When the University of the Arts London acquired the former Royal Army Medical College site it also
acquired the Parade Ground. It is a large square surrounded on three sides by buildings now
occupied by Chelsea College of Art and Design, with the fourth side opening directly onto Atterbury
Street and Tate Britain’s Manton Entrance. Chelsea is every inch a working college which needs to
be taken into consideration when hosting an event on the grounds.

Due to its scale and location the Parade Ground has enormous potential for hosting large-scale
London-wide events. The opportunity to develop it and make it fit for purpose is due to the
generous donation of £1.5m from the Rootstein Hopkins Foundation.

This hitherto unknown London public space can now present itself to both the artistic community
and the wider public as a space for exhibitions and events, not only in a London-wide context but
also nationally and internationally. It is an opportunity for the major players in the creative
industries and London based events to connect themselves with the University.

To stage innovative, dynamic and high quality exhibitions and events that reflect the ethos of UAL
(University of the Arts London) & CCW (Camberwell College of Arts, Chelsea College of Art and
Design and Wimbledon College of Arts).
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College Staff and Contact Details

The following lists the relevant staff, their job titles and contact numbers
for all areas of responsibility relating to events taking place on the Rootstein Hopkins Parade
Ground:

Events Department (re client liaison/main point of contact)
Venue & Events Manager
Marietjie Grose

Direct Line: 020 7514 7947
Mobile: 07725 447 824
Email: m.grose@chelsea.arts.ac.uk

Operations (re vehicle movement/on-site safety/technical information)
RHPG Project Space Manager
Alan Graham

Direct Line: 020 7514 7827
Mobile: 0776 770 0505

Email: a.graham@chelsea.arts.ac.uk

Estates Department (re client security/vehicle schedules/on-site safety)
Facilities Manager
Barry Northwood

Direct Line: 020 7514 7954
Mobile: 07733 104 687
Email: b.northwood@camberwell.arts.ac.uk
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PLEASE READ AND APPRECIATE THIS PAGE BEFORE CONTINUING WITH
READING THE REST OF THIS DOCUMENT

* The Rootstein Hopkins Parade Ground is in a residential area, no loading or unloading of vehicles
is allowed after 20.00 or before 08.00. Please refer to the Good Neighbour Policy (Appendix 1).

* The Rootstein Hopkins Parade Ground is not licensed, organisers are responsible to arrange for
the necessary Temporary Events Notice to be in place.

* Any hours outside the contracted hours will be charged at £675.00 per hour.

* No driving or turning on the granite setts. Please refer to the Technical specification document
(separate to this document).

* The use of generators to be approved by the RHPG Space Manager. No use of generators
overnight.

* Baxter Storey are the in-house caterers at the College. We also run a preferred list of caterers for
provision of catering on the RHPG and in the 45 Millbank rooms. Please contact the Events team
for further information.

* OQutside caterers must pay 10% commission fee on all F&B.

* Security is required throughout the tenancy. To be provided by the client.

*  Whilst exhibitions/events are running the responsibility for the day-to-day running of the space
will remain with the organisers including invigilation of the space. It is the organiser’s
responsibility to secure their working area and install barriers under the guidance of College staff
to prevent unauthorised entry.

* The College will require all hirers to provide a specific event plan that provides a complete
overview of all activities and operations during the period of the hire. The overview should
include a schedule of timings for the activities and operations, as well as method statements and
risk assessments. This detail will be provided 4-6 weeks prior to the first day of the hire period.
Please refer to Health & Safety Requirements (Appendix 2).

* Operations Meeting to be scheduled for 3 weeks prior to the tenancy.

*  Public liability insurance up to £5 million is required for every event. Copies of insurance to be
submitted 1 calendar month prior to the tenancy.

* The disclaimer (see Appendix 5) at the back of this document to be signed and returned to
confirm understanding and acceptance of policies and procedures.
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The client to survey the surface of the RHPG in order to establish method of installation without

damage to the surface. To arrange appointment with RHPG Space Manager.

4-6 Weeks Prior to the Event:

1. The client to provide the college with details of external contractors and suppliers.
2. The client to submit documentation/method statement for to ensure compliance with

existing University regulations.

3. Afloor plan of the proposed event and installation on the RHPG to be submitted with the

H&S documents.

4. Proof of the client’s Insurance Policies to be provided.

3 Weeks Prior to the Event:

Operations Meeting with key representatives to go over schedule, plans and technical information.
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Capacity

The Parade Ground is 3500 square metres. The maximum capacity for audience/visitors will depend
on the nature of the event and the use of a temporary structure.

Cleaning and Rubbish Removal

It is the responsibility of the client to arrange for cleaning and rubbish removal after the event.
Contractors should provide their own cleaning product and equipment.

All waste must be disposed of according to the waste management as part of the Environmental
Protection Act 1990. Combustible refuse, which cannot be safely disposed of onsite, shall not be
allowed to accumulate but must be removed from site each day of the tenancy. Suitable
arrangements to be made via contracted cleaning companies.

If insufficient provisions are made for the removal of waste, the college will make charges for any
costs incurred.

Crew Catering

Can be arranged through the on-site caterers, Baxter Storey. Please note the college canteen not
open out of term time on Saturdays and Sundays. The opening of the canteen on a Saturday (out of
term) and Sunday can be arranged on request. A charge, however, to cover the costs for opening of
the building will apply. Please consult the Events team in the first instance.

Electrical Requirements for Equipment and Appliances

Production companies and Suppliers must provide their own electrical distribution equipment for all
areas and protective cover for all cables. All connections to the power sources on the Parade
Ground must be supervised by the RHPG Space Manager or appointed Chelsea representative.
Clients or contractors should provide PAT test certificates BEFORE equipment is brought onto the
premises. If the equipment is new within the year and registered on the clients' PAT "TEST
REGISTER" that should also be provided as evidence of compliance.

All electrical work must be carried out in accordance with the standards laid down in the electricity
(Factories Act) Special Regulations 1908 and 1944 and the Electricity at Work Regulations 1989, and
the 16th Edition of the Institute of Electrical Engineers Standards.

First Aid

All contractors should have a first aid trained representative whilst onsite. This person should be

identified to all their own staff. Contractors should also supply their own First Aid Box.

Copies of the accident report should be given to the College Duty Manager.
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Health and Safety

All visiting companies must abide by the University of the Arts London Health and Safety
requirements. Please refer to Appendix 2.

Insurance

It is the responsibility of the client to arrange commercial general liability insurance cover,
employer's liability insurance cover, public liability insurance cover, product liability insurance cover
and events insurance cover, in each case for not less than £5,000,000. The client to provide proof of
its Insurance Policies one calendar month prior to the Event.

Lighting

There are adjustable LED lights set into the surface of the Rootstein Hopkins Parade Ground, plus
four full height lighting columns on each corner. Please discuss options with the RHPG Project
Manager.

Neighbours

Residents live on the immediate perimeter of Chelsea College. The College strives to have good
relationships with its neighbours and local residents. Therefore it is important that events in the
Parade Ground are considered for their impact on the local residents. Sound disturbance and light
pollution are two aspects which the Cultural and Operational Committees will consider in particular
in the interests of maintaining good relationships with our neighbours. Please refer to Appendix 1 of
this document.

Operations Meeting

All events taking place on the RHPG require an Operations Meeting to take place three weeks prior
to the event. This should include the key representatives i.e. production manager and other relevant
contractors and representatives of the College to run through the detailed itinerary of the hire.

An outline event brief should be supplied in writing to the College approximately 4-6 weeks prior to
the event, to allow College teams time to go through the plans prior to the Operations Meeting.

On-site Identification

We require clients to provide crew/staff with identification onsite (wristbands, lanyards, stickers or
similar) to help ensure that only authorised personnel are given access to the venue. These should
be used in conjunction with a crew sign-in list that should be given to the College at least 24 hours
before the hire tenancy begins.

Opening Times

The RHPG is open during Chelsea's regular opening hours:

Monday to Friday:
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9.00 am — 8.00 pm, during term-time.
9.00 am — 6.00 pm, out of term-time.

Saturday:
10.00 am —4.00 pm, during term-time.

The College to include the Canteen is closed on Sundays and Bank Holidays. The opening of the
space on a Saturday (out of term) and Sunday can be arranged on request. A charge, however, to
cover the costs for opening of the building will apply.

Planning Permission

Organisers will be expected to comply with all planning, licensing and other local and national
regulations and guidelines that may be relevant to the proposal and apply for any permission
necessary.

It is the responsibility of the client to contact Westminster City Council (Metropolitan Police and
Special Events team) to inform them of the Event and apply for necessary licences or consents.

The client must contact Westminster Council’s Environmental Health Department to ensure the
Event and associated noise levels are within the specified limit.

Publicity

It is the responsibility of the organiser to send press releases to targeted press and media contacts.
All press material will require approval from the RHPG Events team prior to publication.

Repair Work

Making good of surfaces and other repair work is the responsibility of the organiser, and any
prospective activities which will affect the surfaces must be agreed in the event proposal process.

Security / Event Coordination

The UAL does not provide additional security or event coordination; this is the responsibility of the
organiser.

Setting Up / taking Down Dates

The dates for setting up and taking down of exhibitions/events will be agreed in advance, it is the
responsibility of the organiser to ensure that they are met; otherwise financial penalties will apply.
Please note that the agreed dates and total length of booking will always include set-up and take
down days.

Smoking Policy

In line with current legislation the College implements a No Smoking policy in its buildings; neither is
smoking permitted around the entrances to any College building. The Parade Ground is a permitted
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designated Smoking Area as it is external however smoking is not permitted either near the
entrances or windows of buildings on the site.

Storage

Unfortunately there are no storage facilities at the College and organisers and their suppliers are
asked to make their own arrangements for packing cases and storage of other large goods.

Technical Advice

Technical advice must be obtained from the Rootstein Hopkins Parade Ground Project Manager
(RHPG Project Manager). Please read the enclosed document detailing all technical specifications.

Temporary Event Notices

An event that included a licensable activity would require a Temporary Events Notice (TENS) and
have a maximum capacity of 499 visitors.
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GOOD NEIGHBOUR POLICY

Code of Practice Work Relating to the Hours between 08.00 — 20.00 hours

Chelsea College of Art and Design is located in an area with a number of residential buildings,
including some immediately adjacent to working areas. It is the responsibility of every organiser to
respect the privacy and comfort of all our neighbours and in particular, those who live in
surrounding buildings.

Whatever the circumstances, the needs of local residents are of paramount importance.
Policy

Chelsea College is committed to a policy of ‘good neighbour’ and all organisers are expected to
support that policy and the application of this Code of Practice.

Application

2.1 This Code of Practice shall apply to all organisers and their contractors working at the
Chelsea College of Art & Design premises at John Islip Street both on and off site.

2.2 All visiting and casual labourers are required to observe this Code as a condition of accepting
work.

2.3 The Code shall apply in respect of all work or tasks carried out on the premises
into John Islip and Atterbury Streets. These areas are to be regarded as the
‘designated zones’ and shall extend for 20 meters on all sides of the premises.

2.4 In the ‘designated zones’ the hours between 18.00 and 20.00 shall be considered a
protected time for noise and courtesy reasons.

2.5 ANY GATE USED FOR ACCESS/EGRESS OF DELIVERIES AND REMOVALS TO AND FROM THE
PREMISES SHALL ONLY BE OPENED BETWEEN 08.00 AND 20.00 HOURS, MONDAY TO FRIDAY
AND BETWEEN 08.00 AND 18.00 HOURS ON SATURDAYS, AND 11.00 AND 16.00 HOURS ON
SUNDAYS.

Vehicles
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3.1

3.2

3.3

3.4

3.5

3.6

Vehicle noise must be kept to an absolute minimum, particularly drivers of
vehicles operating air brakes or audible warning devices. Engines being started or idling
unnecessarily must also be kept to the minimum.

Arrival of large vehicles prior to 08.00 hours to park and wait in Atterbury Street with
engines turned off.

No radios, cassette players or similar devices will be operated from any vehicle during the
protected hours.

All vehicle doors will be opened and closed with absolute care to avoid noise.
No alarm devices will be activated.

IT IS ABSOLUTELY FORBIDDEN FOR ANY VEHICLE TO OBSTRUCT ACCESS ON THE PUBLIC
HIGHWAY, AS IS DOUBLE PARKING AND PARKING ON DOUBLE YELLOW LINES.

Communication

4.1

4.2

4.3

Loading

5.1

5.2

53

Hand-held telephones are not to be operated in the street during this period
unless operationally necessary. The use of two-way radios is to be restricted to necessary
operational and emergency use only.

All personal communications will be restricted to the minimum level necessary to
communicate.

The use of vulgarities and obscenities are prohibited at all times.

Wherever possible equipment and materials must be carried, rather than dragged, on to the
loading tailgates of vehicles or onto the premises.

All wheeled or rolling equipment must be maintained and oiled regularly to
minimise noise.

Wherever possible, equipment shall be wrapped or padded to minimise noise.

Noise Reduction

6.1

6.2

Hammering and the use of power tools on the premises are subject to the Duty Manager’s
discretion within the ‘protected hours’.

Excessive noise, when moving equipment must be kept to a minimum.
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6.3 The empting of bins and putting empty bottles into the bins is forbidden during the
Protected Hours.

6.4 Use of generators overnight is forbidden.

General

Residents should be contacted in timely manner with information about forthcoming large scale
events. Please discuss with your Chelsea College contact.
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Health & Safety Requirements

Clients, event organisers, production companies and all external contractors must comply with their
legal obligations under the Health and Safety at Work etc Act 1974 and all relevant subordinate
legislation. This includes the requirement under the Management of Health and Safety at Work
Regulations 1999 to conduct a suitable and sufficient risk assessment of all work activities to identify
any hazards which have the potential to cause harm to employees or non employees.

Dependent upon the activities being undertaken risk assessments may also be required under more
specific legislation e.g. Control Of Substances Hazardous to Health Regulations 2002 as amended,
Manual Handling Operations Regulations 1992, etc. Before undertaking any work at Chelsea College
of Art & Design, all relevant risk assessments must be carried out for the proposed work and
appropriate control measures implemented to ensure the safety of anybody who may be affected by
proposed work.

Chelsea College of Art & Design require all hirers to provide a specific event plan that provides a
complete overview of all activities and operations during the period of the hire. The overview should
include a schedule of timings for the activities and operations, as well the method statements and
risk assessments. All production and or rigging companies will be expected to provide these
documents at least 8 weeks prior to the event.

In the event of a visiting/event company member committing any unsafe act or any unsafe
conditions they shall be held liable. Any company member found to commit an unsafe act or
condition will be removed from the venue by an authorised representative of the Chelsea College of
Art & Design management.

Compressed Gas Cylinders
Contractors shall:
- make adequate arrangements for the safe custody of their cylinders;
- not bring cylinders onto the College site without express written permission;
- take note of the precautions and safe practices required by the equipment
manufacturers and the Health
- and Safety Advisor; and
- have arrangements for the safe and speedy removal of compressed gas cylinders.

Insurance for Contractors
All contractors must have insurance covering against third party claims to a minimum of £5,000,000.
The College may require production of the relevant certificate of insurance.
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Personal Protective Equipment (PPE)

The visiting/event company/contractor(s) must recognise that all employees and/or contractors

must be provided with the appropriate personal protective equipment and hygiene wear for the

job/task being carried out.

Specific Risk Assessment Requirements:

An event specific risk assessment must be produced by all contractors and suppliers covering all 3

aspects of the event:

Build of event:

Control of on-site traffic
Working at height

Any hazards associated with the construction of structures

Trailing cables across RHPG

Electrical equipment to be suitable for outdoor use/ has is been Portable Appliance Tested in
the last 12 months. Equipment will be inspected. Necessary certificates to be presented by
the organiser.

Equipment — does any equipment pose any other hazards i.e. entrapment or entanglement
hazards.

Number of people on site at any one time
Availability of welfare facilities

Identify provision of food and drinks

Use of glassware - what facilities are in place for breakages

Provision of First Aid facilities — sufficient first aiders for the numbers of people onsite to be
provided

Incident Manager cover

Number of Event Marshals to control flow of people traffic

Provision of special facilities for young people and or wheel chair users

Smoking facilities

Provision of overnight security
Vehicle movement

Clear up of the RHPG and correctly disposal of glass/sharp objects
Disposal of rubbish
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Vehicle Movement Collision with People, . Qualified drivers only, correct use of mirrors, pedestrian to watch
pedestrians, vehicles, vehicle blind spot/stop traffic
building Vehicles . Vehicles either parked off site or kept in designated areas
. Hazard lights to be used whenever appropriate
Building L3 Strict observance of site speed limits
Medium
. Ensure for get in and get out smooth and efficient movement of
staff
People movement Collision with fixtures, Employees, . Ensure staff follow manual handling guidelines
fittings, pedestrians pedestrians . ®  Respect stairs
ow
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. Equipment to be lifted correctly ensuring pathway to end site is
Manual Handling Lifting injuries Staff clear and free from obstruction
. Enough manpower for heavy or bulky weights
. Supervision by Management/senior staff
. Trolleys/mechanical aids to be used where possible
Medium
. All staff to be aware of requirement to keep all fire exits clear
Storage Equipment Blocking fire exits All . All staff to reasonably aware and responsible for their own safety
. All walkways to be kept free from obstruction and rubbish
Tripping All Medium
Public Public intrusion into All . No access before allotted times
working area . Full check in and brief upon arrival
Medium
Electricity Electrocution All . All equipment to be PAT for safety
. All sub-circuits to be fitted with 30ma RCD protection and then
Fire risk All tested as a secure trip switch
. All circuits to be fitted with RCD and MCB protection
. All fittings to be positioned so as heat does not pose a fire risk
. No electrical work to be undergone until clearance obtained from
Chief Engineer
Medium
Burns and scalds — . Regular servicing and maintenance including PAT testing
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Hot Cupboards surfaces are hot during Catering Staff . Appliance should only be used on level, stable surfaces
use and remain hot for . Good housekeeping to ensure trailing cables do not cause a trip
a time after appliance is hazard
switched off. Appliance * Staff training
Medium
can create steam
Electric Shock —
possible loose
connections and wiring
Slips, trips and falls —
trailing cables can cause
a slip hazard.
Cooking Fire risk All . Qualified personnel to be managing heat sources — chefs
. Heat Sensors to be on line
. Suitable fire fighting equipment to be available
. Staff to be briefed as to evacuation procedure#
Medium
General Slips, Trips Falls All . All spillages are located and dealt with appropriate cleaning
equipment
. All passages to be kept free from obstruction
. Nothing to be leaned to allow it to fall on personnel
. Suitable care to be taken when moving through the venue
Low
. Qualified First Aider on site with suitable aid kit
General Cuts, Lacerations All . Staff briefed as to danger and how to avoid such e.g. broken glass
handling skills
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Medium
Food Safety lliness, Food Poisoning All . Correct procedures for food handling and preparation
. Only qualified staff to handle food
. All high risk foods to be monitored and temperature form to be
filled out and signed for by the Head Chef
Low
Chemicals and Substances Chemicals can be Individuals using . Staff training
flammable, corrosive chemicals and . Use of chemicals appropriate to the task
and toxic substances . Use of chemicals in accordance to the manufacturers information
sheets
COSHH . Use of non-flammable, non-corrosive and non-toxic chemicals
where possible
. Spillages to be cleaned up straight away
. Appropriate PPE to be worn
. Chemicals to be stored away from food and beverage products
and handling areas
Medium
. Use of hygiene sprays, hats and gloves as required
Hygiene lliness, Food Poisoning All . Availability of hand washing facilities
Low
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Fire Evacuation Procedures

If you discover a fire:

Sound the alarm immediately by activating a call point located on exit routes:

BREAK GLASS

If you hear the fire alarm (a continuous ringing bell):

Leave the building immediately by the nearest safe evacuation route.
Do not use the lifts.
Close windows and doors behind you if safe to do so.
Turn off power to workshops/ studios if safe to do so.
STAFF should act as fire marshals and:
0 proceed to the nearest Fire Marshal Point if safe to do so
0 puton the fire marshal vest and clear the area marked on the floor plan

0 report to the Incident Manager outside B Block main reception on Atterbury
Street and inform them of:

A the area that has been cleared
A the location of anybody still in the building
A the location of any disabled persons and there evacuation status
A Any other relevant information
0 assist Incident Manager in preventing re entry to the building if required

STAFF — should assemble beside the bike racks in the parade ground (away from
buildings).

STUDENTS & VISITORS — Should disperse for 20 minutes (away from the site).
Do not re-enter the building until instructed it is safe to do so by the Incident
Manager.

The Incident Manager is in control of the site during an emergency and you must
comply with all instructions given by them (or the emergency services).
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Preferred Suppliers

TPA Portable Roadways Ltd
[Contact: Paul Nation]

e: enquiries@tpa-ltd.co.uk

w: http://www.tpa-Itd.co.uk/

t: 0870 240 2381

Dome Mode

e: domes@work.demon.co.uk

w: http://www.domemode.com/

t: 0124978 2054
De Boers

e: john.cochrane@deboer.com

w: http://www.deboer.com/en-GB/

t: 01280 846508
GL events Owen Brown

e: tony.bonsor@owen-brown.co.uk

w: http://www.owen-brown.co.uk

t: 01332819313 m: 07973 439751
Peppers Marquees

e: info@peppersmarquees.co.uk
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w: http://www.peppersmarguees.co.uk/

t: 01405 860249

Evans Staging

e: reg@evansstaging.com

w: http://www.evansstaging.com

t: 0117941 4240
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Disclaimer

Nothing contained within this document relieves the visiting/events company of their obligations to
comply with any statutory legislation or duties under common law and no permission or consent by
or on behalf of the College or its agents under these safety rules and requirements shall in any way
relieve the visiting/events company of their liability for accidents, injury and/or damage under the
Contract. These precautions are additional to any for which the company may be responsible by
statute.

These conditions may be varied or added to at any time by the College.
The College accepts no responsibility for any direct or indirect losses caused by the enforced
delay or suspension of works imposed as a result of non-compliance with the Site Safety

Regulations.

| have read and agreed the terms set out above:

(60e] 2] o -] o1V

POSITION oot
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