A MADCAP Coalition

USE OF WAREHOUSE POLICY
A MADCAP Coalition have been given use of Unit 4 managed by Pepys Community Forum “In-kind”.  We have been requested to deliver a community event on Pepys in return, and keep key holders to a minimum of two.  We are keen to share the space with other artists on a mutual “in-kind basis”.  As the coalition grows, we anticipate there being more demand for use of the space.  It is therefore necessary to protect the interests of everyone involved to develop clear guidelines and boundaries to avoid misunderstandings and clashing of interests. 

1. Authorised Key-Holders
Keys shall be held by two members of the Coalition only.  In the event of their absence, the keys will be passed to a member of  the Executive who will take responsibility for access.  No extra copies of the keys will be made and distributed unless authorized to do so by the Executive Committee.
2. Signing in
All visitors and users of the Warehouse (including the Executive Committee) will sign in and out in the visitors book provided.  This is necessary in case of emergency evacuation, and in order that attendance and use of the space can be monitored and evaluated.

3. Storage of Equipment and Materials

A MADCAP Coalition will store all materials and equipment acquired by them in the Warehouse.  Anyone wishing to use storage space for their own equipment and materials will be required to make a written request to the Warehouse Manager and be approved by the Executive.  No equipment or materials will be used or taken from the Warehouse without prior written request, unless it is for a specific MADCAP event or workshop.  
4. Acquisitions
The Warehouse Manager should be informed of any new acquisitions or donations to enable MADCAP to keep a comprehensive and up-to-date inventory.

5. Use of Warehouse Space

A MADCAP Coalition is keen to share their resources with other artists in the community.  It is necessary to put in place procedures in order to manage this use effectively.
a) All users of the space will be required to become members of A MADCAP Coalition, by filling-in a membership form and signing it.  No cost will be incurred.

b) Requests to use the space to rehearse, film, or construct will be made in advance and in writing to the Warehouse Manager, clarifying dates and times.

c) At the end of each session, all users will clear props and materials and leave the space tidy and ready for other users.

d) One of the key holders will be present to unlock and lock up after a requested session.

e) Use of equipment and materials belonging to the Coalition will not be used by those using the space unless prior permission has been given.

6. Limitations on use
All artists wishing to use the space will be entitled to a maximum of ten hours use.  After (or during) this time users will be required to volunteer for events, workshops or in any other appropriate way.  This will be an hour for hour exchange.  i.e.  if a user reaches the maximum 10 hours, then volunteers two hours, they will be entitled to use the space for an additional two hours only, until they volunteer more hours.  .  When artists are paid by the Coalition, this will be for the duration of the actual event, e.g. 1pm—6pm or the duration of their performance/activity.  Hours spent by artists helping to set-up and strike after an event, or bark fairground games etc.,  will count towards the “Time Bank”.
An “in-kind” contribution of 1 voluntary hour per  month will be required for use of storage space,  up to a maximum of 6 before further permission will be granted.  If members have not contributed voluntary hours or specified when they will, they will be required to remove their equipment or materials immediately. 

The volunteer coordinator and Warehouse Manager will monitor this process.
