[image: image1.jpg]



VITAL VENUE LOGISTICS AND WHAT TO BRING

A. Venue Logistics

1. Keys

1x set of keys will be allocated to you at 9am on the Wednesday (the start of the hire period)  

Whoever locks the venue should leave them on the 24hr reception (91 Brick Lane) for the person opening up the next day.  We recommend that you put the keys in an envelope with the person's name that is collecting them on it.  You should show the reception security some form of ID when picking up keys.

 

2. Your Rubbish 

Your rubbish is your responsibility! No rubbish should be left in the skips based in the yard.  The rubbish needs to be arranged by you to be collected by the council (Tower Hamlets rubbish removal service 020 7364 3364), or taken away by you.  Please remember that there will be rubbish after the private view evenings and this should be cleared by opening time the next day.  Bottle bank is sited at Sainsbury’s, 1 Cambridge Heath Road, E1 (Left off Whitechapel High Street).

3. Cleaning

The venue will be clean and empty when you arrive and needs to be clean & empty when you leave.  Cleaning after the private view evenings and at any time throughout your exhibition is your responsibility.  Please remember to bring cleaning equipment with you. Taj Stores on Brick Lane (left hand side towards Whitechapel High Street has everything!)

4. Private View Nights 

In previous years students have asked where to buy ice for drinks. Taj stores on Brick Lane sells ice.

5. Ladders/ Scaffold Towers

Unfortunately, we are unable to provide ladders or scaffold towers for insurance & health & safety reasons.  If you think you will require a ladder when setting up, please bring one with you.  If you need to hire one: HSS Hire on Whitechapel High Street.

6. Hanging Work 

You are welcome to drill into the walls as long as the holes are repaired by the end of your hire period.  Please bring polyfiller, sandpaper and white matt emulsion paint.  After filling the holes with the polyfiller, it is important to use sandpaper before painting over the holes to ensure that it is smooth.  All wall plugs should be removed by the end of your hire period. City Electric on Corbet Place (off Hanbury Street just behind the events office) – supplies all electrical requirements, nails etc.

7. Painting walls 

If you would like to paint a section of a wall a different colour please ask first.  We would prefer it if you didn't!

8. Floor 

Please do not use tape on the floors as when peeled off, this takes the paint off.  If you need to mark space on the floor, please use chalk.  Any wires on the floor could be a trip hazard – please do not tape down on grey painted floors – instead use a rubber pedestrian walkway.   Please do not drill holes in the floor in any venue.  Please do not paint the floor in any venue.

9. Car park / Unloading 

You will be given access on set up and strike days to unload and load by your venue.  On other days you should park in the Atlantis car park (146 Brick Lane).  This is a paying car park.

10. Atlantis Gallery Lift 

This will have to be shared on the set up and strike days, for people using the first and second floors. Please provide us with your main delivery times as we may provide a lift operator during these times.

11. Security 

Please make sure that your handbags and personal belongings are kept safe and out of public view.  We would recommend having at least 2 people curating your exhibition at any one time.

12. Furniture 

The galleries are ‘dry hired’ to you. This means that the venue will be handed over to you empty e.g. there will be no chairs and tables. These can be hired from Thorns Catering & Furniture Hire.

B. Hotels

Here are some suggestions of hotels in East London that have been provided by the local council:

City Hotel

020 72473313

Travel Lodge
0800 850950

Ibis Hotel

020 7517 1100

The International
020 7515 1551

Holiday Inn 
020 7300 4300

For further information please contact Tower Hamlets information center on 020 7364 4971

C. Travel
The closest London Underground tube stations to The Old Truman Brewery are:

Liverpool Street Station and Aldgate East 

For more information please visit www.londontransport.co.uk or call 020 7222 1234

D. Deposit Return Details

Please provide us with the name of whom to make the cheque payable to and the full address to send it to.

E. Contact

Events Department

The Old Truman Brewery

91 Brick Lane

London

E1 6QL

T: 0207 770 6100

F: 0207 770 6005

events@trumanbrewery.com

