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Vision 
To create an organization which would facilitate a deep 
and lasting appreciation of all forms of the Arts among 

all sectors of society and promote the nurturing and 
development of excellence in the Performing Arts.
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1.0 BACKGROUND

The Ministry of The Arts and Multiculturalism was established 
in May 2010 through an amalgam of several entities.  These 
included:

•	 The Culture Division of the former Ministry of Community 
Development, Culture and Gender Affairs

•	 The National Museum and Art Gallery

•	 The National Archives

•	 The National Library and Information System Authority (NALIS)

•	 The National Carnival Commission of Trinidad and Tobago (NCC)

•	 The National Academies for the Performing Arts (NAPA – North 
and South)

•	 The National Theatre Arts Company

•	 The National Trust

•	 Queen’s Hall

•	 Trinidad and Tobago National Steel Symphony Orchestra (NSSO)

•	 Naparima Bowl

•	 Archaeological committee

•	 Carnival Institute

The National Museum and Art Gallery, the National Library and 
Information System Authority, the National Archives and the 
National Trust were subsequently removed from the Ministry in 
July 2012.

The Ministry of the Arts and Multiculturalism is tasked with the 
provision of:

1. Preparing and implementing a multiculturalism policy

2. Preserving and developing diverse cultures including the 
creative and festival arts

3. Facilitating the development of the creative economy.

As a result the Ministry’s core activities fall under several pillars 
of the government’s framework for sustainable development.  
They are as follows:

Pillar I People Centred Development

Pillar 4 Information and Communication Technology

Pillar	5	 A	more	diversified	knowledge	intensive	economy	 
  – Building on the native genius of our people

Pillar 6 Good Governance – People participation

Pillar 7 Foreign Policy – Securing our place in the world

The underpinning core values of the Ministry of The Arts and 
Multiculturalism and the philosophy of the government have guided 
the development of the Rates/Booking Policy for State owned 
Performing Arts Institutions in Trinidad and Tobago. 

2.0 PURPOSE

This Policy therefore seeks to guide the development of Rates 
Policies and Fee Structures for the following Institutions:

•	 The National Academies for the Performing Arts (NAPA – North 
and South)

•	 The National Carnival Commission of Trinidad and Tobago (NCC)

•	 The Naparima Bowl

•	 Queen’s Hall

The Ministry of the Arts and Multiculturalism is of the belief that 
combining a business approach to the establishment of rates 
for services and use of the facilities, with the philosophy of 
ensuring access to all sectors of the community, would allow 
both wider usage of the facilities and services as well as permit 
increased income-generation.

3.0 VALUES FRAMEWORK

KEY PRINCIPLES

Users	benefit	from	a	Rates	Policy	which:

•	 Allows access to all sectors of the National community

•	 Ensures fairness, transparency and accountability in all Customer 
transactions

•	 Allows for the creativity of clients within the framework of the 
laws of Trinidad and Tobago.

•	 Acknowledges, strengthens and fosters the spirit of unity in diversity

•	 Supports the showcasing of our creative products/services to the 
National community and the rest of the world.

•	 Supports the generation of sustainable livelihood for persons 
directly involved in the Performing and the Visual Arts 

4.0 RATIONALE

The	development	of	the	Rates	Policy	for	Queen’s	Hall	reflects	
therefore the underpinning core values of the Ministry of The Arts 
and Multiculturalism and the philosophy of the government’s 
framework for sustainable development.

The objective of this policy document is to establish a rationale 
for the rental of Queen’s Hall to facilitate orderly management 
and to provide for: 

•	 The	determination	of	priority	usage	based	on	identifiable	
categories of users 

•	 A transparent booking system in which producers have a 
minimum of seven (7) months’ notice in advance of their 
confirmation		

•	 A	flexible	booking	system	which	allows	for	unscheduled	bookings	
of three to four days, up to one month in advance, in the case 
of vacant days or unexpected cancellations by clients for whom 
bookings had already been approved

The Rates Policy for Queen’s Hall stipulates the facility’s 
application/booking procedure and current rental fees for 
prospective and current users.  The document also includes 
the institution’s policy on waivers, refunds, cancellations as well 
as the Technical and General Information which governs the 
use of the facility. The categories of users and the rationale for 
priority	usage	are	clearly	defined	so	as	 to	give	a	transparent	
idea of how rates are determined and dates are allocated.

QUEEN’S HALL
BOOKING POLICY
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5.0 PRIORITY USAGE

Queen’s Hall is the major facility in the country for the 
presentation of the performing arts. The priority use of the Hall 
is therefore intended for events in the performing arts. The 
Hall has also been used for non-performance events such as 
awards ceremonies, seminars, and meetings by a range of 
users.  The Hall will therefore continue to be made available for 
these purposes as a secondary activity. 

The events for which the Hall is available are in order of priority 
as follows: 

1. Events in the performing arts which require the full use of the 
hall’s	theatre	facilities	and	technical	equipment	specifically	
aimed and designed for artistic performances e.g. large scale 
productions. 

2. Non-Performance Events which may require use of the 
equipment of a modern theatre facility.   

3. Non-Performance Events of cultural organizations.  

4. Non-Performance Events of non-cultural organizations. 

5. Non-performance events of commercial organizations 
which can be accommodated in the hall itself, if there are 
no competing demands for that day from any of the higher 
priorities.

Some non-performance events may include events which use 
the foyer only.

Detailed below is a sample of events and the applicable 
categorization:

6.0 USERS

The following groups are the categories of potential users: 

a. Performing Arts Groups involved in Theatre, Dance, and Music.  
These	 are	 productions	 for	 which	 Queen’s	 Hall	 was	 specifically	
designed.

b. Non-Profit Organizations are groups of an academic, social, 
cultural or religious nature which use their funds for achieving 
the goals of the organization and are part of a recognized 
and	 registered	 non-profit	 agency.	 Example:	 Schools,	 Churches,	
Welfare Groups etc. 

c. Ministry Groups are divisions, departments, and organizations 
under the Ministry responsible for Queen’s Hall. 

d. Government Organizations are Ministries and Organizations which 
form part of the public sector.

e. Corporate and non-corporate users are users that do not fall into 
one of the above groups.

7.0 SCHEDULING GUIDELINES 

7.1 The General Manager at Queen’s Hall shall be responsible 
for	 the	 finalization	 of	 the	 Bookings	 Schedule.	 The	 Rates	
Policy clearly spells out the guidelines under which 
requests for waivers are eligible for consideration or 
granted.  Additionally the Bookings/Marketing Committee 
is expected to contribute to the conceptualization of new 
ideas and act as auditors of the Bookings System.  This 
would ensure that the system operates as envisioned and 
that the necessary controls are in place.

7.2 The Ministry under whose portfolio Queen’s Hall falls is 
required to advise the General Manager at least seven 
(7) months in advance of the date on which the Hall is 
required.

7.2 The overall booking picture should show a balance among: 

a. Dance, Music, Theatre etc.,

b. Events which are season dependent, e.g., leading musical 
groups  which traditionally host Christmas concerts. Where 
there is an interest by both groups for the same time, the 
group that got the prime time the previous year will yield to 
the competing group. 

c. Events	staged	by	profit	and	non-profit	organizations	

8.0 BOOKING GUIDELINES 

8.1 All applications for let of Queen’s Hall must be made in 
writing or via email addressed to the General Manager. 
Application for the booking of Queen’s Hall must be made 
between seven (7) months and twelve (12) months prior to 
the date required.

8.2 The receipt of an acknowledgement from Queen’s Hall 
does not constitute an acceptance of the application.

8.3 Scheduling of bookings will run independent of the calendar 
year.

8.4 Clients would be informed on the status of their applications 
seven (7) months in advance of the date of their application. 

EVENT CATEGORY

Drama 1

Calypso 1

Dance 1

Musical (Vocal, Recital, Operatic Music, Steel-
pan Jazz etc. )

1

Videotaping  (of band performances for 
promotional videos which use full technical 
facilities)

1

Awards Ceremony (Cultural Organisations) 2

Film Showing 2

Awards Ceremony (Non-Cultural 
Organisations)

3

Meetings (AGMs, Town & Staff Meetings, 
Conferences)

3

Company Product launch 4

Quiz/Contest 4

Wedding Reception 5
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8.0 BOOKING GUIDELINES (cont’d)

8.5 The Ministry responsible for Queen’s Hall is required to submit 
requests for bookings no later than seven (7) months prior to 
the date required

i. Government Organizations

	 Bookings	will	be	on	a	first	come,	first	served	basis	and	subject	
to the priorities and balance stated above.  

ii. Commercial Groups

	 Bookings	will	be	on	a	first	come	first	served	basis	and	subject	
to the policies that apply for rental to all agencies. 

9.0 PROCEDURE FOR APPLICATIONS FOR LET

9.1 All applications for rental of the Hall must be submitted in 
writing or via email.  Applications must be addressed to 
the General Manager and can be sent between seven (7) 
months and twelve (12) months prior to the date required.

9.2 Applications will be acknowledged in writing or via email by 
the	Bookings	Officer.	The	receipt	of	an	acknowledgement	
for let of Queen’s Hall does not constitute acceptance or 
approval of the application by Queen’s Hall

9.3 The	Bookings	Officer	will	complete	 the	first	assessment	of	 the	
application and forward it to the General Manager with a 
recommendation for action based on the application of 
policies e.g. event type, organization type and available dates. 

9.4 If the application is approved by the General Manager, the 
Bookings	Officer	will	send	to	the	client	the	letter	of	approval	
detailing the rental charges and the payment schedule 
along with the relevant technical forms 

9.5 If the application is not approved, the Client will be so 
advised in writing.  Should the required dates subsequently 
become available due to cancellations, the client will be 
contacted to ascertain their interest in booking these dates.

9.6 Application forms can be placed in the following 
categories:

i. Standard Applications

ii. Special Applications

i. Standard Applications

 Standard Applications can be submitted between seven 
(7) months and twelve (12) months in advance of the 
date requested.  Applicants will be informed seven (7) 
months prior to the requested date as to the status of their 
application, i.e. whether their application was approved or 
not.  This will be done either via an approval letter which will 
contain the payment schedule for the Client or via a letter of 
non-approval.  Clients will be allowed up to one month from 
the	date	of	the	approval	letter	to	confirm	their	booking	by	
payment of 20% of the total rental fee and returning of their 
signed contract. If any of these conditions are not met the 
date(s) may be placed back on the open market.  

ii. Special Applications

 Special Applications are applications that fall outside of the 
one (1) year period.  These applications, in excess of one 
year of the required Booking date, WILL be acknowledged 
and the requests will be considered taking into account the 
following factors– 

1. A request from a foreign touring company or individual 
which requires a very long lead time to synchronise their 
performances in several countries.

2. A request from a company or individual which requires 
to contract elements from different countries.

3. A	request	from	any	company	whose	application	satisfies	
some elements of the criteria mentioned above.

10.0 RENTAL RATES

10.1 A Rental Rate will be charged to each Client of Queen’s 
Hall according to the current Rental Rate Schedule (See 
Rate Card)

10.2 Clients will have the responsibility of providing information 
regarding their event in a timely way to the Queen’s Hall 
management.  The Client is required to meet with the 
Queen’s Hall management (at least thirty (30) days in 
advance) so that an invoice estimate of variable production 
costs can be provided.  The variable production costs will 
be due three weeks prior to the event.

10.3 The external areas and foyer are available for rental 
separately at the discretion of the Manager and Board for 
events	which	are	in	keeping	with	the	priority	areas	defined	
by Queen’s Hall. The rental rates are detailed in the rate 
card attached.  

11.0 THE USER’S RESPONSIBILITIES

The user’s responsibilities are to:

•	 Pay	the	rental	fees	in	accordance	with	the	specified	rates

•	 Undertake and manage all matters relating to the staging of 
their event

•	 Ensure that the maximum number of persons attending at the 
venue for the purposes of their event does not exceed 764, 
which is the Hall’s maximum audience capacity

•	 Comply with all applicable laws, rules and regulations (including 
those relating to copyright and performing rights, noise pollution, 
food	handling,	alcohol	control,	discrimination,	waste	and	fire	
safety, for example where pyrotechnics are involved)

•	 Secure at its own cost all relevant and necessary licences, 
clearances, approvals, permits and consents to enable the 
event to take place at the venue

•	 Use the venue for no purpose other than to stage their event

•	 Remove all property and equipment brought into the venue 
for their event by 12:00 midnight on the last day of the event. If 
the User fails to comply with this obligation, Queen’s Hall will be 
entitled to remove such litter, equipment and property and the 
User shall meet the reasonable cost of such removal

•	 Comply with all reasonable health and safety requirements and 
take all reasonable precautions to ensure the safety of all those 
attending or working at their event 
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11.0 THE USER’S RESPONSIBILITIES (cont’d)

•	 Pay to Queen’s Hall, additional fees in cases where the size and 
particulars of the event require additional security for the event

•	 Pay to Queen’s Hall the costs of making good all damage to 
the venue which may have been caused by the User during the 
period of use which is not covered by insurance   

•	 Submit to Queen’s Hall a plan of the intended layout for their event

•	 Ensure they do not obstruct or allow to be obstructed any exit, 
passageway or other access to or from the venue

•	 Ensure they do not make any permanent structural alterations 
or additions to the venue without the prior written consent of 
Queen’s Hall;

•	 Notify Queen’s Hall immediately on becoming aware of any 
serious accident, injury or damage occurring within the venue

•	 Comply with Queen’s Hall’s rules and policies and carry out and 
observe all directions as may reasonably be given  by Queen’s 
Hall’s General Manager or designated  representative

•	 Designate a person to liaise with Queen’s Hall prior to and during 
the event

•	 Ensure that all participants and attendees leave the venue by 
no later than 12 midnight on the day of the event

12.0 DEPOSITS / PAYMENT

12.1 A Reservation deposit of 30% of the Rental Rate will be 
required	to	confirm	a	booking	twelve	(12)	months	prior	to	
the date of the event, payable on signing of the letter of 
agreement within 30 days after the date of the approval 
letter. A further 20% of total rental fee is required six (6) 
months prior to the event and the balance of the rental 
fee plus the cautionary deposit one (1) month before the 
load-in date.

12.2 If the contract is not executed as indicated above, the 
rental date will be considered “open” and the Queen’s 
Hall	management	will	 attempt	 to	 fill	 that	date	along	 the	
same priority criteria.

12.3 If there are still open spaces for bookings then these 
bookings	will		be	granted	on	a	first	come	first	served	basis.		
Applicants will be required to pay the full rental fee and 
cautionary	deposit	immediately	on	confirmation.

13.0 CANCELLATION/CHANGE OF DATES

13.1	 The	Queen’s	Hall	General	Manager	must	 be	notified	 (by	
letter, email, fax) promptly of requests for cancellation.  
Failure to properly cancel an event may result in the 
forfeiture of the reservation deposit. (see refund schedule) 

13.2 The Manager should be advised of all requests for 
cancellation or change of date or user.

13.3 Queen’s Hall will advise potential customers of the 
availability of the cancelled dates, by email and other 
personal contact.  Consideration will also be given to 
previous	applicants.		The	Bookings	Officer	will	develop	and	
continuously update an email database of clients.

13.4 Extenuating circumstances leading to cancellation by 
Queen’s Hall (states of emergency, national disasters) will 
result in total refund to the client. Extenuating circumstances 
on the client’s part (death of producer, non-arrival of 
performer) will be submitted to the Board for consideration 
for full or partial refund. 

13.5 Previous unsuccessful applicants should be informed that 
the requested dates are available.  If no interest is shown, 
the dates will be returned to the open market.

14.0 REFUND SCHEDULE

14.1 Refunds for cancelled reservations will be issued according 
to the following schedule: 

•	 Cancellations made eleven (11) to seven (7) months prior 
to the event will incur a Cancellation fee of 80% of the total 
required deposit

•	 Cancellations made six (6) to two (2) months prior to event 
will incur a Cancellation fee of 90% of the total required 
deposit

•	 Cancellation made within one (1) month prior to the event 
will be refunded the cautionary fee only.

•	 A change of date may be treated as a cancellation and a 
penalty applied on a case by case basis depending on the 
circumstance.

15. WAIVING OF FEES

15.1 The Board of Management of Queen’s Hall may waive 
any/or all rental fees and other charges for rentals of the 
facility in the following instances:    

1. If the event is sponsored or co-sponsored by the Queen’s 
Hall Board and the Board obtains clear, measurable 
benefits	from	the	event.	

2. If the event is sponsored by the Ministry responsible for 
Queen’s Hall, its departments and related organizations, 
or any other governmental agency approved by the 
Minister responsible for Queen’s Hall. Such a waiver may 
be granted subject to the approval of the Minister.   A fee 
waiver application must be submitted. 

3.	 If	the	event	is	organised	by	a	bona	fide	non-profit	
organization which allows the Board to offer a unique and 
beneficial	service	that	enhances	its	social	responsibility.

4. If the event is organised by the Patrons of Queen’s Hall or 
other support groups.

5. If the event is being sponsored by other governmental 
agencies.		Additionally,	this	must	also	be	an	official	
government function.

15.2 An application for fee waiver must accompany the 
application for Use of facility.

16.0 TECHNICAL SUPPORT AND PREPARATION

16.1 Thirty (30) days prior to the event, the Queen’s Hall 
management will provide an estimate of the variable 
Production Costs associated with that event which will be 
based on information provided by the Client. 

16.2 The client is required to submit a list of all performers and 
back stage crew fourteen (14) days before load-in. 
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16.0 TECHNICAL SUPPORT AND PREPARATION (cont’d)

16.3	 Proper	notification	must	be	given	two	weeks	before	load-in	
to the Technical Coordinator, so that technical staff can be 
rostered to ensure that the Client’s technical requirements 
can be met.

17.0 DATE/CHALLENGE

17.1 The Bookings/Marketing Committee will monitor and adjust 
the bookings to resolve challenges to booking dates. 

17.2	 	 The	Queen’s	 Hall	 Board	 is	 the	 final	 arbitrator	 in	 cases	 of	
conflicting	interest.

18.0 LICENSES

18.1 Clients shall assume all costs arising from the use of 
patented, trademarked, franchised or copyrighted music, 
materials, devices, processes or dramatic rights used or 
incorporated in the event which are outside the remit of 
the Copyright Organisation of Trinidad and Tobago. Clients 
are also required to show evidence of all licences for events 
held on Queen’s Hall’s grounds.

19.0 RECORDING

19.1 Clients are required to indicate in writing any proposed 
recording of their event for archival purposes.  Archival 
recordings made by the Producer would not incur a fee 
for use of the facility.  All other recordings (audio, video) for 
promotional or commercial purposes incur a fee for the use 
of Queen’s Hall’s facilities.  (See Rate Card) Please note that 
the rights to the recordings will remain with the Producers of 
the show. 

20.0 EVENT PROGRAMMES

20.1 Clients are required to provide two copies of each 
programme for events staged at Queen’s Hall for archival 
purposes at least fourteen (14) days in advance.

21.0 SPECIAL GUESTS

21.1	 Queen’s	 Hall	 must	 be	 notified	 at	 least	 two	 (2)	 weeks	 in	
advance of special invited guests, in particular the Head of 
State and the Head of Government.

22.0 USE OF FACILITIES BY POLITICAL & RELIGIOUS ORGANISATIONS

22.1 The Queen’s Hall Management reserves the right to refuse 
bookings for the Hall for political meetings by any politically 
affiliated	 groups.	 If	 the	 booking	 is	 made	 by	 an	 external	
group and it is subsequently learned that the booking is 
for a political meeting, management reserves the right 
to cancel the booking forthwith without recourse for any 
refund of monies already paid.

22.2  Queen’s Hall will accept bookings submitted by faith-
based groups except where the booking is for a religious 
ceremony or service.

23.0 RIGHT OF RATE AMENDMENT

23.1 The Queen’s Hall management reserves the right to change 
and amend the Usage Policies, Rental Rules, Regulations 
and Rates at any time. Changes in policy will go into effect 
immediately. Events scheduled within one hundred and 
eighty (180) calendar days of such changes in rental rates 
will be assessed fees for services according to the schedule 
in effect at the time the Client’s application and cost 
estimates were completed.  

23.2 Events falling outside the one hundred and eighty (180) 
calendar	day	limitation	will	be	notified	of	and	be	subject	to	
the amendments and alterations. In all cases, the Queen’s 
Hall’s management will work to alleviate undue hardships 
caused the Client by these changes and amendments. 

24.0 TECHNICAL & GENERAL INFORMATION

24.1 INTRODUCTION

 This Section provides Clients with technical and general 
information relevant to operations at Queen’s Hall. Clients 
are requested to comply with all regulations as stated. 

24.1.1 CRITICAL REQUIREMENTS

1.  Technical Information Sheet – Clients must complete 
this form advising the Technical Coordinator of their 
requirements for lighting, sound, stage, etc., two (2) 
weeks before load-in. Stage measurements and 
other technical information will be made available 
upon request by the Technical Coordinator.  

2.  Rehearsal and Performance Sheets (R&P) – Clients 
must sign a completed R&P Sheet for each 
rehearsal and/or performance. 

3.  Listing of Personnel – Clients are required to provide 
a listing of all personnel entering backstage 
(performers, technical crew etc.), to the Technical 
Coordinator two (2) weeks before load-in.

4.  The production’s Stage Manager is responsible for 
securing all valuables brought into the Hall.

24.2  DISCLAIMER

24.2.1 Queen’s Hall is not responsible for the provision of 
a Production Stage Manager, Audio Engineer or 
Lighting Designer. If an employee of Queen’s Hall is 
hired in this capacity it must be clearly understood 
that this is a private arrangement.  In the event 
such an arrangement exists, Queen’s Hall absolves 
itself from any dispute or disagreement between 
the Queen’s Hall staff member operating as 
Production Stage Manager, Audio Engineer or 
Lighting Designer for the production and the 
Producer of the event. 

24.2.2 Queen’s Hall recommends that if one of its staff 
member is retained by a producer to design the 
lighting or design/engineer the sound or to manage 
the stage operations, a contract between both parties 
detailing objectives, outcomes and expectations 
should be agreed upon prior to load-in.
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24.3  TECHNICAL SUPPORT

24.3.1 STAGE MANAGEMENT

1. Queen’s Hall will provide the services of one (1) 
Stage Manager who shall be primarily responsible 
for stage managerial functions pertaining to the 
Hall’s equipment.  The Producer is required to 
provide at least one (1) Production Stage Manager 
from the Company.  This Production Stage Manager 
shall be required to call the show from the theatre’s 
Stage Manager’s desk.

2. The Production Stage Manager and Queen’s 
Hall’s Theatre Stage Manager, or designated 
representative, are required to be present at ALL 
rehearsals and/or performances.

3. The Production Stage Manager or Queen’s 
Hall’s Theatre Stage Manager, or designated 
representative, must be present on stage and in 
communication with backstage areas during ALL 
performances, run-throughs, technical rehearsals 
and dress rehearsals. Only the designated 
Production Stage Manager shall call the cues for 
a production. The Production Stage Manager 
is required to countersign the Rehearsal and 
Performance Sheets on every occasion and to 
submit this form to Queen’s Hall’s Stage Manager. 

24.3.2 LIGHTING

1. Queen’s Hall provides the services of a lighting 
technician. Should the Producer provide a Lighting 
Designer, the designer(s) hired by the Producer 
must be present during load-in and supply to the 
Hall the following: cue sheets, focus charts, hook-
up charts, light plot, magic sheet, patch chart, 
shop order and track sheets for execution of such 
design(s). 

2. Queen’s Hall suggests that discussions should 
take place between the Lighting Designer and 
the Producers regarding any adjustments to the 
lighting design for recordings.  Altered lighting may 
be necessary in certain circumstances (adjustment 
of the basic design).  

3. The Lighting Designer SHOULD	be	present	at	the	first	
public performance. 

24.3.3 AUDIO

1. Queen’s Hall provides the services of a Senior 
Audio Technician who directs the other Queen’s 
Hall Audio Technicians.  Producers are permitted 
to engage the services of an Audio Engineer 
but they must inform the Queen’s Hall Technical 
Coordinator or the designated representative two 
(2) weeks in advance.

2. When a musical band is hired to perform on stage, 
a rider must be submitted two (2) weeks prior to 
load-in.   

3. Should the company’s production require the use 
of an audio playback media, such media must 
be supplied to the Hall’s Audio Technician in a 
sequenced digital audio CD format on or before 
the day of load-in. This apparatus shall be returned 
to the Company’s producer or the producer’s 
Stage Manager before or at load-out. 

24.3.4 TELEVISING, FILM RECORDING & PHOTOGRAPHY

1. The use of photographic and/or recording 
equipment in the theatre is strictly prohibited 
EXCEPT where a letter stating the reason for the 
recording is submitted requesting permission and 
permission is granted from Management.

2. Once approved, the Client must make available 
to the Technical Coordinator all information 
regarding recordings. e.g. 

•	 The recording engineer 

•	 The recording company

•	 Number of cameras 

•	 Personnel and equipment coming into the hall

3. All preparation for recordings SHOULD be 
completed one hour before the start of the event.

4. If videotaping is done at a rehearsal or special 
performance the following conditions apply: 

(a)  Queen’s Hall shall be given at least one (1) week’s 
prior notice.

(b)		The	filming	shall	take	place	between	the	hours	of	
10.00 a.m. and 11:30 pm.  Thereafter, the overtime 
rate shall apply.  

NB:  The Queen’s Hall technicians must not be 
approached to record or film any production 
without the permission of the Manager.

5. Filming during a rehearsal:

(a)  The Producer shall give Management twenty-
four (24) hours notice	before	the	filming	or	taping	
and prior to a weekend, forty-eight (48)  hours 
notice. 

(b)		If	the	time	of	filming	or	taping	is	changed,	the	
Producer shall notify Management of such change 
and of the rescheduled time.

6.  Filming at performance(for news clips/footage):

(a)  Filming,Taping may be for only one half (1/2) 
hour of footage

(b)  Management shall be given one week’s 
notice.
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7. Filming for archival purposes:

 Notwithstanding the Producer, Queen’s Hall 
reserves the right to reproduce in any media, any 
rehearsal or performance for archival purposes.  In 
this respect, Queen’s Hall shall:

(a)  Inform the Producer of the purpose of the 
reproduction and  obtain his or her consent in 
writing.

(b)  Do the reproduction during regularly scheduled 
rehearsal,

   OR

(c)  Give the Producer/Director twenty-four (24) 
hours’ notice of each performance or rehearsal 
to be reproduced and 48 hours’ notice prior to a 
weekend.

8. Filming for Commercial purposes:

 All the conditions relating to a reproduction for 
archival recordings apply. 

9.  Filming for a Live Broadcast:

 Management must be given twenty-four (24) hours’ 
notice and 48 hours’ notice prior to a weekend

24.3.5  AUDIO & VIDEO RECORDINGS 

 Clients may make audio and video recordings 
of a performance providing the Hall is given one 
(1) weeks’ prior notice.  In this event additional 
charges will apply as follows: 

•	 Promotional audio & video recordings $1,500.00 

•	 Commercial audio & video recordings $3,000.00 

•	 Archival audio & video recordings No charge 

 For a live broadcast the following regulations 
apply:

(a)	 The	Producer	shall	pay	to	Queen’s	Hall	a	flat	
fee	in	the	sum	of	twenty-five	hundred	dollars	
($2,500.00)	and	five	hundred	dollars	($500.00)	per	
broadcasting agency.  

(b) For news coverage there is no charge.

24.4 LOAD-IN / LOAD-OUT

24.4.1 LOAD-IN

(a) The Producer shall send a representative at 
an	 agreed	 time	 on	 the	 first	 day	 of	 rental	 to	
verify with the Technical Coordinator, or his 
designated representative, the condition 
of	 the	 Theatre	 and	 on	 the	 day	 of	 its	 final	
production, prior to load-out, to verify whether 
any damage was done to the Theatre.  The 
Technical Coordinator will arrange for a walk 
through on each occasion. 

(b)	The	load-in	shall	take	place	on	the	first	day	of	
rental of the Theatre. No construction of the set 
or sets or any part thereof shall take place on 
the	 stage	 floor.	 	 However,	 the	 Producer	may	
assemble such set or sets in an appropriate 
place and under the supervision of the Hall’s 
personnel. 

24.4.2. LOAD-OUT

(a) All equipment, scenery, costumes and make-
up brought in for the production and not owned 
by Queen’s Hall must be removed forthwith on 
the	final	day	of	rental	of	the	Theatre.		Removal	
must	be	completed	by	12:00	midnight,	a	fine	in	
the sum of one thousand dollars ($1,000.00) per 
day or any part thereof shall be incurred until 
they are removed. 

(b) If the Client remains in the building beyond 
12:00 midnight, security fees will be deducted 
from the cautionary fee by the hour or any part 
thereof.  

(c) The Management of Queen’s Hall reserves the 
right to stop the Client’s event if it runs beyond 
11:00pm	 of	 the	 final	 night	 of	 the	 Client’s	
occupancy of the Hall.

(d) Queen’s Hall is not responsible for items left on 
the	premises	after	the	final	day	of	rental.

(e) In addition, without prejudice to the Hall’s right 
of	action	for	the	recovery	of	any	fine	incurred	
by the Producer concerning the items, they 
(the items) shall become the property of the 
Hall if they are not removed within 30 days of 
the	above-mentioned	final	day.

24.5. DUTIES OF THE PERFORMER AND CREW

24.5.1 MANAGEMENT’S EXPECTATIONS

 Queen’s Hall expects the producers, performers 
and crew to:

(a)  Respect the physical property of the Theatre;

(b)  Abide by the Rules and Regulations of the Theatre. 
(Refer to the Management Rules for Queen’s Hall).

24.5. 2 REHEARSALS 

(a) All rehearsals shall be conducted during the hours 
of	8.00	a.m.	and	11:30	p.m.			Of	the	above	fifteen	
and a half (15 ½ hours) the Hall’s crew shall be 
available for a maximum of eight (8) hours per 
day.  Should the Producer require the services of 
the Hall’s crew beyond their eight-hour shift, with 
the approval of Management and the availability 
of the technical staff, the prevailing rate of 
overtime per hour will apply.  If incurred, this will be 
deducted from the Cautionary Deposit or paid by 
the Producer.  
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24.5. 2 REHEARSALS (cont’d)

(b) Should the Producer and/or Stage Manager call a 
rehearsal that is not scheduled in the contractual 
agreement with the Hall, or if the need for more 
time arises and the crew and space are available, 
then Queen’s Hall would not refuse reasonable 
requests for added time. However, an overtime fee 
and an additional rental fee will be incurred at the 
Producer’s expense. 

24.5.3. STAGE RULES

(a) Painting is not permitted on stage.  The set must 
be painted prior to load-in. Painting is allowed 
in the rehearsal area and along the driveway 
outside the roll up doors.  If painting is to be done 
in the Rehearsal Hall, the Client must place vinyl 
or some other material that would not allow paint 
to	seep	through	on	to	the	floor.		If	paint	falls	on	the	
rehearsal	floor	the	client	will	be	charged	for	the	
cleaning.		Should	the	stage	floor	require	painting	as	
an integral part of the scene design, the Producer, 
may install vinyl mat for such purpose.

(b) All construction must be done in the Rehearsal Hall 
and the production crew must make sure that their 
tools	and	equipment	do	not	damage	the	floor	of	
the Rehearsal Hall.

(c) The cost of  any damage caused to the paint on 
the	stage	floor	by	props	will	be	charged	to	the	
Producer.

(d) No equipment belonging to Queen’s Hall e.g. 
the Genie Lift, should be used by Clients without 
permission or supervision by a senior Queen’s Hall 
stage crew member.

(e) All sets without wheels must be lifted or carried onto 
the stage or rehearsal hall.  No dragging of the sets, 
equipment or musical instruments will be allowed.

(f) Nothing is to be tacked, nailed or glued to the 
stage	floor.

(g) Nothing is to be pinned or attached onto the stage 
curtain, scrim, cyclorama or cloth legs.

(h) No food, drinks or bottles are allowed in the stage 
area.

(i) No chewing gum is allowed anywhere.

24.5.4 DECORATIONS

 There is to be absolutely NO pinning, tacking, 
nailing, sticking, gluing, stapling or taping of any 
kind to any area of the Hall.  All decorations – 
onstage and off – are to be free standing.

24.5.5 THE DANCE MAT

 Queen’s Hall’s dance mat is to be used for dance 
shows only.   Once used the Producer must ensure 
that all performers’ shoes are in good repair, 
properly cobbled with heel taps and rubber 
soles.		Any	damage	sustained	to	the	floor	shall	be	
assessed by Queen’s Hall and the cost of repair 
deducted from the Cautionary Deposit.

24.5.6 NO “OPEN FLAME” POLICY

	 The	 Theatre	 operates	 under	 a	 no	 “open	 flame”	
policy	 which	 restricts	 the	 use	 of	 open	 flames	 on	
stage.  The use of lanterns and other instruments to 
produce a light source is forbidden.  Only battery-
operated properties shall be used on stage.

24.5.7 THE FLY GALLERY 

 The Set Designer is required to supply all the relevant 
information	regarding	rigging	and	flying	of	sets	at	
least two weeks before load-in.  Only Queen’s 
Hall stage personnel are allowed to operate the 
fly	 gallery.	 All	 apparatus	 needed	 for	 rigging	 the	
production’s set must be supplied by the Producer.  

24. 6. HOUSE MANAGEMENT

(a) Queen’s Hall provides ushers who will assist the Client in 
seating patrons.  The Client may supply ushers for the 
seating of special guests or VIPs.   Clients’ ushers must 
(a) be supplied with their own torchlight; and (b) must 
dress in black (including hair accessories and shoes) 
and wear shoes with soft soles and low heels.

(b) The Client shall provide the services of their personnel 
for the purposes of the selling of programmes and 
tickets. In order to satisfy COTT requirements, Queen’s 
Hall Ushers must be allowed to count the ticket stubs 
generated from each performance.

 (c) Reserved Seating	-	In	order	to	ensure	better	efficiency	
in the seating of patrons, clients are asked to restrict 
reserved seating to the following rows:

House

Rows K to R Centre row -108 seats

East &West Promenade - 50 seats

Balcony

Rows AA to CC Entire Row - 83 seats

 This represents a total of 241 reserved seats. If there 
is a need for more reserved seating this must be 
discussed with the Queen’s Hall House Manager. 

24. 7 HOSPITALITY

1. Receptions are generally allowed in the lobby when 
the Client has rented the Hall.  The Client must seek 
permission from Queen’s Hall’s Management to use the 
lobby and any other areas of Queen’s Hall property for 
receptions.

2.  The Client must adhere to a standard of serving etiquette 
when having cocktail receptions at Queen’s Hall:

a. Ensuring the presence of serving attendants with 
napkins, and placing high tables in strategic 
positions for the use of guests; 

b. Having food properly displayed on tables with 
the proper plates and cutlery for guests to help 
themselves and/or serving attendants;  

c. Providing high tables so that used items could be 
placed and/or providing attendants to collect 
used items from guests.  
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24. 7 HOSPITALITY (cont’d)

3. The Hall’s Janitorial service will undertake the major 
cleaning of the premises.  The Client will be charged 
for Janitorial services in extreme circumstances, e.g. 
shampooing of the carpet.

24. 8 OPENING OF THE HOUSE

 The House shall open promptly thirty (30) minutes before 
the advertised performance time to admit patrons to the 
Theatre.  No member of the cast or crew shall be admitted 
onto the stage for any purpose whatsoever between the 
opening of the House and performance time; all readiness 
of the stage shall take place prior to the thirty-minute period 
referred to above.

24. 9 ADVERTISING AND PRE-SHOW TICKET SALES

(a)  Queen’s Hall reserves the right to review and approve 
all promotional material before its broadcast or 
publication.

(b) Clients/Producers must include on the ticket an 
advisory letting patrons know that latecomers will be 
seated at an appropriate time during the performance 
within the first half-hour of the start of the show. 
Latecomers arriving after the first half-hour would be 
able to view on the monitors until intermission.

(c) The Client must refrain from placing any signage on 
any part of Queen’s Hall’s premises unless approved 
by the Manager.

(d) The types and sizes of approved advertisements must 
not	exceed	specifications	set	by	Management.

(e) Clients are encouraged to use the brackets (with 
padding) installed on the light poles on the perimeter 
of the grounds to display banners. The banners must 
be 6ft high x 21/2 ft. wide.  

(f) Logos may be used as a backdrop on the stage, but 
there may be NO attachments of any kind to the edge 
or border of the stage.

(g) All advertising and decorative material must be free 
standing.

(h) The Client must strictly adhere to the maximum seating 
capacity of Queen’s Hall, which is seven hundred and 
sixty four (764) seats, (excluding Row S) depending on 
the stage and orchestra pit requirements.  Failure to 
comply with the given maximum capacity may result 
in termination of the let at any time without Queen’s 
Hall being liable to the Client for damages.   

24.10  THE BOX OFFICE

1.	 The	Box	Office	will	be	open	Monday	through	Sunday	
from approximately 10:00a.m. to 6:00p.m and on 
performance days up to intermission.

2. Clients are permitted to sell their tickets in the Queen’s 
Hall	box	office	beginning	two	weeks	prior	to	the	event	
depending on its availability.

24. 11  PROGRAMME AND/OR SOUVENIR MATERIAL

The Producer shall give to the Hall and its Production Team 
three (3) copies each of the programme and/or 1copy 
each of souvenir material. 

The Producer shall include the following in the programme 
and/or souvenir material: 

(a)  All members of the Production Team supplied by the 
Hall shall be listed within the programme.

(b) In the event that there are errors or omissions in the 
Production credits in the programme, the Producer 
agrees, upon receipt of notice of error or omission 
therein, to rectify same within twenty-four (24) hours 
(including at least one (1) business day) by placing in 
the programme a printed slip correcting the error or 
omission and shall also correct the error or omission in 
the next printing of the programme.

24.12 AMENITIES

The following amenities are available: 

1. ACCESSIBILITY FOR PHYSICALLY CHALLENGED

(a) Wheelchairs

 Queen’s Hall Theatre can accommodate six 
(6) wheelchairs per performance. Advanced 
reservation is recommended. The corresponding 
seats in the seating plan cannot be sold to the 
general	public.		The	Auditorium	is	also	outfitted	with	
an Ascension Vertical Wheelchair Lift which will 
allow ease of access for patrons in the audience 
who may be in wheelchairs, to gain access to and 
from	the	raised	stage	floor.

b) Hearing Impaired

 An infra red listening system, which comprises a 
number of earpiece units,  is available for patrons 
with impaired hearing.  It is recommended that 
patrons contact the House Manager at least two 
days before a show to make a request for these 
units. Alternatively, if a request is not made in 
advance, a request can be made at the Ushers 
Desk on arrival for an event.

2. LOST AND FOUND 

Please	call	 the	Queen’s	Hall	office	at	 telephone	No:		
621-5103/4 ext. 221 or 240; Monday – Friday, 8:00-
4:30pm. 

3. PAGERS/CELL PHONES 

The use of cell phones is not permitted in the back 
stage area during rehearsals and performances.  

Patrons who carry electronic paging devices or 
cellular phones are requested to turn them off before 
the show. 
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24.12 AMENITIES (cont’d)

4. SMOKING

Smoking is not permitted in the building. 

5. FOOD AND BEVERAGE

Food and beverages are not allowed in the Auditorium.   

6. RECORDING EQUIPMENT

No unauthorized recording equipment will be allowed 
in the Auditorium (including cameras)

7. THE GREEN ROOM

The Green Room is provided to the Cast and Crew to 
relax and have refreshments during load-in, rehearsals 
and performances. 

8. RESERVED SEATS FOR THE QUEEN’S HALL BOARD

Eighteen (18) seats from Row S shall be reserved for 
the Queen’s Hall Board at each performance.  If 
these seats are not being utilized they may be made 
available for use by the Producer.

24.13 SECURITY 

1. PROVISION OF SECURITY

(a) The Hall shall provide security for the Theatre 
only and is NOT responsible for safeguarding Box 
Office	receipts.	The	Producer	may	hire	security	
acceptable by the Hall for the latter purpose.

(b) The Client must take responsibility to see that all 
items are locked away before leaving the Hall on 
each night.

(c) The Clients must bring their own padlock to secure 
large valuable items in the storage room provided.

(d) All keys given to Clients must be signed for and 
collected at the end of the production.  The 
Production Stage Manager should sign for the 
keys to the Green Room and for the cupboard 
in the Green Room.  All dressing room cupboard 
keys must be signed for by the Production Stage 
Manager or person in charge of the production.

2. SUPPLY OF SECURITY CLEARANCE LIST

For security purposes, the Producer shall supply the 
Hall with a complete listing of all members of the Cast, 
Crew and Production Team fourteen (14) working 
days prior to load-in.  All persons on the security list 
must	register	with	the	Theatre’s	Security	Officer	at	the	
performer’s entrance back stage before proceeding 
to the dressing rooms.

24.14 INSURANCE AND INDEMNITY

Clients wishing to use the outside premises of Queen’s 
Hall for events such as receptions, fetes, etc. must provide 
proof that they have paid public liability insurance for the 
event.  The Management of Queen’s Hall will determine 
the amount of coverage necessary.  

Queen’s Hall is not responsible for any damage to or 
disappearance of any articles.

24.15  STATUTORY APPROVAL

1. The Client is responsible for obtaining the mandatory 
statutory approvals for outdoor functions.

2. The Queen’s Hall liquor licence covers the sale of 
beverages inside the building.  If the Client’s event is 
on the Queen’s Hall grounds, the Client must secure 
a liquor licence on his\her own, and must provide 
proof of payment for the licence one week before the 
event. 

3. Please note that the Queen’s Hall bar is operated by 
special concession and is not for the commercial use 
of the Client.

24. 16  HEALTH AND SAFETY

1. The Client is responsible for ensuring that all gangways, 
doorways, stairways, exits, emergency exits and 
entrances are kept unobstructed at all times.

2. The Client must make himself\herself aware of Fire 
Regulations and other safety procedures in force and 
as outlined in the Evacuation notices displayed in 
Queen’s Hall.

3. In the event of an accident within the premises the 
Client must report the incident immediately to the 
House Manager, Queen’s Hall Stage Manager, or 
Security Team Leader.
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APPENDIX 1
Queen’s Hall strives to maintain a high quality of service to clients 
and will make every effort to provide the following facilities and 
equipment to its clients at all times:

•		General Physical Facilities

1. An enclosed auditorium and lobby area

2. Controlled air-conditioning 

3. Car parks with access from car park A to car park B

•		Auditorium/House

1. Facilities for the physically challenged (wheelchairs, 
ascension vertical wheelchair lift and hearing aid equipment)

2.	 Raked	floor	with	curved	rows	enabling	proper	sight	lines	for	
viewing

3. Spacious  lobby area with easy access

4. Convenient bar location

5. Covered entrance

•		Stage

1. Adjustable Orchestra Pit with 3 levels

2. Extension Stage

3. Soft White Cyclorama

4. Scrim (Black and White)

5. Borders and Cloth Legs (Black or White)

6. Mechanical Fly Bar System

7. Crossover

8. Paging System

9. Video Monitors

10. White Acoustic Sound Shells

11. Bosendorfer Grand Piano, Steinway Grand Piano and two 
Upright Pianos

12. Auto Lift

•		Backstage

1. 14 ft. entrance to stage area from Loading Bay

2. Rehearsal/Storage space

3. Two (2)Star Dressing Rooms with bathroom facilities (One 
floor	 up	 from	 the	 	 stage)	 	 Each	 Star	Dressing	Room	has	 4	
cubicles. 

4. Two (2) Spacious General Dressing Rooms with bathroom 
facilities	 (Two	 floors	 up	 from	 the	 stage)	 	 Each	 General	
Dressing Room has cubicles for accommodation of 16 
persons comfortably.

5. Green Room

6. Video Monitor in Green Room and Rehearsal Hall

7. Dance Mats (Harlequin Grey or Black)

8. Choral Riser

9. Clothes Racks on wheels

10. Various Platforms

•		Other Technical

1. Ducting for OB cable for TV & Radio broadcast 

2. Catwalk for access to lighting system

3. Control room for lighting, sound operation

4. Additional Dance Mat (grey)

•		Personnel

Additional fees will be incurred for productions with casts of 
over 60 persons (including children’s shows) which  will require 
additional security and janitorial services.

Overtime fees will be accrued to the account of the producer, 
if crew members are required to work beyond the normal eight-
hour shift.

1. Twelve (12) ushers are provided for each performance. 
Please note Queen’s Hall’s ushers do not collect tickets or 
sell programmes. 

2. Security personnel for the monitoring of the gates, car 
parking and stage door to the facility.

3. Technical staff to operate and monitor the Hall’s equipment.  

	 Specifically:	

 a. 1 Technical Coordinator

 b. 1 Stage Manager

 c. 1 Lighting Technician

 d. 1 Sound Technician

 e. 4 Stage Hands 

 Please note that Queen’s Hall provides technicians for 
operating the sound and lighting equipment only. If the 
Client needs the services of a Lighting or Sound Designer, 
there will be an additional charge for each, which must be 
negotiated separately with the Lighting Designer and the 
Sound Designer.  The Client is also free to hire an independent 
designer or to provide lighting plots to the technicians.

 Please also note that the QH Theatre Stage Manager and 
the Stage Crew are responsible for operating the Hall’s 
stage equipment and monitoring the production but are 
not available to call cues or run the client’s production.
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APPENDIX 2

BASIC AUDIO SET-UP

Please	find	below	a	 list	of	 the	basic	audio	set-up	equipment	 that	
Queen’s Hall’s audio technicians will be responsible for providing 
and operating: 

•	 6	 Hard-Wire	 Microphones	 (To	 be	 used	 for	 voices	 only	 or	 1	
microphone can be used on an instrument.)

•	 2	Wireless	Microphones	(Hand	held	or	Body	Pack)

•	 4	Audio	Monitors

•	 Play	Back	CD,	Tape	and	Mini	Disc	players

This audio set-up  can accommodate a performer accompanied 
by ONE piece of equipment only. (e.g. 1 Keyboard, CD Play etc.)

Any additional equipment or engineering for a show will require an 
experienced sound professional who shall be supplied by the client.  

The following equipment will be made available to the client’s 
engineer, once it is not in use by Queen’s Hall’s engineers and is in 
good working condition :

• FOH Desk: Soundcraft Vi6 digital console 96 channels, and 32 
auxiliaries. 

• Stage Desk: Soundcraft Vi6 digital console 64 channels, and 32 
auxiliaries. (See Rental Rates) 

In-house Speaker System: LCR Renkus Heinz Self Powered and 
Meyer Sound Lab. audio system managed by a Peavey Media 
Matrix Sound Lab. Galileo 616.

EFFECTS & PROCESSORS 

1 Klark Teknik Helix DN 9340K FOH Equalizer

8 Lixicon FX engine on Soundcraft Vi6 Digital console

35 BSS Graphic Equalizers on Soundcraft Vi6 Digital console

 Meyer Sound Lab. Matrix3 LX300

DIRECT BOXES 

4 ARX Active Direct Box Mono

2 ARX Active Direct Box A+B

8  Whirlwind DI’s

2 Whirlwind Active Direct Box DI 2-JT A+B

4 Whirlwind Hotbox Active Direct Box

2 Whirlwind’s PCDI Direct 2 combines Model

MICROPHONES

6 Shure SM58

2 Shure SM57

4 Shure SM81

2 Shure SM 87

2 Shure 418S

13 Shure WH20TQG

5 Shure 185 Lapel Microphones

5  Shure SM87A /w =UA (See Rental Rates)

19 Shure U14D body pack /w =UA (See Rental Rates) 

5 DPA FMK4071 Film Microphone Kits (See Rental Rates) 

10 Countryman E6 Isomax Omni 

4 AKG C535EB 

4 AKG C1000S 

2 AKG C3000B

2 AKG D112 

6 AKG D2000

4 Sennheiser MD 421 II

2 Sennheiser MKE 44P 

6 Sennheiser e604 Evolution

6 Sennheiser e835 Evolution

4 Beyer M201

6 AT853A (Hanging Microphones)

4 Crown PCC160

2 AMT M40 Piano microphones

1 AMT S3G Omni Guitar microphone

1 LCM 110 Microphone for violins

5 Shure SM93

AUDIO MONITORS

6 JBL Eon 15G2 Self Powered Speakers

4 Renkus Heinz PN121-12R Self Powered Speakers

4 EAW SM112 Passive Wedge Monitor Speakers

4 Meyer Sound Lab. MJF- 212A

2 Meyer Sound Lab. UMS 1P

2 AKG C3000B

2 AKG D112

6 AKG D2000

4 Sennheiser MD 421 II

2 Sennheiser MKE 44P

6 Sennheiser e604 Evolution

6 Sennheiser e835 Evolution

4 Beyer M201

6 AT853A (Hanging Microphones)

4 Crown PCC160

2 AMT M40 Piano Microphones

1 AMT S3G Omni Guitar Microphone

1 LCM 110 Microphone for violins

5 Shure SM 93   
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APPENDIX 3

STAGE LIGHTING

Basic Stage Lights Set up
The stage is divided into 25 playing areas, inclusive of the orchestra 
pit at audience or stage level. All areas are evenly lit with white 
lights. 

House lights-ETC Net touch screen is located in the control room at 
the back of the audience.

Stage work lights are controlled from a switch panel behind the 
stage right proscenium

Lighting Console - ETC Expression 3 & the GrandMa2 Full size 
lighting consoles are located in the control room at the back of the 
audience. 

Note: The following equipment will be made available to the client’s 
Lighting Designer:

Fixtures:

20 19-Degree ETC Sources 4 Fixtures

18 26-Degree

42 36-Degree ETC Source 4 Fixtures

18 Parnels  ETC Fixtures

12 Parnels Opti par Fixtures American DJ

59 Par 64 Altman Fixtures 

5 Cyc Lights 3 Circuit, 2 cells per circuit. Altman Cyc 

2 400W Ultra Violet Lights Chauvet 400

15	 Led	fixtures	 Chauvet	ColoRado	3

2 Helouise Follow spots 2500W Robert Juilet Helouise

2  Canto 2000 Follow spots Strong

Accessories:

6  5-Degree lens Source 4ETC

12 10-Degree lens

18	 Croma	Q	Scrollers	(Source	4	fit)

8	 Croma	Q	Scrollers	(Par	cans	fit)

6 Altman Studio Fresnel 2K (3-13” and 3-8” diameter)

6  Doughty Boom Stands

Assorted Gel Filters (Available Upon Request)

Assorted Gobos (Available Upon Request)

Lighting for Hire:

4 Coemar  Spot 575W

4 Cormar Flood 575W

8 Intelligent 3 Color mix Par Cans

1 Haze Machine

1     Rosco 1000 Fog Machine

Further information would be made available upon request.

APPENDIX 4
 

QUEEN’S HALL SEATING

Maximum Plan

LOCATION ROWS NUMBERS TOTALS
SIDES

•	West	Promenade WP 1 TO 25 25

•	East	Promenade EP 1 TO 25 25 50

HOUSE

•	Seating	Wagons A 1 TO 14 14

•	Seating	Wagons B 6 TO 19 14

•	Seating	Wagons C 6 TO 19 14

•	Removable	for	Physically	
Challenged

B 1 TO 5 5

•	Removable	for	Physically	
Challenged

B 20 TO 24 5

•	Fixed	Rows C 1 TO 23 5

C 1 TO 24 5

D 1 TO 23 23

E 1 TO 24 24

F 1 TO 23 23

G 1 TO 24 24

H 1 TO 21 21

I 1 TO 22 22

J 1 TO 23 23

K 1 TO 26 26

L 1 TO 27 27

M 1 TO 28 28

N 1 TO 27 27

O 1 TO 28 28

P 1 TO 27 27

Q 1 TO 28 28

R 1 TO 27 27

S 1 TO 28 28 468

BALCONY AA 1 TO 28 28

BB 1 TO 27 27

CC 1 TO 28 28

DD 1 TO 27 27

EE 1 TO 28 28

FF 1 TO 27 27

GG 1 TO 28 28

HH 1 TO 23 23

II 1 TO 26 26

JJ 1 TO 22 22 264

HALL TOTAL 782
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Extended Forestage or Orchestra Pit

LOCATION ROWS NUMBERS TOTALS
SIDES

•	West	Promenade WP 1 TO 25 25

•	East	Promenade EP 1 TO 25 25 50

HOUSE

•	Seating	Wagons	Removed A

•	Seating	Wagons	Removed B

•	Seating	Wagons	Removed C

•	Removable	for	Physically	
Challenged

B 1 TO 5 5

•	Removable	for	Physically	
Challenged

B 20 TO 24 5

•	Fixed	Rows C 1 TO 5 5

C 20 TO 24 5

D 1 TO 23 23

E 1 TO 24 24

F 1 TO 23 23

G 1 TO 24 24

H 1 TO 21 21

I 1 TO 22 22

J 1 TO 23 23

K 1 TO 26 26

L 1 TO 27 27

M 1 TO 28 28

N 1 TO 27 27

O 1 TO 28 28

P 1 TO 27 27

Q 1 TO 28 28

R 1 TO 27 27

S 1 TO 28 28 426

BALCONY AA 1 TO 28 28

BB 1 TO 27 27

CC 1 TO 28 28

DD 1 TO 27 27

EE 1 TO 28 28

FF 1 TO 27 27

GG 1 TO 28 28

HH 1 TO 23 23

II 1 TO 26 26

JJ 1 TO 22 22 264

HALL TOTAL 740

NB: The shaded area represents reserved seating for the Board of Queen’s Hall.

APPENDIX 5
(Includes 18 reserved seats for Board & 10 wheelchair seats – 

Total seating available – 710)
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APPENDIX  6

STAGE, SOFT GOODS & PERIPHERAL DIMENSIONS

Width of Stage area without Cloth Legs to Trough  49’ 5” 

Depth of Stage from Curtain Line    25’10”

Performance area with Cloth Legs and  
Upstage Curtain in place      29’2” wide x 25’ 10”

*Cloth Legs can be folded in to make the Performance area wider 

Cloth Legs

Width 8’ 5”

Height 22” 7’

Fire Curtains

Width  41’ 2”

Height 24’ 7” 

Forestage

Depth at Centre Line 12’

Depth at the Proscenium Ends 9’ 2”

Forestage has a curved edge   

Proscenium

Width 37’ 7”

Height 22’

Orchestra Pit

Width 26’ 3

Depth 8”

Fly Bar

Width 46’

Maximum weights  770lbs (350kg)

Wing Area

Width 10’

Depth 39’

NB: The shaded area represents reserved seating for the Board of 
Queen’s Hall.
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APPENDIX 7
RIGGING / FLY BARS ASSIGNMENT

Only experienced Queen’s Hall stage personnel are allowed to 
operate the fly system.  Distances between bars are 28 cm /11 
inches from centre of each bar.  Maximum weight should not 
exceed 350 kg / 770 lbs. Please apply loading methods.

(Diagram	is	in	the	fly	gallery)

1. Curtain truss

2. Solid Border

3. Free

4. Curtain Border

5. 1st Electrics (Lights)

6. Sight Line Legs

7. Sound Panels

8. Free

9. Free

10. Curtain Border

11. 2nd Electrics (Lights)

12. Sight Line Legs

13. Free

14. Free

15. Sound Panels

16. Sight Line Legs

17. Free

18. Curtain Borders

19. 3rd Electrics (Lights)

20. Free

21. Free

22. Sight Line Legs

23. Curtain Borders

24. 4th Electrics (Lights)

25. Free

26. Black Back Drop Curtain

27. White Back Drop Curtain

N.B. The above listing is subject to change

Vision 
To create an organization which would facilitate a deep 
and lasting appreciation of all forms of the Arts among 

all sectors of society and promote the nurturing and 
development of excellence in the Performing Arts.




