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Quest 2016 – Splus 15

Theatre & Conference
Self Preparation Form
Issue 4 – July 2016
Outcomes

· To create a programme that is varied, popular and attracts as many members of the community as possible

· To support local arts and culture programmes and stakeholders

· To deliver effective and efficient services

	Challenge:

	Example of Best Practice:
	What  do we currently do:
	What action can we take:
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Splus 15 – Theatre & Conference
Self Preparation Form
	Challenge:

	Heading:
	What do we currently do:
	What action could we take:



	PLAN
	
	
	

	What plans are in place to deliver the outcomes?
	· Objectives are included in the business plan and linked to corporate goals; actions are in place to achieve the objectives

· There is a planned approach to customer and market research

· There is a specification that sets out what the venue can be used for

· There is a strategy/ programme of events which cover a range of genres for the theatre and accommodates small and large meetings, seminars and conferences

· A marketing and communications plan is in place that uses the findings of research 

· The marketing/ promotional plan highlights all planned activities with costs and resources

· The specific needs of people with disabilities are considered and the events are fully accessible

	
	

	DO
	
	
	

	How do you communicate your programme to customers, team and stakeholders?
	· A venue brochure is available giving details of up and coming shows/ events

· The website is easy to navigate and links to booking processes.  There are virtual tours, video clips and the opportunity to leave feedback 

· Electronic communications are used to promote and communicate

· Everyday venues are used to raise awareness of shows/ events

· Customer data is used to let customers know about shows/ events

	
	

	What resources have you put in place to deliver your plans?
	· There is a finance plan that sets out targets with an action place to achieve this 

· Staff are allocated time to carry out the required work

· Contracts that provide flexibility are considered

· Volunteers are part of the team development and communication process

· Succession planning is in place to ensure continuity 

· Use of space is maximised

· The venue is fully accessible

· Contracts with agents, promoters and hirers are clearly set out

· There are set up plans for the different type of shows/ events


	
	

	What training is in place to develop your programme and team?
	· Staff have the relevant qualifications and experience to ensure the programme works

· Marketing and promotional staff hold Chartered Institute of Marketing qualifications and are experienced in promoting theatre and conference venues

· Sales training is given to staff

· Staff are trained in relevant policies and procedures

· Specialist training is carried out


	
	

	What guidance and good practice have you considered?
	· Management and staff participate in networking groups to share best practice 

· The Arts Council funding and guidance is used to influence planning and development

· Maximum capacities are set for each show/ event

· Appropriate licences are in place

· Pre event briefings are held

· Noise risk assessments are carried out

· Industry updates and industry related media is received and reviewed to improve the services


	
	

	MEASURE 
	
	
	

	How do you measure?
	· A range of quantitative and qualitative key performance indicators are in place

· Weekly/ monthly budges and measured 

· Staffing costs are compared against target? Performance levels are known

· Performance levels are known

· Customer feedback is proactively gathered

	
	

	REVIEW
	
	
	

	How do you review what you measure?
	· Benchmarking is carried out with similar venues

· Reviews are carried out to ensure targets are being met

· Operational processes are reviewed

· The programme is reviewed regularly

	
	

	IMPACT
	
	
	

	Has what you have done made a difference?
	•
Business plan objectives are achieved

•
Results of customer satisfaction surveys are improving

•
Repeat bookings are generated

•
There is demand from promoters and agents

•
Shows/ events sell out quickly due to marketing activities

•
The Local Authority is reporting a strong arts and culture heritage

•
Local tourist usage is increasing
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