Delfina

Introduction

Welcome to The Delfina Event Operational Manual.

Delfina provides up to 525 sq. metres of open space for all types of events in two spaces. The
galleries can be hired separately or both together, as required.

The Delfina Gallery is ideal for Product Launches, Corporate Dinners, Live Communication Events,
Cocktail Parties, Private Parties, Food & Wine Events and Weddings.

The hire charge includes the use of on-site facilities and main service supplies only. Hospitality
requirements, use of the catering facilities and event management is charged for separately
according to each client’s specific needs.

Delfina is also licensed for marriage and civil partnership ceremonies

Your event manager would be happy to discuss these opportunities with you further and in the
meantime we hope that the following documentation will provide suitable and sufficient information
from which to create a memorable event.

The Events Team

The following lists the relevant personnel, their job titles and contact numbers for all areas
of responsibility at The Delfina Gallery

Events Department

Head of Events Direct Line 020 7564 2404

Allison Girling (Personal Licence Holder) Email allison.qgirling@thedelfina.co.uk
Event Manager Direct Line 020 7564 2403

Sophie Sanchez(Personal Licence Holder) Email sophie.sanchez@thedelfina.co.uk
Event Manager Direct Line 020 7564 2400

Kathrine Day Email Kathrine.day@thedelfina.co.uk

Operations Department

Health and Safety Advisor Direct Line 07831 864457
Email steve.Kearney@thedelfina.co.uk

Delfina Event Operational Manual 1/15 Revised 10/08



Delfina

1.0 ACCESS

20 ACCESS HOURS

3.0 AMBULANCE SERVICES

4.0 AUDIO VISUAL EQUIPMENT
5.0 BEVERAGES

6.0 CANDLES (and Live Flame)

7.0 CATERING

8.0 CLEANING ARRANGEMENTS
9.0 CLOAKROOM

10.0 COMPRESSED GAS

11.0 COMPUTERS

12.0 CONFIRMATION and CONTRACTING
13.0 CONGESTION CHARGE

14.0 CONTRACTORS DETAILS

15.0 DELIVERIES

16.0 DAMAGES

17.0 DISABLED ACCESS

18.0 DUTY EVENT MANAGER

19.0 ELECTRICAL CAPACITY and REQUIREMENTS
20.0 EVENT TIMINGS

21.0 FIRE EXTINGUISHERS & EXITS
22.0 FIRE EVACUATION PLAN

23.0 FIRSTAID

24.0 FLAMMABLE SUBSTANCES
25.0 FLOOR SPACE & PLANS

26.0 FURNITURE and PROPS

27.0 GOOD NEIGHBOUR POLICY
28.0 HAZE & DRY ICE

29.0 HEALTH & SAFETY REQUIREMENTS
30.0 INSURANCE

31.0 ISDN CONNECTION

32.0 LICENCING

33.0 LIGHTING

34.0 LOCATION MAP

35.0 LOST PROPERTY

36.0 OCCUPANCY HOURS

37.0 OPERATIONS MEETING

38.0 OUTSIDE SPACE — ALLEYWAY
39.0 PHOTOGRAPHY

40.0 PUBLIC TRANSPORT & PARKING
41.0 RIGGING

42.0 SECURITY

43.0 SITEVISITS

440 SMOKING

45.0 SPECIAL EFFECTS

46.0 STORAGE

47.0 TAPE USEAGE

48.0 TOILETS

49.0 VEHICLE

50.0 VEHICLE ACCESS

Delfina Event Operational Manual 2/15 Revised 10/08



Delfina

1.0 ACCESS

Address The Delfina
50 Bermondsey Street
London SE1 3UD

Public Access from Bermondsey Street
(Incl Disabled) from Bermondsey Street via North Alleyway
Service Access through North alleyway from Bermondsey Street.

2.0 ACCESS HOURS

The hire period access runs from 8am to Midnight for the Exhibition Gallery and 5pm to
Midnight for the Café Gallery. Being in a residential area care must be taken when loading
vehicles following an event. There is a one hour de-rig time permitted — if your event
requires a longer de-rig this must be discussed and agreed with your Delfina event
manager prior to the event. Please restrict deliveries where possible to 9am-12noon and
3pm-5pm.

3.0 AMBULANCE / PARAMEDIC SERVICES
We recommend that you try and engage the services of one of the following First Aid
bodies to be available during your event:
1. Medevent:
Email: tonyh@medevent.co.uk
Telephone: 01895-520401
2. St John’s Ambulance:
Email: events@london.sja.org.uk
Telephone: 020 7258 7005.
4.0 AUDIO VISUAL EQUIPMENT
There are no audio visual facilties at the venue.

5.0 BEVERAGES
Red wine is permitted throughout the building.
We would ask event organisers to encourage responsible drinking throughout the event.

6.0 CANDLES —(AND LIVE FLAME)
Use of live flame only permitted (including candles) when encased and approved by Delfina
Event Management.

7.0 CATERING

In house catering includes a café and bar at street level.

In house catering is available for all events.

Delfina Gallery Café and Restaurant caters to the public during the day.
Opening Times:

Cafe

Mon - Fri Open daily between 08.00am and 12.00pm and 3.00pm and 5.00pm
Restaurant

Mon — Fri Open daily between 12.00pm and 3.00pm

Fri only Open 7pm — 10pm for dinner

8.0 CLEANING ARRANGEMENTS & REFUSE REMOVAL

All Contractors shall dispose of all refuse and materials that are brought to the venue for
use at the event. It is the responsibility of the hirer to ensure this waste is removed, failure
to ensure that all waste is cleared may result in an additional charge being levied to
contract cleaners to remove the waste.
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Disposal of waste materials may be arranged with Delfina Event Management BY PRIOR
ARRANGEMENT ONLY.
Cleaning to the floor and toilets following the event is included in the hire fee

9.0 CLOAKROOM
The Cloakroom is located at basement level with space and racks to accommodate approx
500 coats.

10.0 COMPRESSED GAS (FOR INTERNAL & EXTERNAL USE)

All compressed gas cylinder useage shall be subject to a Control of Substances Hazardous
to Health (COSHH) assessment which, accompanied by a Material Safety Data Sheet
(MSDS) shall be supplied to Delfina Galley Event Management at least TWO weeks prior to
the event.

11.0 COMPUTERS
There are no computers available to hire.

12.0 CONFIRMATION AND CONTRACTING
Booking confirmations must be made in writing. Contracts will be issued and should be
signed and returned along with the deposit payment to guarantee the booking.

13.0 CONGESTION CHARGE
Delfina Gallery is located WITHIN the Congestion Charge Zone.

14.0 CONTRACTOR DETAILS
Contractor lists should be submitted to Delfina Event Management by the event organiser
TWO WEEKS prior to the event.

15.0 DELIVERIES

All deliveries being made to Delfina Gallery in connection with any event should be clearly
marked for the attention of the ‘Events Office’ with the event date, company name and
client contact.

16.0 DAMAGES

Charges will be made against any damages that occur to property or fabric of the building
during the hire period. Low adhesive tape must be used on floors. White tack or low
adhesive Velcro pads can be used to put items onto walls. All tape, tack and Velcro must
be removed after the event.

17.0 _DISABLED ACCESS
There is one disabled ramp.

18.0 DUTY EVENT MANAGER

There will always be a member of the Events team located in the Events Office during the
build and de-rig of all events and a duty Event Manager shall be located within the event
space during an event.
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19.0 ELECTRICAL CAPACITY & REQUIREMENTS

POWER SUPPLY PROVIDED IN CAFE GALLERY: 1 X 63A - 3 PHASE (ALSO 2 X 32A -
3 PHASE)

POWER SUPPLY PROVIDED IN EXHIBITION GALLERY: 1 X 63A — 3 PHASE

BOTH GALLERIES ALSO HAVE 13A POWER POINTS DELIVERED ON A SINGLE RING MAIN.

Production companies and Suppliers must provide their own electrical distribution
equipment. All connections to Delfina Gallery main electrical distribution point must be
supervised by a qualified person.

All electrical equipment and appliances, including all production equipment must be fully
certified and tested — evidence of periodic testing (PAT or similar) or certification for all
items should be supplied two weeks prior to the event.

All electrical work must be carried out in accordance with the standards laid down in the
Electricity at Work Regulations 1989, and the 16" Edition of the Institute of Electrical
Engineers Standards.

20.0 EVENT TIMINGS

We require the building to be clear of all guests by 12.30am and would ask that all events
therefore conclude at Midnight. A later finish is possible and this must be requested and
agreed by the Head of Events at the initial enquiry stage.

21.0 FIRE EXTINGUISHERS AND EXITS

Fire fighting apparatus is to be kept clear and readily accessible. Neither they, nor signs
indicating their positions, should be removed or obscured without the express written
permission of Delfina Event Management.

Fire extinguishers or other equipment are not to be used for any other purpose other than
fighting fires.

All entrances, exits and gangways in all areas must be kept unobstructed at all times. All
goods, exhibits and staging materials must be brought into or removed from the spaces by
such entrance or exits as shown on the agreed event plan.

Delfina Gallery has an automatic Fire Alarm System with various detection devices and
firebreak glass points located around the venue.

22.0 FIRE EVACUATION PLAN - SEE APPENDIX (A) FOR PROCEDURES

23.0 FIRSTAID

For all medical emergencies, in the first instance, it must be reported to the duty event
manager who will assist with any medical emergency and summon First Aid within the
venue or an ambulance for more serious medical emergencies.

The accident book is held in the Front of House office and should be completed for every
accident that occurs within Delfina Gallery.

All contractors should supply their own First Aid Box and have a first aid trained
representative whilst on site.

24.0 FLAMMABLE SUBSTANCES

All flammable and highly flammable substances must be stored, handled and used in
accordance with the current legislation. If such substances are kept and/or used on site
then suitable signage must be placed in the area concerned. In particular a non-smoking
rule must be applied. Explosives or cartridge operated fixing tools, must not be used, nor
brought on to the site, without the express prior, written permission of Delfina Gallery
Management.
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25.0 FLOOR SPACE AND PLANS
Café Gallery

Size:

225 sq metres

Available:

Monday to Friday 17.00 — Midnight
Weekends 09.00 — Midnight
Maximum capacity:

130 Lunch / Dinner

200 Reception

Exhibition Gallery

Size:

300 sq metres
Available:

09.00 — Midnight
Maximum capacity:
250 Dinner / Dance
350 Reception
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26.0 FURNITURE & PROPS

Furniture located within the restaurant is included within the hire fee for evening events
only. All other furniture owned by Delfina may be used with permission but will be charged
for.

27.0 GOOD NEIGHBOUR POLICY

Delfina Gallery is in a partly residential area and thus it is imperative to consider our
neighbours in all activities.

Volume from Live music and discos must be kept at a level agreed with your event
manager. Doors from the Exhibtion Gallery onto the side entrance must be kept closed
after 10pm. Sound proofing must be applied to the glass skylight area if music is siutated
in Exhibition Gallery (ask you event manager for advice on applying this.)

No loading onto vehicles should take place later than ONE hour after departure of guests.
Guests should be requested to leave the building and area as quietly as possible.

28.0 HAZE AND DRY ICE
The use of smoke or dry ice will activate the Delfina fire alarm system. Use of these
machines must be discussed and agreed with your Delfina Event Manager prior to use.

29.0 HEALTH AND SAFETY REQUIREMENTS

Health & Safety Policy Statements, insurance documentation, risk assessments and
method statements should be submitted to Delfina Event Management a minimum of TWO
WEEKS prior to the event for the approval of Delfina Gallery.

Clients, event organisers, production companies and all external contractors must
recognise its obligations under the Management of Health and Safety at Work Regulations
1999 and that procedures are necessary to comply with the requirement of identify hazards
and assess all risks to staff and others on the site.

Risk Assessments and Method Statements may not be generic, but must contain elements
relating specifically to the venue, the event and that staff contracted to carry out the
installation and de-rig. Failure to provide these specific, relevant documents may render
the individual company unsuitable to carry out work at Delfina Gallery, and may be refused
access to the building.

In the event of a Contracted 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 asked to leave
site forthwith by an authorised representative of Delfina Event Management.

30.0 INSURANCE

Organisers/Clients:

The organiser should provide a copy of their insurance policy (at a minimum coverage level
of £10,000,000) a minimum of two months prior to the event.

External Contractors:

All contractors must have insurance covering against third party claims to a minimum of
£5,000,000. Delfina Gallery will require production of the relevant certificate of insurance
from contractors prior to the event.

31.0 WIFI CONNECTION
There is WiFi connection available at the venue. Connection to the internet is via a
standard adsl link and no warranty for quality of connection is supplied.
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32.0 LICENCING
Clients are reminded that Delfina Gallery as the premises licence holder will give direction
where necessary and where it sees fit.

33.0 LIGHTING

LED pillar down lights, LED up lights, pin spots and gobo lamps are installed in the
Exhibition Gallery. Use of these will be charged for and may only be used with permission
and by a qualified lighting technician.

34.0 LOCATION MAP

35.0 LOST PROPERTY
In the event of lost property please contact Delfina Event Management on 020 7564 2400.
Delfina Events cannot be held responsible for missing items.

36.0 OCCUPANCY HOURS
Generally hours for the hire of the Gallery space is from 08.00am to Midnight for the
Exhibition Gallery and 5pm — Midnight for the Café Gallery.

37.0 OPERATIONS MEETING

An operational site meeting must take place no less than TWO WEEKS prior to the event
with a representative from each of the key contractors and a Delfina Event Management
representative to run through the detailed itinerary of the hire.

38.0 OUTSIDE SPACE (NORTH ALLEYWAY)
Floor composition: tarmac.
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39.0 PHOTOGRAPHY
Delfina Gallery does not have a preferred list of photographers. Client’s are able to utilise
their own suppliers.

40.0 PUBLIC TRANSPORT & PARKING

a) By Tube and Rail

LONDON BRIDGE (JUBILEE AND NORTHERN LINE) — 5 MINUTE WALK
From the station take the St Thomas Street Exit and turn left

b) ByBus

Local bus services are available from London Bridge with connections to the City, Waterloo
and South London destinations

c) ByCar

Delfina Galley is located within the Central London Congestion Zone. There is no on site
parking available. Unrestricted parking after 6.30pm on single yellow lines

Local Carparks:

National Car Park (0870 242 7144) - 250 spaces in Snowfields —

5 minute walk from Delfina, open 24 hours

St Thomas Street (020 7378 9749) — 80 spaces in open-air car park —
2 minute walk from Delfina, open hours 6.30am - 7.30pm

41.0 RIGGING

Please note that the ceilings are false and therefore NO rigging can be suspended from the
ceiling, lighting tracks or any point other than the designated rigging bars. The rigging bars
are provided between the pillars in both galleries ( marked - - - - on the floor plan ).

These bars have been load tested to a safe working load of 50KG ( Max Uniformly
Distributed Load ) and 50KG ( Max Centre Point Load ). Please check centre point loads
and load distribution before hanging any equipment. You will be liable for any incident
arising from equipment loaded onto rigging bars in excess of these limits.

42.0 SECURITY
Security are required at all events and will be charged to the hirer.

43.0 _ SITE VISITS

Clients to be aware that Delfina Gallery is an operational venue and on occasions only
restricted viewing opportunities will be available. You are therefore strongly advised to
contact the events team in all instances prior to arranging a production meeting or viewing.

44.0 SMOKING
In keeping with current legislation, there is a strict NO SMOKING policy within Delfina
Gallery.
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45.0 SPECIAL EFFECTS/ EXPLOSIVES

The use of special effects e.g. lasers, smoke machines, strobe lighting and pyrotechnics or
the bringing onto the premises of any explosive or flammable substance may only be
permitted with the prior consent of Delfina Event Management.

Explosives or cartridge operated fixing tools, must not be used, nor brought on to the site,
without the express prior, written permission of Delfina Gallery Management.

46.0 STORAGE

Unfortunately there are no storage facilities at Delfina Gallery and Organisers and
Production Companies are asked to make their own arrangements for packing cases and
storage of other large goods off site.

47.0 TAPE USEAGE

Do not tape or affix any cable or equipment to any floors unless using approved low
adhesive tape. In the event of uncertainty of suitability of tape then all contractors should
check suitability of the tape with Delfina Event Management — your signature to this
document confirms your agreement to pay for any repairs required as a result of damage to
the floors or walls

48.0 TOILETS

These are located in the basement area for the Café Gallery and lower ground floor for the
Exhibition Gallery.

One Disabled toilet is situated on the ground floor

49.0 VEHICLES
Any fuel fed vehicles coming into the main space should be have their fuel tanks emptied
prior to coming on site.

50.0 VEHICLE ACCESS

Deliveries should be made via the North Alley entrance (on the north side of the venue).
This provides direct access to both galleries. For the security of your own equipment and
that of other occupants of the building please make sure the gates are closed behind you.
This area is for deliveries only. There is no on site parking. Vehicles must be moved from
this area before the event commences (this entrance is a designated fire exit).
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APPENDIX (A) — FIRE & EMERGENCY EVACUATION PROCEDURES

1 FIRE PROCEDURE

In the event of fire or other emergency the following action will be taken.

The incident will be brought to the attention of the Event Duty Manager, the alert code is:
“CODE ‘RED’ IN.. ( ) STAND BY !”

The Event Duty Manager will immediately investigate the incident, and The Fire Service will
be informed and requested to attend.

The Event Duty Manager will alert the Duty Technician, Sound Technician (or DJ) and The
Catering Manager that a fire has been detected, the alert code is:

“CODE ‘RED’ IN.. ( ) POSITIONS !

This is a stand-by alert, to inform all staff that an incident is in progress and evacuation
MAY follow.

Within 2 minutes the Event Duty Manager will decide whether evacuation is necessary.
To instigate the evacuation, the following message will be relayed via the venue sound
system;
“ATTENTION PLEASE, ATTENTION PLEASE,
THIS IS AN EMERGENCY ANNOUNCEMENT.
CIRCUMSTANCES MAKE IT NECESSARY FOR EVERYONE TO
LEAVE THE BUILDING,

PLEASE MAKE YOUR WAY TO THE NEAREST EXIT”.

2 EVACUATION PROCEDURE

On receiving the order to evacuate, The Duty Technician, Sound Technician (or DJ) and
The Catering Manager will prepare to evacuate as required.

The WAITING STAFF in the affected area will usher all persons away from the incident and
to the nearest unaffected exit.

The main exit routes from the venue can be found on the attached Fire Extinguisher
Location Plan

All guests will be ushered to the Fire Assembly (Muster) Point until further information is
gained from the Emergency Services.
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If the Emergency Services give the all clear for the venue to be re-occupied, The WAITING
STAFF (under instruction from the Event Duty Manager can escort the guests back to the
building)

The Fire Assembly Point Plan (attached) will show the Fire Assembly (Muster) Point and all
staff shall make themselves aware of the location of this position.

Following evacuation ONLY THE EVENT DUTY MANAGER WILL GIVE THE ORDER TO
RE-OCCUPY THE VENUE, and this will normally be only given following consultation with
the Senior Officer attending with the London Fire Service.

3 DISABLED GUESTS
Disabled guests will be assisted to evacuate by the APPOINTED PERSON who shall be
identified by the Event Duty Manager prior to the event commencing.

4 TRAVEL DISTANCE
The exit doors are situated so that the maximum travel distance from any point within the
venue to the nearest exit is no more than 18 metres, in accordance with the requirements
for public and private gatherings as contained in the Home office

’, and from all points there are
alternative exits in more than one direction.

5 ESCAPE ROUTES AND FIRE EXITS
All fire exit doors each give a total minimum width at each exit of 1.8m and open outwards
in the direction of escape.

6 MAXIMUM NUMBERS OF GUESTS
The maximum number of guests within the venue will be maintained below the figure
calculated using the guidelines in the

This guide allows for sufficient floor space per guest provided that there is an escape route
within a minimum of 18 metres and 45 degrees of any guest and there is always at least
one alternative escape route to the nearest escape door.

Escape door widths are sufficient to allow at least 200 guests to be evacuated through
each door within a two-minute period.

7 EMERGENCY LIGHTING

Emergency lighting is installed within the venue to comply with BS 5266, and are sited at
every fire exit.

Lighting units have been installed to cover all external exit routes and assembly points, and
where these are dependant on the general power source emergency back-up power and/or
emergency lighting has been installed.

8 EXIT SIGNS

All exits have a permanently illuminated sign marked ‘FIRE EXIT’ in plain block lettering
over the doors. Where an exit cannot be seen from a particular point, directional signs to
the nearest exit have been placed in conspicuous positions along the escape route. All
signage will conform to BS 5499: Part 1 , etc

9 FIRE EXTINGUISHERS
See attached Fire Extinguisher Location Plan

Delfina Event Operational Manual 13/15 Revised 10/08



Delfina

FEMMLE W.C

KALE W,
7
-

FIRE EXTINGUISHER LOCATION PLAN
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10 FIRE ESCAPE ROUTE & MUSTER (ASSEMBLY POINT)
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