











WHAT THE B.F. TEAM CAN DO

Brighton Fringe wouldn’t be what it was without our most important people
— Artists and Venue Managers! We literally would not have a festival without
you, and our job is to ensure that everyone is happy and valued and that
expectations are met.

The BF team is an incredibly small one, and there is only 3 of us in the Artist
and Venues Services team. It's therefore important for us to be transparent
and realistic about what we can do for you.

It's completely free to be a Brighton Fringe venue and

no commitment to remaining a venue if you change VENUE
your mind (although we ask that you try not to do this MANAGERS’
if you have .already have some shows book'ed!). All you AGREEMENT
need to do is agree to our Venue Managers’ Agreement
which can be found here:

« We can support you through the process of registering, offering
guidance through the trickier parts of Eventotron, and give you details on
how the full process works. We can offer advice on venue hire costs or
ticket splits based on what you can offer artists, and we can support
with resolving discrepancies.

« When signing up as a new venue, we always aim to visit your space and
have a chat with you about what might be best suited to you. This might
not always be possible due to limited staff and time constraints, but we
would definitely like to visit when we can.

o We cannot resolve disagreements regarding costs or draw up contracts
for you.

e Due to the size of our team, we cannot act as FOH for venues, be present
for all shows, assist with putting up in-house advertising or help with
programming.



HOW TO TAKE PART

To take part in Brighton Fringe and become a registered venue, you will need
to register on the online platform Eventotron. Artists will also be registered
on Eventotron and can find your venue and connect with you there. Without
both parties ‘connecting’, artists can't complete their registration and pay
their fee — and therefore won't take part in festival — so it's super important
our venues are all available on the platform.

Initial conversations can be had through the messaging system on
Eventotron, and we encourage you to finalise all details here — though you
are welcome to take conversations to email and phone calls if easier. The
benefit of the messaging system ensures that we can oversee any
conversations should there be any discrepancies.

There's a helpful ‘How to Register’ guide to take you through the steps in
Eventotron if you are a new venue, but if you are a returning venue we can
import your details from previous years to streamline the process for you.
Email takepart@brightonfringe.org to let us know if you'd like us to import
past venue details.

The crib sheet, and ‘likely questions’ are useful to print out when thinking
about the essential information needed to know about the space.

We need all the information about your venue available for artists — capacity
of space, stage dimensions, PA systems, technical equipment, if there will be
FOH available etc — so that they can find the best venue for them. This will
also help you as Venue Managers know what is expected of you during
Fringe. Even if you feel you have very little to offer that's okay, it's best to be
honest. We've had instances in the past of VMs over promising and under
delivering which resulted in hugely disappointed artists and a negative
reputation for the venue. We're very keen for this to not happen again!



Below are a couple of example questions of what we will need to know
from your for a full and complete Eventotron registration. You can view and
download the questions to keep for your own records.

There are 10 sections in total, and this will help you have a good
understanding of what it means to be a Fringe venue, and the questions
artists and likely to ask you.

1. Venue Suitability & Programming

Which of the following genres is the
most suitable for your venue and why?
Are there any genres that are
unsuitable to your venue?

Is your venue limited to those over 187
Do you have any age restrictions?

Do you allow babes in arms?

|s your venue appropriate for children?
Do you have a busy schedule year-
round?

BRIGHTON FRINGE VENUE SHEET

2. Performance Space & Capacity

Size and dimensions of
performance space/stage
Biggest size of company
suitable for space

Capacity of venue

Can the capacity be altered e.g.
moving seating?

Multiple images of performance
space

Video of performance space

VIEW AND DOWNLOAD

QS HERE

The crib sheet for venues is useful to
look over before completing your
Eventotron registration. We
recommend printing this out or filling
in digitally for your own records.
When completing your registration,
you'll already have all the answers,
making it a quick and easy process.

VIEW AND DOWNLOAD

CRIB SHEET HERE







HOW TO REGISTER CONTINUED

TOP TIPS FOR NEW VENUES:

o Eventotron is where venues can add all their information and where
artists and producers can browse through which venues are available
for Brighton Fringe 2026. It's a great marketing tool if you want to get
seen at new events!

o Eventotron is also where artists can contact you if they're interested in
your venue. Check your event applications to see who's got in touch.

o Make sure events can happen in your venue safely. Consider entrances
and exits and leaving enough time for resetting between events.

« You'll need images of your venue and a description of the space to get
started — the clearer and more detailed the better!

o Work through all the tabs in Eventotron to enter all details. All the
information isn't needed straight away, but there are some bits we'll
chase up nearer to the festival ( Insurance information and Risk
Assessment etc.).

o Want to get your venue seen by more artists? Post about your venue in
our Venues and Artist Networking_Group so artists can see you're
available.

o Are you ready for events to see your venue in the Venue Browser?
Remember to switch the ‘Appear in Venue Browser' question to 'YES'!
Go into the venue browser to check how your venue appears to artists.




RETURNING VENUES

Been a Brighton Fringe venue before? It's easy to return as we're able to
import all your details from a previous festival. You'll need to update your
information and images in case anything’'s changed, but the majority of
information will be there.

Email us to enquire about importing your details to Fringe 2026, and
pending approval you'll be added to our venues list.

TOP TIPS FOR RETURNING VENUES:

« Your first step should be adding your venue to the Brighton Fringe 2026
festival. Look for the ‘+ Join a Festival’ button in Eventotron in your
venue profile.

» Double check your capacity. You can find this in the venue details tab.

« Look in your settings to update your digital event settings. You can use
this bit to set whether events can live stream from your venue.

« Look through all the tabs! They're all important. We'll be chasing you up
later for things like insurance information and risk assessment.

- Update all the information that artists are going to need; access
information, technical facilities, hire fees, photos and description of your
event are key!

« Are you ready for events to see your venue in the Venue Browser?
Remember to switch the ‘Appear in Venue Browser’ question to 'YES'! Go
into the venue browser to check how your venue appears to artists.








































BOX OFFICE + TICKETING

TICKET PRICES

Events can set their own ticket prices: this may be something that you need
to confirm with the event as part of your hire contract. Events can chose to
offer free tickets, paid tickets, or Pay What You Want tickets. For PWYW
tickets, they can enter the minimum someone can pay to book a ticket (£0
will be an available option on this) and we set a hard upper limit of £20 per
ticket. Ticket purchasers will then be able to ‘Pay What You Want" within
these boundaries.

TICKET ALLOCATION

You are required to sell a minimum of 30% of your tickets (per performance)
through the Brighton Fringe Box Office. If you sell more than 50% of your
allocation through the Brighton Fringe box office, you can request a redirect
link to be installed to an alternative box office.

If you would like to set up your own box office, contact the Brighton Fringe
Box Office for advice on possible online ticketing systems. Please bear in
mind that if you run your own Box Office, you'll need someone to run front of
house and take bookings, sell tickets and collect ticket stubs.

BOOKING FEE TOP TIP: If you are a new venue and you

OHEIR=R L tIE BB R Eh IElES, 0 don't already have a system in place for
OFFICE SOFTWARE & STAFFING COSTS

selling your own tickets, we recommend
that you allocate 100% of the tickets to

b T TREES our Box Office.
: ~ £9.00
2 to artist/managed venue If there are any tickets
- -£0.78 -£0.22
f § left before the show
PPL/PRS CONTRIBUTION Starts' you can always
BRIGHTON FRINGE COMMISSION 29% OF SALES WAS THE

OF 7.8% (6.5% PLUS VAT) sell them on the door.
AVERAGE CHARGE IN 2025
THIS WILL BE DEDUCTED

FROM YOUR SETTLEMENT
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BOX OFFICE SETTLEMENTS

During registration, we will require the name and bank details of the person
you would like to receive the Box Office settlement for each event. Make sure
you have agreed with your event(s) who the ticket money should be paid to.
All settlements will be paid by BACS transfer within six weeks of the festival
ending, and a breakdown of the settlement will be available to companies in
Eventotron. As the venue, if you are receiving the settlement, you will then
need to forward the agreed percentage or amount of the settlement on to
the company. You should clearly communicate to companies when this
payment will be made.

If you are registering an event on behalf of an overseas artist, please see our
guide for ‘Overseas Artists’ and our 'FEU Tax Guide" webpages.

« Remember that the bank details listed in an event's registration on
Eventotron will be where the final settlement from Brighton Fringe ticket
sales is be paid into. If your arrangement with the artist is that you
withhold a % of their total sales, it might be that your bank account is
the one the Brighton Fringe sales are paid into.

CONTACTING THE BRIGHTON FRINGE BOX OFFICE

To speak to the Brighton Fringe Box Office team, please email
boxoffice@brightonfringe.org

From April to July, the Box Office contact number is 01273 91 72 72
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MARKETING YOUR VENUE

It can feel like you're in a sea of venues and events during Fringe, so it's
important to market your venue as much as possible.

Our printed brochure and venue boards are easy ways to get your venue out
there to the public, but you need to have confirmed shows (that have
finalised their registration) to be included in the brochure and to get a venue
board from us. Prompt replies from you will help artists finalise their
registrations quicker and ensure you both make it into the brochure by the
deadline on Wednesday 11 February 2026.

You may also want to think about printing some posters or flyers for your
venue and the programme of shows you have. Great advertising like this
means more bums on seats for artists and more people in your venue for
you. Advertising is a fantastic way to get your venue spotlit throughout the
Fringe. You could talk to some of your performers about sharing the cost to
make it more budget friendly.

ADVERTISING OPPORTUNITIES

We offer a multitude of physical advertising opportunities for artists and
venues — AQ correx boards, A2 posters, lamppost boards, Heras fencing and
adverts in the Fringe brochure.

This year, we're very excited to also be offering 10 lamppost flags outside
Brighton station! We imagine these will go very quickly, so if you're
interested contact our Development Manager, Vicky Hague, at
vicky.hague@brightonfringe.org for costs and further details.

DOWNLOAD
LOGOS HERE
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YOUR AUDIENCE

If you host shows all year round, you probably have a good idea of who your
audiences are. But if you're new to this, it may feel compelling to book in as
many shows as possible without thinking about who will be attending them.
Sometimes an artist or their show might not be right for your venue, or
might not sit well with the audience you're looking to bring in.

Target Audience
 Who does your venue appeal to? Think about:

o Characteristics such as age, gender, sexuality, race.

o Lifestyle such as what they do for work, if they are a parent,

o Interests

o Location - are they likely to be based in a certain area of Brighton and
Hove? e.g. families are likely to live in areas like Hollingbury, and LGBTQ+
people might live in Kemptown.

Target Artists:

There may be physical limitations; e.g. a 20-performer dance ensemble
won't fit in the room above your pub without a stage and a total capacity of
30 people. And what about the acoustics? Do you have all the lighting and
sound equipment to meet an artist's requests?There may be other
limitations; e.qg. if your venue is in a very residential area outside of the city
centre, you may not want to upset your neighbours by programming a late-
night DJ set. Audiences may not be able to travel too far out of the centre for
it either.

When booking shows it's useful to think about what is best for you and your
venue, the artists and the audience - for everyone to enjoy themselves. If
you need help or have any questions about this, please get in touch with our
Artist and Venue Services team.
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