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WEEKEND 
AND 
SUMMER WORKSHOPS

BOOKING FORM

Conditions of Hire
Hire fees:  Main studio £35 per day.  Stable studio £15 per day Mon-Fri or £20 per day at weekends
· The full fee must be received before your booking is secured.  Please make cheques payable to LADVAA c/o Workshop co-ordinator, Paddock Art Studios, Paddock Lane, Lewes, BN7 1TW.  You can also pay by BACS.  Contact the Workshop co-ordinator for details, or see on the website.
· All  hire or fee matters must be referred to the Workshop co-ordinator studiohire@paddockartstudios.co.uk.  

· The facilitator needs to make arrangements with the co-ordinator for obtaining the keys.
· Workshop facilitators and participants must have full or temporary LADVAA membership for insurance cover.  Annual full membership can be obtained by completing a membership form which can be found in the studio.  Temporary day membership costs £1.50 and must be entered in the Attendance Register by the facilitator on behalf of LADVAA.
· The Register has to be completed on the day of the workshop and returned with the keys.  All fees should be left with the register.  No cash, please makes cheques out to LADVAA.  These can be placed through the letterbox after securing the building.
What LADVAA expects of Facilitators

· The facilitator is expected to manage the studio with health and safety in mind.  This includes attending to e.g. spillage, heating, ventilation and to give clear instruction for the use of any machinery, equipment or materials including fixing art work outside the Studio space.
· The facilitator is expected to use the heating with discretion ie do not have the garden door open and the heating on at the same time.  Heating thermostat needs to be put back to 15 when leaving and all lights switched off and the garden door securely closed and locked.
· The facilitator should be informed on fire procedures and instruct participants, never allowing open flames or smoking anywhere within the Paddock Studios, including kitchen, toilet, stairs, etc.

· The facilitator must fully supervise a workshop to attend to hazardous situations and deal promptly with incidences.  A telephone is in the Studio and a basic first aid box is in the kitchen

· The facilitator is expected to care for the Studio.  All facilities, equipment and utensils to be left clean, washed up, stored and any damage reported in the Tutor’s book.  Only the Studio sinks must be used to wash e.g. paint from hands, brushes etc, not kitchen or toilet sinks.
· The facilitator is expected to ensure the participants remove their Artwork and all their belongings.  The Studio cannot be responsible for loss or any damage to their goods.

We hope you are happy with the above arrangements.  Please enter your details below.  Return one signed copy with the fee payable to LADVAA and retain the other for your reference.  To Workshop co-ordinator, c/o Paddock Art Studios, Paddock Lane, Lewes, BN7 1TW
Acceptance of LADVAA facilitator guidelines for Workshop
Workshop date(s):
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