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SCHOOL BOARD



Bluewater District School Board

Auditorium Booking Request

Fax to 519-370-2974


	Name of Event:
	     
	Permit #:
	     

	Date of Event:

	     
	Estimated Attendance
	     

	Group Name:
	     
	Admission Charge
	$      

	Group Contact:
	     
	Phone #:
	     

	Email Address:
	     
	Fax #:
	     

	Billing Address:
	     
	City, Prov:
	     

	Billing Address:
	     
	Postal Code:
	     



Dates and times required:
	DATE
	TIME IN
	TIME OUT
	Time of Event
	Description

	ie. Sept 10/10
	6:00 pm
	10:00 pm
	7-9 pm
	concert

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Event Details:
	
	Ticket Sales via 

(Attack Box Office or Roxy Theatre or other)

	
	General admission or assigned seating

	
	Intermission(s) - times

	
	Refreshments * – what and who is providing

please indicate if kitchen facilities are required on page 2

	
	Other notes/information



* Only bottled water is allowed in the auditorium with the theatre seating.  We can arrange for the sale of bottled water if requested.
Facility Requirements:
	Auditorium   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
  No
If yes chose setup:
	 FORMDROPDOWN 

	Notes:
	     


(If using theatre seating, please confirm if plush seats are required at least one week prior to event.)
	Stage
          FORMCHECKBOX 
 Yes   FORMCHECKBOX 
  No
                 Setup:
	     

	Atrium
          FORMCHECKBOX 
 Yes   FORMCHECKBOX 
  No
                 Setup:
	     

	Music/Green Room   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
  No    Details:
	

	Changeroom(s)   FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No          Details:
	     

	Kitchen Facilities   FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No       Details:
	     

	Other Classroom(s)                                Details:
	     


Operational Requirements:
	Monitor:  Employee   FORMCHECKBOX 
  Volunteer   FORMCHECKBOX 
  Name:
	     
	Phone #:
	     


Ushers (min. 6 required for theatre seating):  Supplied by Board   FORMCHECKBOX 
  Supplied by Group   FORMCHECKBOX 

Sound and lighting Technicians:  House Technician   FORMCHECKBOX 
  Student Technicians   FORMCHECKBOX 


The Auditorium House Technician is Gary Byers, Fishfinder Sound.  You will need to contact him directly with your technical support requirements/questions.  Call 519-372-0890.  If this is a Board event or guest speaker setup you may book our student technicians.
Technical requirements if using student technicians only:

	List equipment required, ie. Number and type of microphone(s), LCD, screen, DVD etc.

	


Notes:

· SOCAN fees are the responsibility of the user group

· Proof of liability insurance listing Bluewater District School Board as an additional insured is required for all Non-Bluewater groups

· Absolutely nothing is to be pinned, fastened, taped, or otherwise attached to any of the curtains under any circumstances.  Any groups doing so will be responsible for the cost of curtain replacement
· No scenery may be flown or attached to the lighting pipes without the permission of the technician.  Any flying which is agreed to by the school representatives must be done by a qualified rigger
· Nothing may be taped to the rear stage wall without the permission of the school representative
· Nothing may be screwed to the floor without advance permission
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