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Section 1 – Overview
‘Frogman’ is a project that will introduce VR into Hull’s community in Block C, C4DI
The performances will take place from Wednesday 1st November to Saturday 11th November 2017.
The Great Barrier Reef, 1995. Meera is 11. It’s her first sleepover. Strawberry Dunkaroos and Sega Mega Drive descends into torch-lit storytelling from sleeping bags. Outside over the reef, the Frogman hovers, looking for traces of a missing child. Time is running out.
A coming-of-age, supernatural thriller, this is a ground-breaking world first, experienced in VR headsets. Produced by Hull UK City of Culture 2017, The Deep, TOM and Curious Directive in association with Brisbane Powerhouse.

The Event Manager is the Hull 2017 representative for venue as the primary point of contact for Venue Partner Staff, Stage Manager, working closely with artists and coordinating with any contractors.

Event Manager Responsibilities:

· Oversee the safe and effective running of the venue’s event
· Be available to answer artist questions and respond to enquiries or incidents
· Conduct a short tour of the venue space for the Volunteers on arrival 
· Report Incidents
· In emergencies, conduct Show-stops and co-ordinate with Venue Partner Staff for safe evacuation
· In emergencies, make yourself known to emergency services and, with their authority, address the public to inform them when clear to return

1.1	Contacts and Team
Joanna Morley Production Manager
Mobile: 07725 942808
Office: 01482 318860 
Email: joanna.morley@hull2017.co.uk


Core Members:
Martin Atkinson		Hull UK City of Culture 2017 Producer
Joanna Morley			Hull UK City of Culture 2017 Production Assistant 
Alex Pullen 			Freelance Duty Tech

Jack Lowe			Curious Directive Director
Jade Hunter			Curious Directive Stage Manager
Tom Watson 			Wykeland Venue Contact


1.2	Timetable of Events

	Wednesday 1st November 
	 

	12:30
	Volunteers Arrive
	

	13:00
	FOH Briefing (Volunteers)
	JM

	14:18
	Doors
	 

	14:30
	Show 1
	curious directive

	14:30
	End
	 

	17:00
	Duty Tech and FOH Manager to Arrive 
	

	17:30
	Volunteers to Arrive
	

	18:00
	FOH Briefing (Volunteers)
	JM

	19:18
	Doors
	 

	19:30
	Show 2
	curious directive

	20:30
	End
	 

	Thursday 2nd November 
	 

	12:00
	Duty Tech and FOH Manager to Arrive
	

	12:30
	Volunteers Arrive 
	 

	13:00
	FOH Briefing (Volunteers)
	JM

	14:18
	Doors
	 

	14:30
	Show 3
	curious directive 

	15:45
	End
	 

	17:00
	Duty Tech and FOH Manager to Arrive 
	

	17:30
	Volunteers to Arrive
	

	18:00
	FOH Briefing (Volunteers)
	JM

	19:18
	Doors
	 

	20:45
	End
	 

	Friday 3rd November 
	 

	13:00
	Duty Tech and FOH Manager to Arrive
	

	13:30
	Volunteers Arrive 
	 

	13:45
	FOH Briefing (Volunteers)
	JM

	14:18
	Doors
	 

	14:30
	Show 3
	curious directive 

	15:45
	End
	 

	18:00
	Duty Tech and FOH Manager to Arrive 
	

	18:30
	Volunteers to Arrive
	

	18:45
	FOH Briefing (Volunteers)
	JM

	19:18
	Doors
	 

	19:30
	Show 4
	curious directive

	20:45
	End
	

	Saturday 4th November 
	 

	09:30
	Duty Tech and FOH Manager to Arrive
	

	10:00
	Volunteers Arrive 
	

	10:15
	FOH Briefing (Volunteers)
	 

	10:48
	Doors
	 

	11:00
	Show 7
	curious directive 

	12:15
	End
	 

	13:30
	Duty Tech and FOH Manager to Arrive
	 

	14:00
	Volunteers Arrive 
	

	14:15
	FOH Briefing (Volunteers)
	 

	14:48
	Doors
	 

	15:00
	Show 8
	curious directive 

	16:15
	End
	 

	Sunday 5th November 
	 

	09:30
	Duty Tech and FOH Manager to Arrive
	

	10:00
	Volunteers Arrive 
	

	10:15
	FOH Briefing (Volunteers)
	 

	10:48
	Doors
	 

	11:00
	Show 7
	curious directive 

	12:15
	End
	 

	13:30
	Duty Tech and FOH Manager to Arrive
	 

	14:00
	Volunteers Arrive 
	

	14:15
	FOH Briefing (Volunteers)
	 

	14:48
	Doors
	 

	15:00
	Show 8
	curious directive 

	16:15
	End
	 

	Monday 6th November - No Shows 
	 

	Tuesday 7th November
	 

	13:00
	Duty Tech and FOH Manager to Arrive
	

	13:30
	Volunteers Arrive 
	 

	13:45
	FOH Briefing (Volunteers)
	JM

	14:18
	Doors
	 

	14:30
	Show 3
	curious directive 

	15:45
	End
	 

	18:00
	Duty Tech and FOH Manager to Arrive 
	

	18:30
	Volunteers to Arrive
	

	18:45
	FOH Briefing (Volunteers)
	JM

	19:18
	Doors
	 

	19:30
	Show 4
	curious directive

	20:45
	End
	

	Wednesday 8th November 
	 

	13:00
	Duty Tech and FOH Manager to Arrive
	

	13:30
	Volunteers Arrive 
	 

	13:45
	FOH Briefing (Volunteers)
	JM

	14:18
	Doors
	 

	14:30
	Show 3
	curious directive 

	15:45
	End
	 

	18:00
	Duty Tech and FOH Manager to Arrive 
	

	18:30
	Volunteers to Arrive
	

	18:45
	FOH Briefing (Volunteers)
	JM

	19:18
	Doors
	 

	19:30
	Show 4
	curious directive

	20:45
	End
	

	Thursday 9th November 
	 

	13:00
	Duty Tech and FOH Manager to Arrive
	

	13:30
	Volunteers Arrive 
	 

	13:45
	FOH Briefing (Volunteers)
	JM

	14:18
	Doors
	 

	14:30
	Show 3
	curious directive 

	15:45
	End
	 

	18:00
	Duty Tech and FOH Manager to Arrive 
	

	18:30
	Volunteers to Arrive
	

	18:45
	FOH Briefing (Volunteers)
	JM

	19:18
	Doors
	 

	19:30
	Show 4
	curious directive

	20:45
	End
	

	Friday 10th November
	 

	13:00
	Duty Tech and FOH Manager to Arrive
	

	13:30
	Volunteers Arrive 
	 

	13:45
	FOH Briefing (Volunteers)
	JM

	14:18
	Doors
	 

	14:30
	Show 3
	curious directive 

	15:45
	End
	 

	18:00
	Duty Tech and FOH Manager to Arrive 
	

	18:30
	Volunteers to Arrive
	

	18:45
	FOH Briefing (Volunteers)
	JM

	19:18
	Doors
	 

	19:30
	Show 4
	curious directive

	20:45
	End
	

	Saturday 11th November 
	 

	09:30
	Duty Tech and FOH Manager to Arrive
	

	10:00
	Volunteers Arrive 
	

	10:15
	FOH Briefing (Volunteers)
	 

	10:48
	Doors
	 

	11:00
	Show 7
	curious directive 

	12:15
	End
	 

	13:30
	Duty Tech and FOH Manager to Arrive
	 

	14:00
	Volunteers Arrive 
	

	14:15
	FOH Briefing (Volunteers)
	 

	14:48
	Doors
	 

	15:00
	Show 8
	curious directive 

	16:15
	Get out
	ALL 






Section 2 Venue
2.0	Venue Details
Block C, C4DI, 31-33 Queen Street, Hull HU1 1UU
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2.1	Accident and Near-Miss Reporting and Investigation
An Accident and Near-miss Reporting Form, a Safeguarding Incident Reporting Form and Volunteer Concern Reporting Form will be available at all times in the venue’s production office.
The Front of House and Back of House Show Report template will be emailed as a digital copy to all Front of House Coordinators and Technical Stage Managers.
Accident or Near-Miss Reporting: (an event that results in injury or ill health OR an event not causing harm but with the potential to cause injury or ill health)
Any person involved in or witness of an accident or near-miss is to complete an Accident/Near Miss Reporting Form, and give it to the Event Manager.
Event Manager is to ensure all completed report forms are given to the Frogman Production Manager (Joanna Morley) who will ensure this in Hull 2017’s log.
Safeguarding Incident Reporting (disclosures or suspicions of abuse)
Any person involved in or witness of a safeguarding incident is to complete a Safeguarding Incident Reporting Form and give it to the Event Manger.
Event Managers are to ensure all completed report forms are given to the Frogman Production Manager (Joanna Morley) who will ensure this is received by one of Hull 2017’s Safeguarding Leads.
Volunteer Concern Reporting
Any person involved in or witness to a volunteer incident is to raise their concern with either the Team Leader Volunteer (a volunteer) or the Front of House Coordinator, who are to give the person the option to complete a Volunteer Concern Reporting Form. The Team Leader Volunteer or Front of House Coordinator review the form & pass it to the Production Manager (Carys Tavener) who will pass it to Hull 2017’s Head of Volunteering or Volunteer Programme Manager.
Show Reporting

The Event Manager is to complete a Front of House Show Report and email it to the Production Manager (Joanna Morley).
The Production Manager adds all show reports to Hull 2017’s log.



Section 3 Artists

3.0	Overview and Contacts

Director 				Curious Directive		07725 115046
					Jack Lowe			jack@curiousdirective.com

Production Manager			Curious Directive 		07729 914179
					Rhys 				rhys@curiousdirective.com


Technical Stage Manager 		Eddie Elbourne 		07969 637723
		 							email@edelbourne.co.uk

Stage Manger				Jade Hunter			07807 861631
									jade-hunter@hotmail.co.uk

Duty Tech 				Alex Pullen 			0707753 911596
									alex_pullen03@hotmail.co.uk



3.1	Risk Assessments

Please see attached.

4.0	Volunteers

Sign in and out all Volunteers.

Pre-show
· X2 Volunteers on Entrance for Wayfinding, one with scanner for tickets, second guiding stairs or lift access.
· X1 Volunteer at the door greeting and handing out freesheets.
· X1 Volunteer nearer coat rails greeting and handing out freesheets. Holds curtain after briefing. 

During Show
· X1 Volunteer sat in performance (same as who held the curtain).
· X1 Volunteer holding any late comers. Venue Manger to work with them on this. Silent during performance 
· X2 Volunteers from downstairs to come to the FOH area at late comers call (7minutes after performance starts). Silent during performance. 

Post Show
· X1 Volunteer holding the curtain for egress (same as sat in performance).
· X2 Volunteers with clipboards and feedback forms.
· X1 Volunteer at the bottom door for final exit. To bring in the entrance banner if final performance of the day.


4.1	Audience Briefing 

· Explain Audience Seating Arrangement. 
· Demonstrate how to wear the headphones.
· Explain what the VR headset is.
· Explain adjustable Straps on headset.
· Explain location of focus button – you can wear glasses if they are varifocals.
· Leave headset on lap until instructed otherwise.
· Raise hand if there are any problems.
· Please switch off your mobile phone.
· Enjoy! 


4.2	Fire Safety

Frogman
Procedure for Event Manager in the event of an emergency evacuation

If you discover a fire
In the event of an emergency, do not panic. 

Inform venue staff that there is an emergency using the code word: “Mr Sands” for a fire, as “Mr Sands is in the house”. The word fire may induce panic.
Show-stop is required if the alarm sounds or the Venue’s Site Facilities Officer orders.

Enter the auditorium space, ensure houselights are turned on and stop any performance. Stand as fully visible to the audience as possible and make a clear and audible announcement instructing the audience to evacuate the building quickly and calmly. Enlist the company stage manager to evacuate the artists if necessary.

“Ladies and Gentlemen, due to circumstances beyond our control we are unable to continue with the performance. Please leave at once by the nearest available exit and assemble 
outside where?? Assembly Point.
Do not stop to collect any personal belongings. Thank you.”
Contact Venue Partner Staff and inform them of the emergency. Venue Partner Staff will assist with the evacuation of the audience. The Venue’s Site Facilities Manager will ensure that the suitable emergency services are summoned.
Doors should be closed, but not locked, after all have left the room.
Registers
Once in the Assembly Area:
Make yourself known to emergency services.
Ensure all are accounted for with Venue Partner Staff, Front of House Coordinator and Technical Stage Manager.
Venue Partner Staff will check the building before proceeding to the assembly area.
Front of House Coordinator to check QR Codes to account for audience members and volunteers against register when in designated assembly point.
Stage Manager to count artists and to check crew against register when in designated assembly point.
When it is safe to do so, contact Joanna Morley or Martin Atkinson to inform them of the evacuation. 

You will be informed by Site Facilities Staff when clear to return and address the public to inform them.

4.3	Lost Children and Children in licensed premises
The licensing authority considers the ‘Responsible Authority’ to be the Hull Safeguarding Children Board, which recognises children as all young people up until their 18th birthday.
All events have a maximum age restriction of 14. All children under 16 must be accompanied by an adult. 
A lost child meet-up point will be established Front of House with the Event Manager in the event of concerns being raised.
If you have concerns about a child or young person's safety: Police non-emergency 101; Emergency 999; Children's Social Care Access and Assessment Team - 01482 448 879; Children's Social Care Out of Hours - Immediate Help Team - 01482 300 304.
14
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