support a submission, and therefore, the Hirer is 
to provide this before the event.

8.1.3  �It is the responsibility of the hirer to obtain all necessary licences and 
clearance required for the performance of a show and indemnify Awen 
Cultural Trust against any infringement of copyright that occurs during the 
hire.

9.1 �FRONT OF HOUSE 

9.1.1  �Security: The Theatre reserves the right to make an assessment regarding 
the need for door security arrangements. These costs are passed onto the 
organiser as per the cost schedule.

9.1.2  �First Aid: Performance Hires must make their own arrangements to provide 
adequate qualified first aid cover for their event or agree to the Theatre 
providing this on their behalf.

9.1.3  �Table Linen: Linen can be hired at an extra cost from the Theatre.

9.1.4  �Collection buckets are not allowed within the Theatre.
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9.1.5  �The selling of programmes or merchandise is allowed but only at 
designated locations as defined by the Theatre.  Commission rates are 
noted on the rate card.

9.1.6  �Smoking and e-cigarettes are prohibited in all areas and doorways of the 
Theatre.

9.1.7  �Some venue areas do not have exclusive availability.

10.1 �TICKETING 

10.1.1  �The Theatre must be in receipt of a duly completed booking form, a 
signed contract and any applicable deposits before an event will be posted 
onto our website and made available for general public sale.

10.1.2  �Seating Configurations once confirmed and on sale cannot be amended.

10.1.3  �It is a condition of Performance Hires that all tickets for your event are sold 
through our Box Office.

10.1.4  �ACT will act as controller of all data collected through this hire agreement 
and its box office and will safeguard data as per current GDPR regulations 
and our Privacy Policy.

10.1.5  �If the Hirer postpones the event, a discretionary charge of £1.00 will be 
applied to each tickets that is refunded to customers who are unable to 
change to the amended date.

10.1.6  �If the Hirer cancels the event, a discretionary charge of £1.00 will be 
applied to all refunded tickets.


