Guidance for event organisers – February update (recent additions in blue)
KINGSTON MARKET HOUSE FESTIVAL is open to any local community group or club or individual willing to put on a free event for the general public. The event should be open to anyone interested, regardless of age, sex, religion or belief, expertise or qualifications. The large room on the first floor of the Market House will be free to the event organiser, subject to suitability and availability (see separate page on website for availability). 

The aims of the Festival are to show off this attractive central Kingston venue and how it could be used by the community, and to offer Kingston workers, shoppers and visitors something interesting and different to do between work or shopping and a meal or a drink or a visit to the theatre or cinema or going home. I hope that it will lead to more and better use of this facility and contribute to a more diverse evening culture in the town centre.
How it will work

Local clubs, individuals, community groups are invited to discuss possible events and availability, and then to reserve an evening (6.00pm to 9.00pm) between April 7th and April 18th 2008 (see Contact us). Preference will be given for events that involve participation – for example teaching a skill to beginners, a singing workshop or dance class, discussions and debates, food/wine-tasting – and which have an element of socialising – for example, refreshments and informal conversation beforehand or afterwards. 

Individual events organisers will be responsible for organising their own event and bookings. The Festival will include events and contacts on its generic publicity and website. 
No entry charges will be allowed, though we recommend that organisers control numbers and ensure good attendance by having a booking / ticketing system where appropriate. You could collect money for a charity or ask for voluntary donations to cover your costs, but please note that the conditions of hire do not permit the sale of alcohol. You may sell memberships, classes, books, pamphlets, take orders etc.

Refreshments

There is plenty of space at the back of the large room for refreshments, so  Natural Cafe (organic, Free Trade, compostable disposable cups) will set up there a table to sell teas, cold drinks and cookies etc before and/or during events so that organisers do not have to worry about refreshments. Please make sure that you give the times that you would like refreshments, or let me know if you do not want them, on your booking form, so that I can plan a schedule with Natural Café. 

Times

The large room is hired for 3 hours each evening, but you can arrive 30 minutes before the hire time to set up and ensure that the room is as you would like. It’s a good idea to open doors to visitors well before the event, say 6.00 pm for 6.30 / 7.00, so that they can buy refreshments and settle down. Most evenings the room is yours from 6.00 pm to 9.00 pm, but the 3-hour hiring can probably still be moved to earlier if necessary.
Event organisers should ensure that visitors use the room sensibly and that it is left in a tidy state at the end of the evening. RBK staff will lock up.
Disabled access

The large room is upstairs, but there is a stair lift and a wheelchair upstairs. Disabled visitors should have a companion with them to help them in and out of the chairlift.  Should the chairlift be needed, a Council employee should be summoned to assist by phoning the number beside the stair lift. 
About the room(s)
The maximum number the large room holds is 70 (for fire safety reasons). There should be some kind of stewarding / checking system to ensure that number is not exceeded. 
The room can be arranged for a lecture, or with tables and/or chairs, or left empty. The tables are functional but not very beautiful, and you might like to bring along something to cover them with. RBK facilities staff will arrange the room for each event, so please ensure you state your requirements clearly on your booking form. There are plenty of power points in the room and you may bring in any electrical equipment you require at your own risk. There is no internet connection in the room.
You may also use the small kitchen on the first floor, which has a fridge, microwave, sink, and water boiler.

There is also a smaller ante-room which you can book and pay for separately should you need it, by phoning RBK facilities department on 020 8547 5065.
Fire exits – please familiarise yourself with the fire exits and fire alarms before your event begins. The main stairway and door is one, and there is another stairway and fire exit by the kitchen
Checking out the venue

Event organisers are advised to visit the venue during working hours when the Tourist Information centre is open (from 10.00am), to have a look at the layout and the rooms, and to consider how they would like the room(s) set out. Ask one of the Tourist Information centre staff to unlock the large room upstairs for you (and the smaller “ante-room” if you think you may want this too).
Additional Terms and Conditions

RBK have so far only been able to give me one hard copy of the contract, so these below are extracts and summaries of the most important points for you to note. 

Insurance: RBK insurance covers accidents etc caused by the venue. Events that involve other risks (e g exercise classes, anything involving food or drink) must be covered for third party risks of not less than £2,000,000, by the event organiser’s insurance. Please check that you are covered for events away from your usual premises. If you need to purchase additional insurance, Kingston Voluntary Action recommends CaSE Insurance, 0845 225 2288, which was set up by the Charities Aid Foundation (CAF) to reduce insurance premiums and simplify and demystify insurance for  the third sector. (I will be using them for the events I am organising.)
Other restrictions: No animals; no alterations, notices or decorations in the Market House; children must be controlled; copyright permission / performing rights / entertainment license must be obtained if relevant; no film shows; no gambling; no smoking…
This is a listed building, and there are many restrictions on hirers; but some of the restrictions in the contract can be overridden with permission, so please ask if you think you may need some flexibility. 

Please keep an eye on the website – as the Festival develops other queries and issues may emerge – and phone me on 020 8546 4086 with any questions or problems. I will also try to keep organisers updated by email.
I will be at the Market House every evening of the Festival for at least the start of each event, to meet organisers and check that everything is all right.

Marilyn Mason FRSA, Festival Director, February 2008

 www.markethousefestival.org.uk 
