ST. JOHN' S, SMITH SQUARE
LONDON SW1P 3HA
Patron HRH The Duchess of Cornwall

Administration: 020 7222 2168
Box Office: 020 7222 1061
Fax: 020 7233 1618

Website: www.sjss.org.uk
Email: info@sjss.org.uk

GENERAL INFRIRTION FOR CONCERT PROMOTERRZ@010

. John’'s, Smith Square is regarded, not only as
al so as one of London’'s major concert venues. Des
John's became knownt aacsl ' ,Qualelne ;Aenchley sb emaouse Queen
design of the new church, petulantly kicked over h

that!’

In 1941, fircbombs gutted the church and it stood open to the sky feemtwenty years. It was saved by the
determination and dedication of Lady Parker of Wad
money and restore the church to its former splendour, which was achieved by 1969. An opening recital was
givenby Dame Joan Sutherland and Richard Bonynge, who also gave a Twentieth Anniversary Recital in 1989 in
aid of the Organ Appeal.

Unli ke most of the major concert halls, St. John’s
undertake important deglopments to improve the facilities and maintain the building.

The fine acoustic at St. John’s is suitable for ne
it to accommodate anything from instrumental recitals to orchestra andrahithout losing its special
atmosphere of elegant intimacy. As Sir Hugh Casso

an event. To enter it, to enjoy its spaces, to listen to fine music is an experience not to be matched in
convent on al hal |l s. "

The Promoter of the concert is the person who signs the contract and has overall responsibility for it. The
t NEY2GSNI YIFe 6S + O2yOSNI YIyF3aISNE FINIA&adGaQ 3ISyi

Please read this information thoroughly before signing the contractd completing any enclosed forms.
Please also inform all those connected with the concert of any relevant informattontained within this
document Where an asterisk is shown (*), this indicates a charge which isdiste the end of this
document, please note that all charges are listed NET and VAT will be added.

APPLYING FOR A CONCERT DATE

To apply for a concert datmail (or write to)the
General Managempaul@sjss.org.gkwith full details of
the concert, your full contact details and prefed
dates.

CONTRACT

After a date has been confirmed in writing by the
Promoter, two copies of the contract are sent. Both
copies of the contract must be signed and returned
together with the deposit. Please make cheques
payable to ‘St. .JohOt hser & § LME '
be deducted from the final account. Al'l monies ar




bank charges due from foreign cheques or drafts are to be paid by the Promoter. An additional 10% of the
license fee maype levied for late payment of the deposiDnce the contract has been signed, the Promoter is
financially liable for all charges relating to the concert, including the costs involved in a cancelled concert (see
contract secti on esponsibilityltatake aitinsunaace 1© cosemahndrges duesin the event

of a cancellation.

SPECIAL LICENCES

St. John’' s dgeree florh Westmungted @ty Coancil. Special occasional licences are required for
performances involving naked flamsgenery and props. Subject to adequate notice, these can be applied for

by St. John’s, any charge being payable by the Pro

WITHHOLDING TAX FOR NRESIDENTS

Any payments made to any persons either directly or indirectly, as a result of the appearbartists not

resident in this country will be subjected to the deduction of WithholdingT20%6 at the time of printing.

This tax may not be applicable if the Promoter or artist is authorised by the Inland Revenue to operate the
Simplified Withholthg Tax System for Classical Music or if the Promoter has successfully applied to the UK Tax
Authorities for exemption by completing form FEU 8. An exemption certificate must be received by the Box
Office before the concert date. Booklet FEU 50 giveddedgo paying Foreign Entertainers Tax.

Form FEU 8 and Booklet FEU 50 are available fibtRC Residency For ei gn Entert ainer s
House, Merton Road, Liverpool L75 1BB. Tel: 0151 472 6488. Fax: 0151 472 6483. Further information can be
found on the Inland Revenue Website at: www.hmrc.gov.uk/feu/feu.htm

WORK PERMITS

It is the responsibility of the Promoter to obtain the appropriate work permits: applications should be made at
least eight weeks before the permit is required. Applicatiaomf® (WP3) and guidance notes are available by
visiting the website at:

www.bia.homeoffice.gov.uk/workingintheuk/ or by telepho0é14 274 3308r from UK Border Agency,

Sports and Entertainments Team, PO Box 3468, Sheffield, S3 8dfpleted applicatioforms should be

sent to: UK Border Agen¢yO Box 3973, Sheffield S1 9BH. General Work Permit enqislegshone: 0114

207 4074; email: wpcustomers@ind.homeoffice.gsi.gov.uk; address: Customer tGoeae, UK Border

Agency, PO Box 3468, Sheffiel8l 88VA.

PERFORMING RIGHTS SOCIETY FEES
Promoters will be charged 4.8%(*) on net Box Office income for programmes containing copyright
works/editions—subject to PRS Tariffs and appendices.

PROGRAMME APPLICATIONS

Programme applications are dealt with irder of receipt once the contract has been signed and only when

|l i sted on the programme application form provided.
within three weeks of the date of ddngeofpograanme.t St .

AUDIENCE CAPACITY

The audience capacity is 5&@hout the Gallery seating (less up td6use seats used). 500 seats are within

the central block, 6 of which are restricted view and are sold at the lowést pnd aroad the siles are 80
unreserved seats, all of which have restricted sight lines or no view. The Gallery seats 180, all seats have
restricted sight lines or no view, inging the total capacity to 76@ places are kept for wheelchair users and 8
seats for their cormpanions, if unused for this purpose they will be made available to the General Public. The
Gallery is only opened once all other seats have been sold(*). The Gallery cannot be opened to the public if it
contains any machinery or equipment; e.g. extratiigg or recording cables etc, or if any performers are

pl aced in the Gallery. Use of the Gallery for per
will be made for 10 or more musicians in the Gallery(*).



STAGE CAPACITY e
With the curiins closed, the maple wood stage
provides an excellent setting for recitals or for concerts
involving up to 45 players. With the curtains open and
optimum use made of the variable risers the stage
accommodates about 60 players, or combined
choral/orchestal forces of up to 85, on as many as six
different levels. Promoters who have not hired St. ]
John's before and are plpann |
over 60 performers, are requested to make an o i i

=] Line of curtain

appointment to view the stage area before signing the = = A

contractt Anaxi mum of 100 performers are per msttteddlohm'ss d
34 music stands, 2 conducter st ands, 90 orchestral chairs and a c
LIGHTING

The stage and house lights are controlled by the staffaf®.hn’ s and cannot be alter
secondary emergency lighting system is maintained whilst the public is on the premises. In the event of power
failure, the public must leave the building within 30 minutes, in accordance with Westminster GitgilCo
regulations.

ARTI STS' AREA

From September 2010 h e A r t wilsbelscated Mithe fmrmer Box Office ardaressingeoom space is

very limited. Please ensure that when more th25 performers are involved they are aware of this problem

and peferably come dresed for the concertThe staircase frothen e w A r t ileads diréctlyAoraetage
extension which connects with the main stagsll instruments and personal belongings are brought into St.
John’s at the ownére -doroirsk.in DRdhendtallleaowe artists’
unattended. Performers are requested not to block emergency exits and passageways with their belongings
and to |l eave the Artists’ Area cl eanoadqimd st.i dy.l e aSn
with therestaurant (020 7222 2779) if you would like refreshments provided for tea breakga will be

invoiced by the restaurait Food and drinks are strictly forbidden in the haRehearsals must finish one hour
before thestart of the concert, when artists are requested to clear the hall of all belongings, including
instrument cases. The doors open half an hour prior to the start of the performance.

HOUSE STAFF

St. John’'s provides a Hougdgthe
evening. Ushers are also provided. Promoters should bring thei
own programme sellers, who should be in the hall with the
programmes and a float, 45 minutes before the start of the concg
No commission is taken on sale of programmes. Pleaserdrar
to allocate seats for your programme sellers. If the gallery isin u
extra ushers are provided and extra programmes sellers will be
needed. If a page turner is required, please book this at least twyg
weeks in advance of the concert with tAeimnistration
Department*). Stage managers (to set up and clear the stage a
move music stands and chairs etc for rehearsals and performandes
are not provided- promoters should bring their own if required.

REHEARSALS

The hire fee includes one thrdeur rehearsal with one hour
setting up time. The Caretaker Duty Managewill be available to
assist with arrangements. Extra rehearsal time can be booked(*
For weekend rehearsals a form will be sent near the date,
confirming and detailing access toetbuilding. It is vital to adhere to ©Nick Adams



these arrangements. Hours before 9am or after 10pm are charged at a higher rate and only available by
speci al arrangement with St. John’ s.

PRECONCERT TALKS

Pre-concert talkg*) can be held in the Hefrom 6.30pm7.00pm for 7.30pm concertplease advise on the
schedule. If the start time of the concert is not 7.30pm please contact the Administration Department to
arrange a suitable start time for pi@ncert talks.

FACILITIES FOR DISABLED PATRONS
From the opening of the 2010/11 Season (mid Septen
users.

The main elements of the scheme involve the installation of a lift on the east side located in the sound room
(below the organ) toerve the gound, crypt (Box €@fice and restaurant) and concert levels. Bex Gfice and

main entrance foyer wild/l relocate to the current a
and orientation for all; adapted toilets will be providedtihe c¢cr ypt al ong with sever
artists dressing roora will relocate to the current Boxffize making the stage area more accessible as there

will be a dedicated staircase for artists with a doorway near the stage leading ordageesttension.

A platform lift situated by the stage will allow disabled performers to gain access to the stage level. This
scheme wil/l develop the access facilities for all,
in the UKWheelchair usershould contact the Box Office so that tickets can be allocatediialde positions.

There are two parking bays reserved in Smith Square for disabled badge holders.

St. John’'s is equipped with a-adusensd Quidé dogstare peomitted ins y s t
the hall. For Information on receiving the Diary in a Braille or CD format please contact the Administration
Department

RECORDING

Provided that arrangements comply with safety regulations and that the requestde on the Concert

Schedule, the following recordings of the concert can be made:

Private recording*) (including use of the Control Room if required)(*).

Commercial Recording of concét}.

Broadcast of Concert by BBC, Classic FM etc (invoicedtditee Recording Compang).

St. John’s does not provide any recording equi pmen
recording engineers. On no account are private recordings to be put to commercial use without liaison
between St . John’s and the recording company and agre

to photography and video (see below).

PHOTOGRAPHY, VIDEO FILMIREHEARSAL & CONCERT

Photography and videoing are only permitted with permissiondft St . John’ s and are to
Concert Schedule(*). On no account is the operator to move around during the concert and in the case of
photography, take photographs during the performance. Photographs may only be taken during audience
applause. Arrangements must comply with safety regulations. Violation of the above rules will result in loss of
facilities. TV and fil ming of concerts are not pe
diary.

PROMOTIONAL DISPLAY&H S CDS, BOOKS
A small display or point of sale may be arranged(*).



DELIVERY AND COLLECTION OF INSTRUMENTS
Delivery and collection times for all instruments and equipment (e.g. percussion, harpsichord, recording and
amplification equipment) must be regsted on the Concert Schedule. Instrument tuning times must also be

requested on the Concert Schedul e. St. John’ s mus
guaranteed. Firms and Promoters supplying instruments should provide sufficiemomar to move them in
and out of the hall, St. John’'s staff cannot assi s

immediately after the performance in order to avoid a storage charge(*).

RESIDENT INSTRUMENTS ;
A Steinway mode PianbiBavail&hte fochee ahd tL@edaJyw"a
Steinways on the day of the concert(*). An upright rehearsal piano is

available, without charge, for use in the dressiogm area only. The

Steinway piano can never be removed from the stage. The lid isnetto b |
removed. Preparation, change of pitch or unconventional playing of the = *
piano is not permitted, see contract section xxiii. Please contact the

Admi ni stration Offi cebyi’'f syeoruv irceeq ud ur
concert or a preehearsal tuning.

Summer of 1993 and is available for hire (tuning is included in the hire
fee)(*). For a full specification of the organ please contact the Administra
Office. The organ incorpates a TV monitor for the organist to view the
conductor.

The Continuo Organ owned by N. P. Mander Ltd is available for hire(*). The
charge includes one tuning and is invoiced by N. P. Mander. This organ can
be tuned to pitches A440, A415 and A430aB&especify the pitch on the
Concert Schedule.

Bookings for all the above instruments must be requested on the Concert g
Schedule.

© Newberry Smith
BOX OFFICE
The Box Office is fully computerised. Bookings may be made by MasterCard, Visa and Maéstt® maicbe
sold by the Promoter on a sale or return basis, subject to agreement with the Box Office. At least two rows at
each price must be kept for sale by the Box Office. Commission is charged on all gross tickdi>8éles a
minimum sum(*) whickver is the higher figure.
It is the Promoter’s responsibility to pay VAT on
and a cheque for the NET sum or notification of th
after the event. For all matters relating to tickets please telephone the Box Office on 020 7222 1061. A specific
Box Office information leaflet is available.
A Booking fee is charged to patrons as follows: £2.00 per transaction by telephone (£1.50 to Frignds o
John’s), £1.50 online booking fee per transaction.
Advance BookingThe Box Office is open for advance bookings from 8am (until 6pm on concert days)
Monday to Friday.
Weekday ConcertsAfter 6pm the Box Office s open f or personal callers fo
Box Office will close 30 minutes after the agreed, advertised, start of the concert.
Saturday, Sunday and Bank Holiday Concerts:
The Box Office opens one hour prior to the performancepfasonal callers for that concert only. The Box
Office will close 30 minutes after the agreed, advertised, start of the concert.

TICKET PRINTING
Ticket printing can onltckebpeceunmaytrbé chdnged aftér gubniidsibon oJ o h n
concert schedules.



CONCESSIONS AND REDUCTIONS

Concessions for NUS members, Senior Citizens, Students, Registered Unemployed, schoolchildren and patrons
with disabilities are allowed and take the form of any seat in the house reduced by either 10% or 2086 e

set lower price. Please consult the Box Office for further information. Concessions must be requested on the
Concert Schedule and printed in the monthly diary. Concessions cannot be offered after the monthly diary has
been printed.

City of Watminster ResCard Holders are entitled to 10% discount on a pair of tickets for any concerts. Friends
of St. John’'s are entitled to a week’s priority bo
Party bookings of 10 or more qualify fol@% discount. Subscription discounts for a series of concerts and any
special ticket offers must be agreed in writing with the Box Office and requested on the Concert Schedule to be
printed in the diary. Special discount offers cannot be added afteCtmecert is on sale.

TICKETS FOR COLLECTION
All tickets for collection before the concert, including press and guest tickets, must be left at the Box Office
not i n t he haatleastone hdur pridr o the perfornaneea

TICKET PRICE STRURE

Rows in the main body of the hall are divided as follows to accommodate a four, three or two tier price

structure. No deviation from these row divisions is allowed. The prices below are examples only.

Remember, these prices are examples orifo pice will be considered involving denominations of less then

50p. Gross figures do not allow for various 10% deductions, concessions if offered, the 15% Box Office
commission and PRS % charges. Also, seat hos. 2 & 25inrows S, T and X are resirantedselefor the

lowest price (included in unresezd capacity below). Seatsk2 are St. John’'s house
John’s discretion. Gallery tickets must not be pu
have been soldTicket prices cannot be changed once they are advertised in the monthly concert diary.

Price Structure A Seating plan
E-K top price 151  £20.00
A-D/L-R 2nd price 219 £16.00 B
S-X 3rd price 124  £14.00 - ‘
Unreserved lowest pice 86  £10.00 T
Total Gross  £9,120.00 E ’ pejeielolaloiulslelslalsle b L]
J u “u 2 lnlnuluunml|1|5l)
Gallery lowest price 180 £10.00 é’ < [oalolamlsisle sl o e [T
Total Gross  £11,920.00 N8 Sf bonEonOaoo0dgogngan
TP:"ZLZZZ BoooooooonooD -
Price Structure B — v lbelelelepllrle el el L L
A—K top price 235  £20.00 —O . R :
L-X 2nd price 259 £15.00 a R R RegSBRAReag s
Unreserved lowestprice 86  £10.00 - - [elelelelolala]ls]slelu]s]s]s]u]s
Total Gross  £9445.00 CP : S llsle
A Mulz.m a[ww|a]u[s[u[o]e]n]u]s]s]7]e] A
Gallery lowestprice 180  £10.00 e O———— |

Total Gross  £11,246.00 \ —/
L
O

= CURTAIN
Steps




Price Structure C
A-X top price 494  £15.00
Unreserved lowestprice 86  £10.00

Total Gross  £827000
Gallery lowest price 180 £10.00

Total Gross £10070.00

ST. JOHN'S CONCERT DI ARY

S . dpooduces an average MO0 copies of the monthly concert diary (subject to variation). The diary is
sent to the St. John’s Friends and Mailing List an
universities, businesses, record shops, mumsgsand art galleries etc. The diary is also sent to the press and
general media as well as publications offering a free listing service. Promoters should also send press releases
directly to the media to encourage press coverage.

Provided thatconcertéte dul es are received by the copy date, S
the diary. Failure to meet copy deadline could re
the right to make a charge per late concert sghke or correction(*).

Photographs may be included(*), depending on diary
diary entries.

ST. JOHN' S WEBSI TE

St. John's Concert Diary is publ i s iordodthe opening of publiwe b s i
booking. Our website also gives full i n{linebaokdngi on
facility with seat selection. All information from the monthly diary will automatically appear on the site,

including photographs, unless promoters advise us that restrictions apply to reproduction on the internet.

LEAFLETS POSTERS AND PROGRAMMES

The Promoter is responsible for producing leaflets, posters and programmes. The programmes may serve as the
publicity leaflet provided that all required wording is includeBroofs of all publicity material and programmes
YdzaG 0SS &dzo YA GGSR { Pleagdindte thepf&ilyreda corfiply Mith lthedelegu@tioris day

result in the loss of display facilities.

The following wording must be included in full on all advance publicity:

St . John' s, Smi tPBHASquar e, London SW1
General Manager: Paul Davies

Tickets £ ....., £...... £..... (concessions £......)

Booking opens.... (on the first weekday of the precedingpnth)

By telephone020 7222 1061

Onlinewww.sjss.org.uk

By PostPlease enclose SAE

Debit/Credit CarddMasterCard, Visa and Maestro accepted

Booking feeger transaction: £2.00y telephone/ £1.500nline

Advance Booking he Box Office is open for advarnmookings from 10ambpmweekdaysThe Box Ofte opens
at [..~..]on the dayfor personal callers for that concert only.

A Please insert time as one hour prior to start of concert if on a Saturday, Sunday or Bank Holiday, e.g. 6.30pm
for a 7.30 concertptherwise omit sentence.

The Restauran{& Bar)in the Crypt is open from [..A..]Tel. 020 7222 2779.



A Therestaurantopens at 5.30pm foweekdayconcerts, or 6pm foweekend/bank holiday concertd-or
concerts not starting at 7.30pm, pleaseconsultStJohn’' s Admi ni stration Depart
restaurant opening time.

St. John’s, Smith Square Charitable Trust, regi ste
3028678.

The following wording must be included irufl in the Concert Programme, or on the advance publicity if this
also serves as a programme:

Interval- 20 minutes (insert on programme page)

In accordance with the requirements of Westminster City Council persons shall not be permitiedrtstand

in any gangway. The taking of photographs and use of recording equipment is strictly forbidden without formal
consent from St. John’'s. Smoki ng i sntsare permitedromhiint t e d
the restaurant in the Gipt.

Please ensure that all digital watch alarms, pagers and mobile phones are switched off.

During the interval andfter the concert the estaurant is open for licensed refreshments and pastcert
suppers.

Box Office Tel: 020 7222 1061. Wehsite/w.sjss.org.uk.
For details of future events at St. John’s please

St. John’s, Smith Square Charitable Trust, regi ste
3028678. General ManagePaul Davies.

A If the Crypt is to be closed to the public after the concert for a private functionttiisrshould be stated
instead: herestaurant in the Crypt will be closed to the public after the concert.

LEAFLET DISTRIBUTION

St . J o h nide gletadsafeaffetrdistiibution companies. For further details pleaseacbtihe

Administration Department Bookings for any distribution package must be made at least two months prior to

the concert date.

Publicity leaflets can be insertedintheS John’' s mailing |ist, space pern
recommended size 1/3 A4 or A5.

Please ensure that leaflets and programmes are packed in boxes of no more then 10kg. If boxes exceed this
weight delivery will not be accepted.

Speca | i st target mail i ng | i s+ssbjecttoavailaelity.aRlensmntagtend t hr ou
Administration Departmentfor details (please note that in order to comply with the Data Protection Act, St.
John’s i s unabl diredthowitsnampep &ng comtactaletsols oéticket bookers, audience or
mailinglist members)

ADVERTISING

The Classical Music Guide London in the national press is used by all the major London concert halls. It is the
cheapest form of press advertisingdiis strongly recommended. This is an official and comprehensive listings
guide to classical music in London and if your concert does not appear under a particular date heading, the

public will assume that t her e giTheguide hgs e prdmmenthpasiticne at
within the Arts pages of three national newspapers and is invoiced bgiduartising agency Smart Arts
SolutionsLtd St . J o h Srhast Angthat ybu wiisimtd take part if you indicate this on the concert

schedule. After this it is your spansibilityto deal directly with Smart Arts



Smart Artawill contact you about four weeks before your concert and propose the standard entry on a schedule
together with a proof of the wording for you to check.
Your entryis charged by the line arttle netcosts(subject to increasedre currently as follows

Sunday Times cost per line  £24.00
Daily Telegraph costper line  £1800
Guardian cost per line  £1100

The number of lines you use is dependent upon your wor(timgre is a fixed number of characters per line) but
it is estimated that entries will require an average of six litvesi will also be required to make a contributio
towards the heading charge(®Whichwill be added to the Concert Return.

Caroline Grdsam at Smart Artsvill also be happy to discuss display advertising.
Smart Arts Solutionistd

7 Winchester Street

London, SW1V 4PA

Tel: 020 7636 919@mail: caroline@smartartssolutions.com

PROMOTERS’' —REQBIREDGMORMNG

Please note that the Gena Information is prepared one year in advance. Wording and facilities are subject to
change. Contracted Promoters will be notified by post of any chardesever, it is vital that Promoters check
with St. John's f or a neganddulamit g graof obahy pubbcitydniaterigl bedore djoinfy a ¢
to press to ensure that any new developments are taken into account.

THE RESTAURANT
The estaurant in the Crypt of St Ban ’ s . Th
is providedon an exclusive francée basis. Foryblic
concerts he restaurant must remain open to the

The following entertainmerrfacilities are availabl for
sponsors in Theestaurant in the Crypt.

Before the concert- Small receptions may be ny r -
possible in a sectionedff area. Maximum number of <= M==Ta i —
people: 50.

During the interval- approximately quarter of theestaurantcan be sectined-off for a reception. Maximum
number of people: 50.

After the concert—although normally open to the public, Thestaurantcan be closed for private receptions at

this time, provided that this is requested on the Concert Schedule in time to bespadlin the monthly diary

i.e. four months before the concert (cancellation fee(*) if facility subsequently not used). The following options
are available:

Drinks (with canapés /fogdmaximum 180 people

Stand-up Fork Buffet: maximum D7people

Sitdown huffet maximum 90 people

Formal waiterserved dinner: maximum 120 people

Up to 100 people for drinks only can be accommodated without having to close the Crypt to the public after the
concert.

For all of the above, theatering must be carried out byé restaurant which hathe exclusive contract for all
catering at St. John’ s. ewiRedistetd pleasé cogadie restatirant nensgero f me
Tel: 020 7222 2779



HALL ENTERTAINMENT

It is sometimes possible to use the back of Hal or Gallery for receptions (drinks & canapés). This will reduce
the capacity for audience seating. Plastic gl asses
you wish to discuss these options: 020 7222 2168.

PUBLIC TRANSPORT

Uderground: Westminster
(District, Circle and Jubilee lines); Victoria (District,
Circle and Victoria lines).

Buses: 3 and 87 to Millbank; C10 and 507 (limited
hours) to Horseferry Road; 88 to Marsham Street; 11,
211, 148 and 24 to Weminster Abbey.

British Rail: Victoria, Waterloo or Charing Cross.

CAR PARKING

St. John’s is within th -
Residents parking and parking meters are in operation durlng the day, Merfﬁlalyurday unt|I 6. 30pm In the
evenings and aveekends there is usually ample parking space locally. There is NCP parking in Greencoat Place,
car parking in Arneway Street and coach parking meters in Marsham Street.

There is no guarantee that parking will be available to artists or promoters is thea | | St. John’ s
is no reservatin system for spaces.
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