Hull City Hall – Welcome Information Sheet
Welcome to Hull City Hall - we hope you enjoy your visit and should you require any information or assistance please do not hesitate to ask a member of staff.

In the meantime please see below some contact details and basic information to assist during your stay. Please cascade this information to your company and crew members. A full information pack including information about local amenities can be found in the Company Production Office. 
KEY CONTACTS:

Theatre & Halls Manager
      
janice.wincott@hcandl.co.uk      01482 614311
(New Theatre, City Hall & TIC)

Front of House Team                   

Facilities Manager                       

lorna.weston@hcandl.co.uk         01482 614312


Facilities Officer

      
susanne.payne@hcandl.co.uk    01482 614314
Marketing Team

Audience Development Manager
joanna.baines@hcandl.co.uk      01482 614315
Programming and Events Officer
claire.balfour@hcandl.co.uk         01482 614316
Audience Development Officer
sarah.marsden@hcandl.co.uk     01482 614317
PR Officer



natalie.murphy@hcandl.co.uk     01482 614297
Box Office/TIC

Box Office/TIC Manager

kerry.cole@hcandl.co.uk               01482 615222

Box Office/TIC Officer


lucy.cousins@hcandl.co.uk          01482 615367

Box Office front desk (City Hall)




           01482 615368
Technical Team

Venues Technical Manager

tony.evans@hcandl.co.uk             01482 612858
Stage Manager


allan.green@hcandl.co.uk            01482 612987
Stage Manager


richard.mobbs@hcandl.co.uk       01482 612987
Deputy Stage Manager 

lee.greaves@hcandl.co.uk
           01482 612987
Multi Skilled Technician/Flyman
darren.sharpe@hcandl.co.uk        01482 612987
Chief Venues LX


anthony.neylon@hcandl.co.uk    01482 612987
Deputy Chief LX


ben.drury@hcandl.co.uk 

Administration/Finance Team

Service Support Officer 

cathy.mcleod@hcandl.co.uk          01482 614292
Service Support Officer

lisa.brewster@hcandl.co.uk 
 01482 614291
Service Support Officer

debbie.griffin@hcandl.co.uk 
 01482 614293
Catering

Catering and Hospitality Officer
vikki.knight-waller@hcandl.co.uk
 01482 614301
Production Office Backstage





01482 612994
CITY HALL RULES

The Company agrees to observe and abide by the following City Hall rules (not an exhaustive list but includes the following):

   a)
It is illegal to smoke anywhere on Hull City Council premises. Premises include all buildings, entrances to buildings and land adjacent to buildings owned by Hull City Council.

b)
No pets shall be brought into the City Hall without the prior consent of the Manager (except guide dogs).
c)
No persons apart from members of the company and crew may go into any backstage areas without permission. 

d)
No advertisement of any nature whatsoever may be exhibited on any scenery or effects or properties carried or worn or used in the production.
e)
A list of Company members to be given to the Duty Manager or Stage Manager.
f)
If possible, names of expected visitors/guests shall be lodged with the Duty Manager.

 g)       Dressing rooms should be vacated forty-five minutes after curtain down, failure to adhere to this may result in additional charges being incurred.  

h)
It is the policy of the Council that the practice of fly posting around the City is prohibited.  Contravention of this rule could render this contract void.

 i)
All crew and company must enter and leave the City Hall by the designated exits only. Emergency fire exits must never be used unless so directed in the event of a fire or other emergency evacuation.
BOX OFFICE INFORMATION

The main Box Office is  located beneath the City Hall in Queen Victoria Square.

The Box Office is open:

Monday to Saturday
10.00am to 5.00pm
Sunday


11.00am to 3.00pm
GENERAL ACTION IN THE EVENT OF FIRE

· If you discover a fire you should set off the alarm at the nearest available fire alarm point by lifting the plastic screen and pressing the button.

· Telephone the Humberside Fire & Rescue Service on 999.

· When the alarm sounds you should evacuate the building 

by the nearest fire exit as quickly as possible, without 

stopping to take equipment or possessions. 

LIFTS MUST NOT BE USED. 

· Do not attempt to fight a fire unless trained and competent to do so

The first priority is to raise the alarm and evacuate. 

· Proceed to the designated Fire Assembly Point:

Queen Victoria Square (Maritime Museum)
· Assembly points are indicated on Fire Action Notices throughout 

the building. Do not remain near the entrances of the buildings which have been evacuated; this can restrict the evacuation and hinder access for the Fire & Rescue Service.
· Do not re-enter the building until advised to do so by a senior member of staff or the Fire Service.
ACCIDENT/INCIDENT REPORTING

Any accidents/incidents/near misses must be reported immediately to a member of the City Hall Management team and an accident/incident form will need to be completed.
First Aid boxes can be found at the following locations: 

· Front Desk in Foyer

· The Box Office

· Backstage

· Mortimer Suite Desk

· Mess Room

Please sign one copy to acknowledge receipt of this information and retain the second copy for your reference, thank you.

Production/Event:………………………………………………………………………………..
Signed (Company Representative):……………………………………………………………

Print name:……………………………………………………………………………………….

Date:……………………………………………………………………………………………….
CE: Updated 11.03.16
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