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2011 - Contact Information 

Shari Cornish, President 

• ph: 472-5920 e: shari@sharicornish.com 

Sally Anstey, Board Member 

• ph: 472-6751 e:  sanstey7@comcast.net

A. Fire Codes: 

1.Pyrotechnics and/or open flames such as candles, torches, lanterns or flame throwing devices are not allowed anywhere in the Hardwick Town House. 

2. Smoke machines and/or smoke making devices are not permitted on the interior of the Hardwick Town House but may be used outside as a form of atmospheric decoration. 

3. Smoking cigarettes, cigars or pipes is strictly prohibited in the Hardwick Town House.  If a performance calls for one of the three items listed above as a prop it must be cleared through the Northeast Kingdom Arts Council Board of Directors and could possibly require the posting of a firefighter and/or fire warden at the performer/promoter’s expense.

4. By order of the FIRE MARSHALL the balcony is open to be used once the main floor is filled and for no more than 50 people.  All children must be accompanied by an adult if they are in the balcony.  Fire Exits from the balcony are to be used for EMERGENCY EXIT ONLY.   The Northeast Kingdom Arts Council nor The Hardwick Town House can be held responsible for any incidents or injury that may occur if fire escapes are used for any entrance or exit during any non-emergency circumstance.

B. Food and Beverage: 

1.Northeast Kingdom Arts Council may arrange to have volunteers sell baked goods, coffee and nonalcoholic beverages during pre-show and intermission for any given performance and does not grant permission for outside performers/promoters to sell their own refreshments unless previous arrangements have been agreed upon in writing by the Board of Directors. 

2. Any electric device to heat food, coffee, popcorn etc. is permitted but allowed only in the lobby and/or gallery area.  A fire extinguisher must be on site. 

3. Open grills and gas ovens are prohibited from use inside the Hardwick Town House but may be used on the exterior grounds with permission from the Board of Directors of NeKArts. 

4. All food, containers, bottles and/or trays related to serving and or consuming

food brought in to the Hardwick Town House must be removed immediately following the performance/event.  There is NO storage of food, containers, bottles and/or trays allowed anywhere in the Hardwick Town House.

5. Limited food and drink are allowed back stage.  Water and food for props are 

permitted on the stage.  Garbage accumulated by the performer/promoter backstage must be removed by the performer/promoter that same day by the performer/promoter.

6. There will be no BYOB events at the Town House. There is no alcohol permitted in the Hardwick Town House unless supplied by an outside licensed caterer and subject to the approval of the Board of Directors for NeKArts. In such an event adequate security may be requested at a cost to the promoter/presenter.

C. Keys:

When new locks are installed at the Hardwick Town House the following will receive one copy each: The Hardwick Town Manager’s office, the members of the NeKArts Board of Directors listed as contacts above. Performers with a contracted residency may receive ONE copy of the key at the start of their scheduled residency, subject to a key deposit, which will be returned at the end of their residency. It is strictly forbidden to make copies of the keys, any copies made will be subject to a fine and loss of future key holding status.  Single event performances will be given access to the building by a representative of NeKArts for the period of time desired for the event set up, performance and any take down.

D. Equipment and props:

Any outside equipment and/or props, not owned by NeKArts, must be removed from the Hardwick Town House at the end of the performance and/or residency.  There is absolutely no storage of lighting, sound, other equipment or props allowed in the Hardwick Town House unless prior arrangements have been made with the Board of Directors for NEKArts.  Electrical surge bars, and extension cords for backstage use are provided by NeKArts and must be left in place and not added to unless specifically approved by NeKArts President.

1. Set construction, design and the stage:

2. The Board of Directors for NeKArts must first approve any on-site construction and painting/ installa
 tion of sets or additional lighting equipment.

3. The Town House has some limitations in the electrical systems.  The existing lighting and electric cords  are carefully monitored.  DO NOT bring additional extension cords or lighting equipment without the approval of the NekArts Board of Directors.  

4. The temporary stage panels are the property of The Craftsbury Chamber Players.  They are on loan to The Town House for the benefit of all performers.  In the event that they need to be moved or adjusted permission must be obtained by a representative of NeKArts.  Any damage to the panels will be the responsibility of the individual performer. (Only applicable if the panels are in place on the stage.)

5. Absolutely no props and/or set designs can be hung from the railings of the catwalk.

6. No one is allowed on the catwalk without prior permission from the President of NeKArts

7. The use of the Charles Henry Grand Drape and the Charles W. Henry street scene backdrop is allowed to and individuals who have been trained in The Historic Curtain Operation.  Do not attempt to raise or lower either historic curtain without direct approval and training of a NeKArts Board Member.  

F. Additional Charge & Usage Fee/s:   All events are booked with the assumption that the performance will end and the building will be vacated on or before 10PM on the performance date.  If the time extends beyond the 10PM hour, the performer/group/ or organization will be billed for additional time at a rate of $12.50 per 30 minutes.  Any lights, heat or equipment left “on” after performance and/or residency has ended the performer or representative signed below is responsible for an additional surcharge of $20 per 12 hour period of usage at the discretion of NeKArts representative..  Billing for additional charges will be invoiced separately  at the discretion of The Northeast Kingdom Arts Council.

I have signed below acknowledging that I have read and understand this safety and security policy.  I will be responsible for sharing and enforcing it during the time that my group, volunteers and staff are in The Hardwick Town House up to the point when I have returned the keys and our access and /or residency has ended.

___________________________________________________
_________________________________

signature of performer or representative


date

___________________________________________________
________________________________________________ 

printed name above




contact phone & email

___________________________________________________
________________________________

Name of performer/group/organization


date/s of performance/s


