ROOM 3
TERMS OF ENGAGEMENT:

Please read carefully and retain for your records.  Should these terms of engagement be breached whilst in the employ of the agency your position with the agency may be suspended or permanently withdrawn.
Booking

On receipt of a booking from a client, Room 3 will consider that as a confirmation.  However, you should be aware, that jobs can be postponed or even cancelled at short notice.

Non Attendance
It is important that every effort is made by you to punctually attend the booking.  Should the reason for non-attendance be deemed inappropriate by the agency, the agency reserves the right to suspend or permanently withdraw you position with the agency.    

Notification

You must contact the agency by telephone or email (not text) should you have a problem with your booking.  24 hours notice is preferable.

Punctuality

You MUST arrive no less than 30 minutes before the time on the call sheet unless otherwise advised.  Should you experience difficulties you must advise you Room 3 representative who will advise the client, and advise you of your subsequent course of action.

On-Set Call Times

Details of the shoot requirements eg rehearsals, timings, location, wardrobe and who you report to will be advised by Room 3.  You MUST contact the agency after 4.30pm on the day before the shoot to obtain this information.

On Arrival/On Set

· Make contact immediately with your allocated production contact.

· Follow their instructions.

· Put you mobile on ‘silent’ or even ‘off’ if requested.

· Never take photographs or request autographs (confidentiality).

· Remain quiet

· Remain professional and friendly.

· Always sign out.

REMEMBER – you are not only representing yourself but also Room 3.  All our reputations and future booking reply on your ability and conduct.

SPECIAL NOTES – (pre flight check)

· Check train/flight timings in advance.

· Allow for poor traffic conditions.

· Ensure you have all the location details and contact numbers with you at all times.

· Make sure you have cash and credit cards for unforeseen circumstances.

· Ensure you mobile is fully charged and working.

· If you have been requested to take your own wardrobe ensure you keep it with you.

· Take a bottle of water.
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ROOM 3
TERMS AND CONDITONS

Please read carefully and retain for your records.  Failure to adhere these terms and conditions in employment for the agency, may mean your position in the agency may be withdrawn.  Terms and conditions are subject to change, please refer to the website for any updates.

Confidentiality

Never disclose to anyone the production information, story-lines-script or product details 
etc you are working on, this includes other professionals, colleagues, friend and family.  All work undertaken is deemed as confidential.
Registration Fee

A fee of £20.00 plus VAT will be charged to all artists to be able to join the agency.  This will be deducted from your first job of work booked through the agency.

NI Number

This is a legal requirement.  Productions take your National Insurance deduction from each job you work.

Payments

Payments are made by cheque and can take up to 12 weeks to come via other agencies.  Room 3 will not deduct Tax or National Insurance contributions, and these submissions remain your liability.
Keep us up to date

We will take a photograph at the registration, however, should your appearance or measurements vary from those submitted, you MUST update us and supply us with an updated photograph and detailed changes.  Change of address or contact numbers, must 

also be notified immediately.

Images supplied by you

On supplying images to Room 3, you are giving Room 3 the permission to use the images for your profile and to send to potential clients for consideration for work.

Insurance – Employers and Public Liability
Room 3 does not provide you with insurance.  You must ensure you are either covered by the company who have requested you work for them or you have your own valid insurances.
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ROOM 3
FEES AND COMMISSIONS
Fees will be negotiated by Room 3 on behalf of all talent.  This includes right release and usage fees on a national and international basis dependant on media application.
Photographic shoots and commercials are subject to 20% commission plus VAT

Money received on behalf of the artistes shall be paid (less the commission plus VAT) and sent to artistes last know address within 10 working days of receipt of monies.

IMPORTANT DETAILS

Office Hours: 9.30am – 5.30pm, Monday – Friday

Office Number: 0845 5678 333
Fax Number: 0845 5679 333
Office Address: The Old Chapel
                          14 Fairview Drive
                          Redland
                          Bristol BS6 6PH
Email: kate@room3agency.com
Website: www.room3agency.com
