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1 Introduction

Welcome to the Sydney Opera House

Sydney Opera House is a major performing arts venue staging over 2,400 events
annually across seven indoor venues and associated foyers. Outdoor events are often
held on the Precinct.

Guided tours, functions, bars, restaurants and shops also operate on a daily basis. One
of Australia’s premier tourist destinations and treasured local landmarks, SOH welcomes
approximately 10.9 million visitors annually.

A State, National, and World Heritage listed ‘masterpiece of human creative genius,’
Sydney Opera House is unlike any other performing arts centre in the world. State and
Commonwealth laws are in place to protect its unique position as part of the Sydney city
skyline, its surroundings and its heritage values. These requirements ultimately affect
how we plan and stage events.

The staging of events is subject to a complex structure of legislation, planning and
heritage instruments, approvals and policies, including:

= Sydney Opera House Trust Act 1961;

= Sydney Opera House By-Law;

= State Environmental Planning Policy (State Significant Precincts) 2005;
=  Work, health and safety legislation;

= Arange of policies, including the Conservation Management Plan, this Indoor Event
Guide, SOH Code of Conduct.

Every event must be managed so that it is successfully integrated with other SOH
activities to ensure the safety and security of workers and the general public.
Considerations must also be made in the protection of SOH site and heritage values.

Please note, this guide is subject to change.
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1.1 Site Map
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1.2 Acronyms

AM SOH Account Manager

AS Australian Standard

BOP Building Operations

BOH Back of House

CCR Central Control Room

EAP Eminent Architects Panel

EBMS Event Booking and Management System

EPRG Emergency Planning and Response Group

ERAMP Environmental Risk Assessment and Management Plan

ESP Environmental Sustainability Plan

EWIS Emergency Warning Intercommunication System
F&B Food and Beverage

OB Outside Broadcast

NSW New South Wales

PA Public Announcement

PLI Public Liability Insurance

PM SOH Production Manager
PPE Personal Protective Equipment
RA Risk Assessment

R&B Recording and Broadcast

RSA Responsible Service of Alcohol

SEMP Sustainable Event Management Plan

SFX Special Effects

SOH Sydney Opera House

SWMS  Safe Work Method Statement

SWP Safe Work Procedure

Trust Sydney Opera House Trust

WHS Work Health and Safety

WIP Warden Intercom Phone
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2 Venue Overview and Capacities

2.1 Concert Hall

With its grand setting, gorgeous wood panelling and cathedral-like ambience, the world-
renowned Concert Hall is Sydney Opera House’s most prestigious and majestic venue. It
also has one of the most architecturally significant interiors of the site.

The largest of our interior performance venues with a maximum capacity of 2600, the
Concert Hall delivers outstanding performance experiences derived from its high vaulted
ceiling and white birch timber and brush box panelling.

With adjustable acoustics the Concert Hall is suitable for an array of classical and
contemporary music events, talks, screenings, corporate conferences and large scale
school events.

The Concert Hall is currently undergoing extensive renovation and is expected to re-open
mid-2022.

2.2 Concert Hall Northern Foyer

Located underneath the largest shell of the Opera House, the Concert Hall Northern
Foyer is one of the most sought after venues in Sydney. Set over multiple split levels, this
space provides ample opportunities to create an event of sophistication and surprise.

Providing guests with dramatic views of Sydney Harbour Bridge and its surrounds, a
private balcony, high vaulted ceilings and an atmosphere of grandeur, the Concert Hall
Northern Foyer is a spectacular setting the perfect back drop for your event.

CHNF Capacities

Seated Meal 650

Cocktail Function 1000

2.3 Joan Southerland Theatre

Set beneath the eastern shells, the Joan Sutherland Theatre, previously known as the
Opera Theatre was renamed in 2012 in honour of Australia’s most loved soprano, Dame
Joan Sutherland.

The second largest of our interior performance spaces seating more than 1500 guests,
and one of only two proscenium arch theatres in the complex with an orchestra pit
accommodating up to 70 musicians, the Joan Sutherland Theatre delivers an intimate
theatrical experience.

2.4 Joan Sutherland Theatre Northern Foyer

Similar to the Concert Hall Northern Foyer, the Joan Sutherland is set over three split
levels, providing guests with equally dramatic views of Sydney Harbour Bridge and its
surrounds. This accessible space was renovated in 2017 and offers a private balcony,
high vaulted ceilings and an atmosphere of grandeur.
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JSTNF Capacities

Seated Meal 200

Cocktail Function 700

2.5 Drama Theatre

The Drama Theatre is the smaller of our two proscenium arch venues, also offering an
intimate theatrical experience with a seated capacity of 544. Primarily used to stage
plays, contemporary dance and musical theatre, the space regularly features productions
by the internationally acclaimed Sydney Theatre Company and Bangarra Dance Theatre.
The Drama Theatre is also an ideal venue for spoken word performances.

2.6 Playhouse

The Playhouse is a 398-seat end-stage venue on the western side of the site, beneath
the Concert Hall. Previously a music room and a cinema, the Playhouse was converted
for main stage drama, musical theatre, children’s productions, lectures and music
concerts.

The Playhouse regularly plays host to some of the country’s most prestigious performing
arts companies, including Bell Shakespeare.

The Playhouse has an end-stage with no wing space, and there is a hanging system over
the stage with 20 battens on electric winches, but no fly tower above.

2.7 Studio

The Studio is a 15m x 15m versatile ‘black box’ style theatre, offering intimate theatrical
and cabaret experiences to audiences. With reconfigurable seating, staging and a
mezzanine gallery floor, the Studio has played host to events ranging from club nights,
cabaret, experimental theatre and children’s performances, to the APEC World Leader’s
Forum.

Studio Capacities

Theatre Mode 199

Maximum (with approval) 600

2.8 The Utzon Room

The Utzon Room is the smallest performance venue that offers a stunning close up
experience of the Sydney Opera House’s extraordinary architectural features, with
spectacular views across Sydney Harbour and the Royal Botanic Gardens.

The capacity, dependant on venue layout, ranges from 100pax in banquet style up to
210pax in seated theatre style.

2.9 The Yallamundi Rooms

The Yallamundi Rooms are situated on the north-eastern corner of Sydney Opera House.
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Completed in 2018, this new event space is crescent shaped, and spans the entire
northern end of the eastern podium to take full advantage of the spectacular harbour
views.

The Yallamundi Rooms can be divided into three separate spaces or kept as one open
plan venue. The venue is ideal for weddings, conventions, or meetings and is managed
by Trippas White Group.

2.10 The Western Foyers

Sydney Opera House's Western Foyers provide a unique location to capitalise on the
spectacular backdrop of Sydney Harbour and Harbour Bridge. Portside Restaurant
operates within the venue and services the Drama Theatre, Studio, Playhouse, and
Centre for Creativity requiring any event within the foyer to consider the requirements of
the audiences attending a performance in one of these venues.

2.11 Centre for Creativity

Opening in early 2022, for the first time the Sydney Opera House will have a new space
dedicated to creativity and learning. Engaging a lifelong learning audience, the centre will
host workshops, creative-play activities, talks and performances for the general public,
education, and arts sectors. In a building that embodies experimentation and innovation,
it is located on the north-western corner of the Sydney Opera House.
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3 Event Planning

3.1 Booking Process

If you wish to present an event at Sydney Opera House, you must first make a booking
through the Venue Hire department and enter into a venue hire agreement.

The venue hire agreement must be signed, proof of insurance must be provided and any
required pre-payment or deposit paid before a booking is confirmed and event tickets can
be released for sale or distribution.

Venue and Event Sales

Phone +61 (0)2 9250 7393
E-Mail venuehire@sydneyoperahouse.com
Online sydneyoperahouse.com/venuehire

3.2 Hiring Conditions

The venue hire agreement will cover:
= Use of space;

= Inclusions and exclusions;

= Indemnities and insurance;

= Recording and broadcast;

= Merchandising;

= Use of hazardous goods;

= Box Office, cancellations and fees and charges; and
=  Work, health and safety;

The Venue Hire fee does not include:
= Power usage and electricity;

= Technical services and equipment;

= Staff labour including; security, technical crew and all front of house staff including
ushers and theatre managers;

= Any other goods or services not specifically included in the Venue Hire Agreement;
= Box office charges; and

= Industry Service Fee (ISF) charges.

3.3 Event Management Process

After your booking is confirmed, an Account Manager and Production Manager from our
Event Operations department will be assigned to your event to guide you through all
aspects of event planning and delivery.

All decisions and requests during an event are to be directed through your Account
Manager or Production Manager. The only exception to this is during an emergency
situation, when you must follow the directions of the Head of Security, Emergency,
Planning and Response.

This diagram shows the management hierarchy for events at Sydney Opera House, as
well as decision making during an event:
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3.4 Heritage Management

Sydney Opera House is a State, National, and World Heritage listed site and, as such, is
subject to a range of State and Commonwealth planning and heritage instruments.

SOH is committed to ensuring the heritage values are protected and event planning must
consider any impacts or risks to these values. Assessment of heritage impacts or risks
must be included in the Production Risk Assessments(see 8.3.3). Sydney Opera House
may require heritage advice to be obtained at your cost where any significant impacts or
risks are identified.

For more information:
Link: Utzon Design Principles

Link: Conservation Management Plan (CMP)

3.5 Event Insurance

You are responsible for adequately insuring the event. In addition to public liability and
workers’ compensation insurance, other insurances may be required including key
employee or headline artist insurance, equipment insurance and event cancellation
insurance. SOH encourages you to consult with a professional insurance broker to
advise and quote for the appropriate cover.

3.6 Cancellation Policy

If a decision is made to cancel an event, the allocation of costs and any compensation
will depend upon the circumstances of the cancellation, and the length of advance notice
given. The venue hire agreement governs the outcomes in the event of a cancellation.
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3.7 Event Lifecycle

PRE EVENT PRE
APPROVALS BUMP
& % PRODUCTIO &&= EVENT ouT

CONTRACT N

Documentation Required from you per the below timeline:
= Box office build and online marketing collateral;

= Technical rider;

= Event timings and overview;

= Set design;

= Technical plans;

= Hospitality rider;

= Function / Food and beverage requirements;

= Intended branding / Signage;

= Merchandise information;

= SWMS;

= Draft and final risk assessments;

= Dressing room requirements;

= Personnel access list including; staff, performers and any intended guests BOH;
= Key contacts;

= Vehicle access details; and

= Complimentary ticket allocations.
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Event Lifecycle

Description

Documents for Hirers to
submit to SOH

Documents SOH will
supply to Hirer / SOH Crew

Pre Event
Approvals and
Contract

Venue booking confirmed.
Venue Hire Agreement signed.
SOH AM and PM allocated

Pre-Production

All activities in the planning process
that enable an event to be delivered
in a safe and efficient manner

Following intro to AM and PM

Box Office Build Form
Online marketing collateral

Approve for on sale
Review and approve seating
plans and venue layout

6 weeks prior to event

Technical rider

Event timings and overview
Set designs and

Technical plans

7-14 days following ‘6 weeks'’
information received from Hirer

Estimate of costs

4 weeks prior to event

Approved SOH schedule
Approved estimate of costs
Hospitality rider
Merchandise information
Branding / Signage

Draft risk assessment

Following ‘4 weeks’ information
received from Hirer

Updated estimate

2 weeks prior to event

Final technical plans
Schedules

Dressing room requirements
Draft personnel access list
Final risk assessment including
SWMS

Food and beverage
FOH and security requirements

10 days prior to event (Final day to
amend SOH crew calls without
incurring charges)

FOH notes

Final dressing room allocations
Final merchandise agreements
Final hospitality rider quote

Technical crew confirmations

7 days prior to event

Final personnel access list
Key onsite contacts
Vehicle details that require
Loading Dock access

Final event requirements to all
SOH internal departments
Final accreditation SOH to
Building Operations

Final estimate

1-2 days prior to event

Final comp ticketing list to Box
Office team and AM

Conduct final staff briefings
Provide vehicle access codes for
the Loading Dock

Venue specific induction
requirements (if applicable)

Bump-in First day of contracted time, Hirer to sign acknowledgment of Venue specific induction
commences from the first induction delivered prior to start of work (if
vehicle/team member onsite. applicable)

Event All aspects from when patrons arrive
until the last patron departs the
building.

Bump-out Breakdown of facilities, stage and
BOH areas.

Post Event A Post Event Debrief may be held

Debrief and with all relevant stakeholders to Final invoice

Ivales evaluate the success of the event

and ways to improve in the future.
SOH AM to send post event
Presenter Survey.

Final invoice issued to Hirer.

SOH AM to send post event
presenter survey
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4 Operational Guidelines

4.1 Food and Beverage Services

Sydney Opera House is a fully catered venue and reserves all rights relating to the
supply, sale and service of food and beverage on site. All catering is provided by the
Sydney Opera House licensed caterer; Trippas White Group. All food and beverage
enquiries should be directed to your Account Manager who will connect you to the
relevant catering contact.

411 Precinct Food and Beverage Offerings

The Trippas White Group operates Yallumundi Room, Portside, The Lounge, Green
Room and the Theatre Bars.

Joan Sutherland Theatre and Concert Hall Theatre Bars are open 90 minutes before
each show and during intervals. Western Foyer Theatre Bars are open pre-theatre for all
performances.

Patrons have the option to pre-order food and drink when purchasing tickets online,
whether for pre-show or interval refreshments.

For extensive seasons or larger scaled events, the Food and Beverage team are able to
offer bespoke packages. Any ideas for dining options should be raised with your Account
Manager as soon as possible in the event lifecycle. Food and Beverage packages should
go on-sale alongside the event, however options can be explored up to two months out
from bump-in.

Opera Bar, Opera Kitchen and Bennelong Restaurant are also located onsite and are
very popular options for preshow dining.

Details can be found at www.sydneyoperahouse.com

41.2 Alcohol

The Sydney Opera House Trust does not hold a liquor licence, however, as custodian of
the precinct, it retains sole discretion to give permission for alcohol to be supplied on site.

The food and beverage operators who distribute liquor from premises within the precinct
each hold their own liquor licence regulating the supply within their respective licensed
area. Those licensed areas are defined in their individual liquor licences.

The entire Sydney Opera House precinct falls within the Sydney CBD Entertainment
Precinct declared under the Liquor Act 2007 (NSW). As a result, all supplies of liquor on
SOH site are subject to additional conditions.

All alcohol requirements should be directed to your Account Manager, as and alcohol
brought onto site without written permission may be confiscated. Unless it has been
supplied by an authorised seller or provider, consumption of alcohol within the Sydney
Opera House is prohibited.

41.3 The Green Room

The SOH Green Room is available for artists and crew to purchase meals and take
breaks. The facilities include a cafeteria, a licensed bar, complimentary Wi-Fi, a lounge
area and a pool table. The Green Room is a common space for all venues in the Sydney
Opera House and is for the exclusive use of artists, crew, staff and their guests. It's a
private environment to rest, enjoy a meal, prepare and socialise before and after a
performance.
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Access to the Green Room is not available to the general public or patrons, and for
the privacy and security of artists and staff, photography is not permitted in the
area.

Hospitality riders will be delivered directly to the dressing rooms by the Green Room
staff, who are also able to provide meal vouchers or set up an account to the value of
your choice. A copy of the weekly menu can be provided.

Please note that under no circumstances are you permitted to bring in your own catering.
All hospitality and catering riders must be pre-arranged with your Account Manager.

41.4 Green Room Bar

The Green Room Bar is generally only opened at your request for post-show
celebrations. A minimum spend is associated with opening the Green Room Bar.

4.1.5 Executive Boardroom

The Executive Boardroom is an alternate space for post-show celebrations. The space is
private and offers a balcony with sweeping views of Sydney Harbour and the Harbour
Bridge. Booking this space is subject to a limited availability.

4.1.6 Drinks in Venue (DIV)

‘No DIV’ is the default food and beverage policy inside SOH venues. DIV is not
appropriate for all events due to the potential disruption to other patrons and damage,
wear and tear and cleaning requirements to building fabric.

An exemption will only be considered where there is a high level of audience expectation
for DIV or the special status of an event.

4.2 Merchandise

SOH reserves the right to sell all programs associated with an event.

If you do not want to use SOH merchandise sellers, a Sydney Opera House merchandise
contract can be organised with the alternative vendor.

You are responsible for the wages and any other costs associated with the provision of
staff to sell programs and/or merchandise.

4.2.1 Commissions

Settlement of commissions will be made once a post-sale stocktake is finalised by the
SOH Theatre Manager.

Commissions payable to SOH are as follows:

= Merchandise commission will be charged in accordance with your venue hire
agreement;

= If you want to be invoiced post performance date, you must obtain prior written
consent no later than 48 hours prior to the event; and

= |f an after-sales stocktake is not completed between you and the SOH Theatre
Manager, a flat commission of 20% of the total starting stock value will be charged.

4.2.2 Stock

SOH encourages the delivery of programs and merchandise to arrive no later than 24
hours before they are to go on sale.
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= Stock must be accompanied with an itemised listing which includes the quantity, size
range (if applicable) and price of each item.

= We can assist with arranging deliveries to the SOH Loading Dock. All stock must be
addressed to the “Sydney Opera House Roster Room.”

4.2.3 Cash Float

If you require the use of an SOH float, please advise the Account Manager no less than
24 hours prior to the event.

424 Display and Signage

You must obtain written approval to display merchandise signage. Furthermore:
= Approval can be requested through the SOH Account Manager;

= Signage and display material must meet SOH standards of presentation;

= Display boards are available at a cost to you; and

= Display boards must be pre-arranged with the SOH Account Manager.

4.3 Foyers

As the hirer you will have access to the venue foyers in accordance with your event
schedule to accommodate patrons attending your event at the following times:

= from 90 minutes before the start of a Performance in the Concert Hall and Joan
Sutherland Theatre;

= from one hour before the start of a Performance in the Drama Theatre, the Playhouse
and the Studio; and

= until thirty minutes after a Performance.

Foyer access dates and times outside of your performance must be agreed between
yourself and your account manager.

4.4 |Latecomers

If patrons are late, SOH will seat them as soon as we can and, where possible, in their
allocated seat. However, to reduce movement in the venue as well as minimise
disruption to the performance and other patrons, ticketholders may be seated in an
allocated latecomer’s seat. Please advise if your event has a lock-out period. In these
cases, latecomers will be admitted at a suitable break in the performance. On occasions,
this may not be until the interval, or at all where there is no interval.

Details of our right to refuse admission can be found in our General Terms and
Conditions for Tickets and Events.

4.5 Tours

The Sydney Opera House run multiple tours each day across the entire site.

The Tours department work to the guidelines below when accessing venues. Any request
for tours to stop outside of these times must be made in advance for consideration.
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Tours Access to Venues

Performance No entry 1 hour prior and 30 minutes after
(auditorium & foyers)

Rehearsal with audience No entry 1 hour prior and 30 minutes after
(auditorium & foyers)

Technical & Dress No entry 30 minutes prior and 30 minutes after
Rehearsal (auditorium & foyers)

Auditions No entry

Recording session No entry

LX Focus Silent, Circle if safe, use blackout curtain

LX Plot No entry

No photography or filming is permitted by a tour group when in venues.

4.6 Welcome To Country

The Sydney Opera House is located on Tubowgule, a meeting place for the Gadigal
people for thousands of years and has a commitment to fostering and celebrating a
shared sense of belonging for all Australians. It is important that the Sydney Opera
House and its many performance partners, hirers and guests understand the importance
and significance of observing protocols that recognise the land on which the Sydney
Opera House stands.

As part of the Sydney Opera House’s Artistic Strategy 2018-21 we have made a
commitment to introduce Welcome to Country messages pre-performance across all
venues. In line with this commitment, you are now asked to include a Welcome to
Country or Acknowledgement of Country as part of your presentation, prior to the
commencement of the performance.

In recognition of the diverse productions and presenting companies at the Sydney Opera
House, a Welcome to Country or Acknowledgement of Country should be presented in a
format that is appropriate to the company and nature of the performance while adhering
to accepted standards and protocols.

The Sydney Opera House has recently recorded new Welcome to Country messages,
which are now available for Commercial Hirers and Sydney Opera House Presents to
use while presenting in our venues. The recordings feature welcome messages from
male and female artists, Matthew Doyle, Jacinta Tobin and, Rhoda Roberts AM, with
music composition by Damien Robinson and have been created with the support of the
Metropolitan Local Aboriginal Land Council. The Sydney Opera House’s Event
Operations & Planning and Production teams can provide advice to you on the Welcome
to Country recordings available and integration into your presentations.

Alternatively, you may choose to perform your own Welcome to Country or
Acknowledgement of Country, for example via voice over or recording, in line with
accepted standards and protocols.

The Sydney Opera House understands that in some circumstances, for artistic reasons,
a Welcome or Acknowledgement of Country may not be considered appropriate. In these
instances, you are asked to discuss this with your Sydney Opera House Account
Manager.
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The standard Welcome to Country can be heard here:
Link: Sydney Opera House - Welcome To Country version 3

Additional information: National Indigenous Australians Agency - Welcome to
Country or Acknowledgement of Country

4.7 Dressing Rooms

Each venue has its own designated dressing room(s) which are allocated to you when
you hire the venue. Dressing room floor plans can be provided upon request.

All dressing rooms have a maximum capacity, if you have a large amount of performers
please talk to your Account Manager prior to arriving onsite.

In each dressing room there is a “Black Book” which is an onsite guide for performers
and hirers. It is an excellent resource with information ranging from heritage facts about
the Sydney Opera House, internal maps and cheat sheets to restaurant and bar
recommendations in the area.

4.8 Smoking

The Sydney Opera House Trust By-law 2021 (the By-law) which commenced on 1
September 2021, and provides at clause 9(3) that ‘a person must not smoke in an area of
the Opera House premises unless a sign designates the area as an area in which
smoking is permitted’.

Please talk to your Account Manager for the closest smoking locations.

4.9 Wi-Fi

A free Wi-Fi service is available to yourself, artists and guests at the SOH site. Users are
required to log-in with a valid email address.

4.10 Site Access

4101 Parking

The closest carpark to the SOH site is the Sydney Opera House Wilson Carpark:
= Location: 2A Macquarie Street (Northern end)

= Opening Hours: 24hrs a day, 7 days a week

= Entry via Macquarie St: Directly from the roundabout at the southern end of SOH
forecourt

= Parking enquiries phone:1800 727 546

Prepaid discounts for the Wilson Carpark are available at:
https://bookabay.wilsonparking.com.au/

A staff discount is available, however, parking tickets must be validated at the facility
near SOH Stage Door. Stage Door personnel can advise exact location.

The Concert Hall and Joan Sutherland Theatre have a parking bay allocated to those
venues. These parking bays are paid by the user as per a standard parking space in the
car park.

Concert Hall parking bay #15
JST parking bay #16
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For accessible parking information please see section 4.12 Accessibility

4.10.2 Public Transit

Sydney Opera House is a short walk from Circular Quay, which is regularly served by
public buses, trains and ferries. Passengers can use their contactless MasterCard, Visa
or American Express card on trains, ferries, and buses. Opal Cards can be purchased on
Wharves 2, 4, 5, & 6 at Circular Quay.

More details on specific services can be found on the Transport NSW website
https://transportnsw.info or at the Transport NSW Kiosk at Circular Quay train station.

4.10.3 Stage Door

SOH Stage Door is located on the ground floor level, under the Monumental Steps, at the
southern end of Central Passage.

All Sydney Opera House staff, members of performing companies, authorised personnel,
and back-of-house visitors must enter and exit the building via the Stage Door.

SOH access passes must be worn at all times, except by artists when on stage.

Access to the building will only be granted to contractors and production staff following
completion of a Sydney Opera House Safety Induction.

All visitors must be signed in at the Stage Door, issued with and wear a visitor pass, and
be accompanied by their host at all times. It is the responsibility of the host to escort the
visitor to Stage Door when leaving and return the visitor’s pass.

Access for visiting staff and artists is restricted to only those areas connected to the hired
venue, common back-of-house areas, and public spaces.

4.11 Deliveries and Loading Dock

The loading dock is the main location at SOH for deliveries and collections for events.
Your vehicle must be booked into the loading dock through the MobileDock booking
system prior to arrival. To do this, please contact your Event Production or Account
Manager.

4111 Driving into the Loading Dock

Vehicles must stop at the Gatehouse to verify their booking using their approval number
prior to entering the Loading Dock and must follow all instructions from security and SOH
staff. Maximum vehicle height is 4.3 m.

4.11.2 Unloading in the Loading Dock

The driver may supervise the unloading from a safe position on the upper dock, or may
wait in the designated driver waiting area at the top of the pedestrian ramp. High visibility
clothing and safety footwear must be worn at all times. Only authorised and licensed
operators are allowed to operate the forklifts and pallet jacks. Vehicles cannot remain on
site and must be removed when unloaded.

411.3 Central Passage

There are special provisions that apply for vehicles accessing Central Passage. You will
be provided with these provisions by your SOH Production Manager should they be
required.
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4.12 Accessibility

SOH aims to be ‘barrier-free’, creating a site and experiences that are accessible to all
people, providing a range of services, performances and dedicated programs for anyone
who may require special access.

All accredited assistance animals are welcome at Sydney Opera House. Please consult
SOH Account Management for further information or if a performance is required be
Audio described, Auslan Interpreted, or captioned.

In line with constant improvements on site, a passenger lift is now available from the Box
Office Foyer to the Joan Sutherland Theatre South Foyer

More information can be found at the following webpage:
https://www.sydneyoperahouse.com/visit-us/accessibility.html

4.13 Security and Emergency Planning

413.1 Emergency & Security Management Plan

In the event of an emergency, the Sydney Opera House Emergency Management and
Business Recovery Plan will be activated, under the direction of the Sydney Opera
House Emergency Planning and Response Group (EPRG) and/or external emergency
services.

4.13.2 Security Services
SOH provides security services for the Sydney Opera House.

You are responsible for securing your own property and you must ensure that your
personnel follow directions which may be given by SOH's security officers in relation to
safety and security matters.

All security required for an Event will be determined and arranged by your account
manager in consultation with your requirements.

The cost of security arranged by us will form part of the Venue Charges, and may be in
addition to the Security Performance charge.

All security concerns should be brought promptly to SOH’s attention.

Any requirements to engage with established close personal protection guards for artists
or VIPs attending the site must be discussed with us in advance.

4.13.3 Security Bag Checks

All ticketholders must present their bags and personal belongings for inspection by
Sydney Opera House security staff prior to entering any venue as a safety precaution
and condition of entry. Ticketholders may also pass through electronic screening if
required.

413.4 Media Management

Should an adverse incident occur, public messaging will follow the direction of Sydney
Opera House communications team.

4.13.5 Medical Services

Sydney Opera House has emergency first aid capability on site 24 hours a day, 7 days a
week.
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Emergency First aid is contacted from any SOH internal phone by pressing “2”. From an
external phone or mobile the number is 92507200.

There is also a Health Centre on site which has normal hours of operation: 0800-2300,
Monday to Saturday.

Sunday hours are determined by performance schedules.

4.14 Cleaning and Waste Management

Sydney Opera House Building Operations will provide cleaning services for all events
through our cleaning contractors which are provided as part of your venue rental.
However, if there are excessive cleaning requirements extra charges may be incurred,
for example confetti and excessive food and beverage in dressing rooms.

4.15 Building Operations

4.15.1  Protection of Building Surfaces

Appropriate measures must be taken to ensure the protection of all SOH building fabrics
and surfaces, including wood, granite, glass, ceramics, concrete and bronze.

Prior consultation and approval from the Building Operations Department is required for
any plans to attach to or penetrate building surfaces.

You must provide suitable rubber pads, plywood sheets or plastic to protect all building
surfaces including but not limited to floors, walls, chairs and ceilings.

The use of paints or chemicals on SOH building surfaces or fixtures is prohibited.
Similarly, any use of water, soaps, or cleaning fluids of any kind must be pre-approved by
Building Operations.

4.15.2 Air-Conditioning

SOH air temperature in all venues and Dressing Rooms is regulated at approximately
22.5 degrees. For any alterations to these settings please contact the SOH PM or AM at
the earliest opportunity.

Any items brought into SOH by you, for example scenery and equipment must have an
agreed location in venues as to not restrict airflow to and from air-conditioning vents.

4.15.3 Internal SOH Lifts

Threshold plates must be used to bridge the gap between lift and floor level when moving
heavy wheeled items in and out of lifts. Please consult the SOH PM for use and location
of plates.

Certain lifts (17, 31, 36, Studio 14) are for accessibility use only and should not be used
for transporting equipment. The SOH PM can advise which lifts are available for bump-
infout.
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5 Marketing and Box Office

The Sydney Opera House venues are hired as ticketed venues.

The Sydney Opera House remains the master Box Office for all events held onsite.
Minority allocations may be agreed to for other ticketing agencies. Box Office fees apply.

When placing an event on sale, please consult with SOH Account Management to
ensure the box office build form is accurately completed along with all of the online
marketing collateral.

Once this has been submitted, this information will be sent through to the Sydney Opera
House Box Office department who will build the event online.

Please note that after submitting the above information this process takes a minimum of
two weeks to complete. If you have a specific “on sale date” please discuss this with the
Account Manager as early as possible.

5.1 Website

Every event at Sydney Opera House will have presence in the form of an event page on
sydneyoperahouse.com. This page is where patrons can find out information about the
event and purchase tickets online.

5.2 Event Page Booking Process
All event page creative assets/tiles must be built according to the specifications listed.

You must supply Ticketing Event Page Form and all creative assets to your Account
Manager, Box Office and Marketing Contact a minimum of 2 weeks in advance (4 weeks
if it is a full season) of when the page needs to go live on the website.

It is important to be comprehensive with the Event Page form, as this page will ultimately
feed functionality and content onto the SOH website such as the search function,
calendar filtering and emotional tagging.

5.3 Ticketing

SOH holds all rights to the sale of tickets to performances at the Sydney Opera House.

Hirers must not advertise or put tickets on sale for a performance or other event at the
Sydney Opera House without approval from SOH.

5.4 Web Images Specifications

File Naming Convention eventname_presentingco_1600x900_v#

example: spartacus_tab_1600x900 v1 or
urzilacarlson_livenation_1600x900_v1

File Type jpeg

(please ensure your file extension is lowercase)

File Size Maximum size is 500KB

Resolution Minimum 72 DPI

Please ensure the file name is all lowercase and do not include spaces or any non-
alphanumeric characters e.g. @, &, #, *
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If you change your hero creative, please resupply all assets with the correct version

number at the end e.g. intheheights_soh_1600x900_v2 or laboheme_oa_1600x900_v3

Strictly no text on images — this is in line with our brand policy and our web CMS will

automatically populate the page title on certain tile

Tiles Specs -W x H Naming Convention Requirements Website Location

Required

Hero 1600x900px eventname_presentingco_1600x900_v# This is the main image to Top of event page
represent your event, and
should be a Mobile Cross-sell
production/event/studio
shot. This image cannot
include text as an overlay
or title treatments. We
recommend this image is
right-aligned, as our
website will auto-generate
the show title on the left.

Inline 1200x1600px eventname_presentingco_1200x1600_v# This must be an This image will
alternative image to the appear adjacent to
hero to represent the the descriptive
show or event. If you have  copy.

a title treatment for this
event and you would like
for it to be featured on the
event page, this is the
location for it.

Cross 1600x1200px eventname_presentingco_1600x1200_v# Same as hero image, no Cross-sells are

Sell text overlay possible. situated at the

bottom of the
event page, likely
to appear on other
event pages of a
similar genre.
Ticket image in the
transaction path

Large 1600x800px eventname_presentingco_1600x800_v# Same as hero image, no Large tile on the

What's text overlay possible What's On page

On

Regular 1600x1600px eventname_presentingco_1600x800_v# Same as hero image, no Regular tile on the

What's text overlay possible What's On page

On

Search 1600x1067px eventname_presentingco_1600x1067_v# Same as hero image, no Search
text overlay possible Filtered search tile

Facebook Preview

Shopping  500x1000px eventname_presentingco_500x1000_v# Same as hero image, no  Appears once

Cart text overlay possible you've added your

ticket to your cart

5.5 Digital Screens

SOH offers access to an array of digital screens across site to promote events and
enhance visitor experience. Digital screens are located on the lower concourse, within
the Western Foyers, under the Monumental Steps and in the Box Office Foyer. Your
events will be included on these digital screens 4 — 6 weeks prior to the event'’s start

date.

For further information regarding when a certain event screen will appear, or for special

access requests, such as takeovers in accordance with your event’s marketing tier,

please reach out to the Marketing Department.
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5.6 Content Standards

Sydney Opera House wants to provide the best possible experience for patrons and in
doing so strives to maintain a standard of excellence in communication.

For this reason, SOH reserves the right to require any amendments to supplied digital
screen creative content.

5.7 Content Design

Screens are to be designed to the specifications listed. For design consistency and to
improve the customer experience, it is SOH’s preference that supplied digital screens
adhere to the design template featured, with a locked position of the call to action. These
design files may be supplied on request.

SOH Box Office details must be clearly stated and given first and equal prominence:

Sydney Opera House
Book now at the Box Office | 02 9250 7777 | sydneyoperahouse.com

No third party booking information is permitted on signage used around the SOH
precinct.

Information type must be clear and legible from three metres away.

The strip area for featuring logos must not be larger than a third of the overall screen.

5.8 Content Process

Content is to be supplied by email a minimum of 10 working days in advance of the
preferred go-live date to:

= your Account Manager

= digitalscreensmarketing@sydneyoperahouse.com
SOH would recommend including the following content on your SOH digital screen:
= Presents line (if applicable)

= Event Title

= Subtitle (if applicable)

= Call to action (as indicated)

= Taglines or quotes (as applicable)

= Date

= Venue

= From Price (optional)

Please note: If you do include a From Price, you will need to comply with the Australian
Consumer Law and the LPA guidelines on the representation of ticket pricing in
advertising. This booking fee line should be included: Transaction fee of $5-$8.50 applies
per order, except Insider members. It is recommended you consult with your legal team
about how to represent pricing.

5.9 Vitrines

Vitrines are printed and digital signs located in freestanding light boxes on the Box Office
Podium and Northern/Western Broadwalk, and can be used to advertise any event.
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There are six positions available and vitrines are usually displayed in rotation from 4
weeks out from an event.

The Vitrines are not a standard part of campaigns and placements are limited. Please
discuss opportunities with the Marketing Department prior to any creative production.

5.9.1 Vitrine Booking Process

At the start of the campaign please refer to the marketing support plan that your
Marketing Contact supplied to see if you are applicable for a vitrine poster placement.

Send artwork to the marketing contact for approval and discuss possible installation
timings.

Production and delivery of vitrines is at your expense. Please ensure the poster is
delivered a minimum of 5 working days prior to the preferred installation date.

5.10 Foyer Signage

The Sydney Opera House is a World Heritage listed site and as such, temporary
elements such as banners and activations placed in the building’s foyer spaces must be
considerate to the building’s heritage status.

The following sections outline the design requirements and designated locations for foyer
signage and activations associated with an event.

Please consult the Account Management team if you wish to explore signage and
activation opportunities for your event a minimum of 2 months in advance of their display.

All production and installation costs are your responsibility.

Prior to incurring costs, please send artwork to your Marketing Contact and Account
Manager for approval.

In addition to SOH brand guidelines, banners are also required to adhere to sponsorship
guidelines.

Signhage proposals outside the standard specifications may be considered but will require
additional approvals from SOH Heritage and Building Operations team. Please consult
your Marketing Contact or Account Manager.

Please be aware that signage placements as specified in this document are not
guaranteed.
Content Design

Hanging banners are designed to increase a show’s onsite presence and to enhance the
visitor experience. They should be designed to the following specifications:

= Content should match the overall campaign creative and be relevant for a pre-show
setting.

= Messaging/copy should be minimal and legible from a three metre distance.

= Where multiple banners are used, the content should differ for each banner e.g.
through alternative messaging or imagery.

= Quality of design should refer to the Marketing and Brand Guidelines.

= Logos should not be the main feature of the artwork. We recommend positioning
logos at the bottom.

Page 26  Sydney Opera House Event Guide



5.11 In-Foyer Activations

Sydney Opera House welcome in-foyer activation proposals to run concurrently with
performances.

Activation proposals with visual examples and estimated measurements must be
submitted to the SOH Account Manager at least two months in advance of the event.

5.12 Marketing Collateral Featuring Event Sponsors or Donors

Advertisements for event sponsors across digital screens, onsite signage, activations or
any printed flyers are not permitted.

If you want to credit a third party sponsor or donor during the event by, for example;
displaying foyer screens, creating a pull-up banner or seat-dropping flyers, artwork must
incorporate the production/event and have the prior written approval of SOH. It must also
be clear that they are sponsors of the company, and not affiliated with SOH. Please
provide the proposed artwork to the SOH Marketing Contact in advance.

5.13 Installation and Maintenance Costs

Please be aware there may be installation and maintenance costs for activations and
hanging banners in position. SOH staff are required to oversee all installations in venue
foyers. There may also be applicable costs for the provision of power and lighting for
certain locations. Please consult your Account Manager for more information.

5.14 Joan Sutherland Foyers

5.14.1 Joan Sutherland Theatre Southern Foyer Hanging Banners

Hanging banner positions in the Joan Sutherland Theatre Southern Foyer (JSTSF) are
located on the brushbox panelling, as pictured below.
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Southern Foyer banners must not fall beneath the height of the door signs and banner
bases must all be in-line. This is to ensure all venue signage is clearly visible and
displayed in a uniformed manner.

5.14.2 Joan Sutherland Theatre Southern Foyer Activations & Media Wall

An area at the top of the escalators is available for positioning free-standing activations
and media walls.

Total Area—W x D x H 6900mm x 1160mm x 2200mm

Media Wall maximum 2900mm x 2200mm
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Please ensure the back of the activation is black (painted or fabric). The reason for this is
that the rear face will be visible from outside the venue through the foyer windows. All
cabling and infrastructure behind the wall is required to be tidy.

5.14.3 Joan Sutherland Theatre Northern Foyer Hanging Banner

No hanging banners are permitted in the Joan Sutherland Theatre Northern Foyer.
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5.14.4 Pull Up Banners

Pull up banners may be located in the Joan Sutherland Theatre Northern Foyer at the top
of the stairs to the Upper Granite level as per image below. Please discuss other location
requirements with the SOH Account Manager.
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5.15 Concert Hall Foyers

5.15.1 Concert Hall Southern Foyer Hanging Banners

Hanging banners in the Concert Hall Southern Foyer (CHSF) may be located on the
brushbox panelling. SOH recommends a maximum of 3 banners. Please discuss
positions with the Account Manager.

Southern Foyer banners must not fall beneath the height of the door signs and banner
bases must all be in-line. This is to ensure all venue signage is clearly visible and
displayed in a uniformed manner.
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5.15.2 Concert Hall Southern Foyer Activations and Media Wall

Position 1 (Preferred) At the top of the escalators

Total Area—W xD x H 6200mm x 2600mm x 2200mm

Media Wall maximum 2900mm x 2200mm

Please ensure the back of the activation is black (painted or fabric). The reason for this is
that the rear face will be visible from outside the venue through the foyer windows. All
cabling & infrastructure behind the wall is required to be tidy.

Position 2 Under the wall mounted TV in the CH Southern Foyer

Total Area—W xD x H 6600mm x 2200mm x 2000mm

Media Wall maximum 2900mm x 2000mm

5.15.3 Concert Hall Northern Foyer Hanging Banners

Hanging banners in the Concert Hall Northern Foyer is not permitted.

5.16 Western Foyers

The Western Foyers are one continuous space that link audiences for the Drama
Theatre, Studio and the Playhouse. There is one Box Office counter and a central bar
shared by all three venues.

Each venue has a designated foyer space which you may display your event signage
and activations.
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5.16.1  Pull Up Banners

= The positioning of free-standing pull-up banners needs to remain in your designated
foyer space.

= Banners must not block egress and cannot be positioned in front of, or within the
window bays and glass.

= Volume of activations & number of banners positions available is limited

= Please discuss with your Account Manager what options are available. (indicative plan
below).
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5.16.2 Western Foyer Drama Theatre

3 banner positions hung in SOH provided Perspex frames

Width (edge to edge) 740mm

Height (bottom to hanging screw)  1180mm

5.17 Utzon Room Foyer Banners

One banner location is available outside the Utzon Room door in the Box Office Foyer,
this must be removed after each performance as this space is open to the general public.

5.18 Recordings, Broadcasting, Filming, Photography, and Social
Media

SOH runs a fully equipped recording and broadcast suite which is linked to each venue,
including outdoor areas, over a fibre network.

Recording services range from archival audio through to multi-camera directed
productions with livestreaming options.

External Production companies and third party hirers are invited to film an event with
SOH staff in support.

5.18.1 Recording Archival and Promotional Use

When a recording is made for archival purposes (i.e. not used for public broadcast,
exhibition, distribution or sale in any form) no recording fees apply, however a fee for
services will apply. This will be outlined in the estimate sent by the Account Manager.

Where recordings are made for publicity and promotional purposes (inclusive of
rehearsals), and the complete segment for broadcast is no more than five minutes in
total, no fees apply, however a fee for services will apply. This will be outlined in the
estimate sent by the Account Manager.
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For all recordings that are intended for archival or promotional use, a recording
application supplied by the Event Account Manager must be completed prior to the
recording taking place.

5.18.2 All Other Filming and Photography

For all other recordings that take place on site there must be a formal agreement
between Sydney Opera House and the party undertaking the recording prior to the
recording taking place. No professional filming, recording or photography is allowed
onsite unless formal permission has been obtained from Sydney Opera House.

Commercial recordings are subject to fees and agreements which vary depending on the
scope of the recording;

= audio only or video;
= the location;

= use of the Sydney Opera House brand by association.

5.18.3 Social Media
Strict rules surround the use of SOH site photography and video footage for social media:

= Content must not include any restricted areas of Sydney Opera House, including the
Green Room and Central passage.

= Content must not feature any Sydney Opera House crew, unless their written
permission has been obtained.

= You must follow all Sydney Opera House safety and security compliances when
creating social media content on site.

= You must comply with legal requirements when creating social media content,
including use of third party music, media, photography, applications and digital
integrations, and social network regulations and posting guidelines.
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6 Environmental Management

6.1 SOH Sustainability Goals

The Sydney Opera House is committed to embedding sustainability across the
organisation in order to hold itself the highest standard of conserving natural resources,
minimising waste and protecting the natural environment.

This commitment is reflected in SOH’s fourth Environmental Action Plan 2020-23.
The plan sets out ambitious goals ahead of our 50th anniversary in 2023 that will ensure
that SOH continues to lead by example in sustainability and inspire positive change in
our community.

The goals include achieving Sustainable Event Management Certification (ISO 20121) for
SOH'’s events, performances and festivals; eliminating single-use plastic packaging from
all our venues and restaurants; and implementing a pathway to becoming climate-
positive

6.2 Waste Management

Waste will be recycled and disposed of according to Sydney Opera House’s waste
management practices. General waste will be separated from recycling items to avoid
contamination of recycling streams. Improper disposal of waste can lead to
contamination of recycling, increasing waste to landfill. Labelled recycling bins provide
patrons with the option to sort waste at your event. Our Account Man