—

The Theatre (Centre

RENTAL HANDBOOK
Revised June 15, 2005

CONTENTS
Welcome to The Theatre Centre
Lobby Information
Box Office Information
House Program Credit
Cleaning Supplies
Venue Information
Rental Costs, Stage Area
Technical Inventory
Soft Goods, Staging/Seats, Lighting
Sound, Dressing Room, Laundry
Lobby, Loading In, Parking
Production Memos
Fire Regulations and Emergency Contacts
Health and Safety
Technical Director
End-of-day Lockup Checklist
Typical Strike Checklist
1/8” scale Lower Level Groundplan with Lighting Grid



M~

The Theatre Centre

Welcome to The Theatre Centre.

Thank you for choosing our venue as a place to showcase your work, and for continuing our tradition of supporting emerging
and established theatre artists.

Mandate/Mission
* To support artists in the creation of new work
* To develop, present and promote original, innovative Canadian theatre
* To develop a theatre of lasting benefit to the artists involved in its creation, and that is memorable to its audience
* To network with national and international venues for the professional development of artists, the presentation of
their work, and the exchange of ideas

- Franco Boni, Artistic Director
%

Please find included in this Handbook a Production Memo, End Of Day Lock-up CheckList and a copy of the Fire, Health and
Safety Regulations for the space. Please take a moment, at your earliest convenience, to go over the Fire Regulations with the
cast and crew. Any questions or concerns should be directed to me as soon as possible.

At a suitable moment in your schedule, please ask me to go through the End Of Day Lock-up CheckList with you. This will
allow you to rehearse in the space alone and come and go at your leisure.

You can reach me at the theatre most weekdays from 9am to Spm or by calling the office at (416) 534-9261. If urgent contact
is required, please call my cell at (416) 450-7252. If calling from the theatre, please use a "house" phone so I can recognize the
caller ID.

Thanks,

- Greg Poulin, Technical Director

Ha Ao
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Lobby Responsibilities

The lobby area is to be left as clean and organized as it was on your first day of rental.

Any pictures or literature removed from the walls during the course of your rental must be returned to its proper location
during your strike.

The fridge in the entrance to the furnace room is available for use. It must be kept clean and orderly.

The rental group is responsible for bringing in any supplies they so desire, and taking them when they leave.

The Theatre Centre does not have a liquor license to serve alcohol. The rental company is responsible for obtaining a Special
Occasions Permit should you want to serve alcohol. Alcohol cannot leave the interior of The Theatre Centre (i.e. no alcohol at,

or, outside the main front doors, South West corner emergency exit, or, South alley emergency exit door).

Promotional materials may be lightly taped to the brick walls but nothing may be bolted, screwed or otherwise heavily adhered
to them.

All garbage cans will be inspected by theatre staff several times a week and emptied if required.

Recycling is normally available in the lobby area for plastic and cans, and just outside the main office for paper and cardboard.

Box Office Responsibilities

Phone Line and Voice Mail:

- The Box Office phone number is (416) 538-0988. This number, and the phone in the Lobby, are available for your
companies' use during your rental period. You can use this phone and voice-mail for ticket reservations, local personal calls
and messages.

- The voice-mail password is "0988". On the first day of your rental, please feel free to change the outgoing message as you
see fit (as long as you include the Administration Office phone number (416) 534-9261), or upon request, the Administrator
will change it for you. Include information on buying tickets or leaving messages for reservations. Please remember that it is up
to your company to pick up your own reservations and messages.

- You can publish this number in your press and posters, if you would like to use it as a box office line.

VISA Sales:
- The Theatre Centre has a merchant VISA account and therefore your audience members may pay by VISA at the door.
The Theatre Centre will write a cheque to your company at the end of the run, or weekly, upon request.

Comp. Tickets:

- A Theatre Centre Box Office binder will be provided for your Box Office staff. Anyone on The Theatre Centre Sponsor
or Donor list who has reserved ahead of time must be given their allotted number of comps. These comp. ticket holders will
call The Theatre Centre office staff to reserve, and the information will be written into the Box Office reservation binder. If
you have questions about this, please ask us.

Building Signage:

- Any signage affixed to the street level, blue double glass doors must be minimal in size and placed with the least amount
of adhesion possible to allow for easy removal.

- A sandwich board and a poster stand are available for exterior use during performances.

Lost and Found:
- All lost and found articles should be left in the dressing room. Please notify theatre management of any important articles
(i.e. wallet, cell phone, etc.) left behind.
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Required Program Copy
(may be reformatted to fit available space)

For The Theatre Centre:

Staff:

Artistic Director: Franco Boni
Business Manager: Shauna Major
Technical Director: Greg Poulin
Associate Director: Jennifer Tarver

Board of Directors:
Dale Fallon - President
Gail Packwood - Secretary
Trevor Ladner - Treasurer
Philip Shepherd
Tania Etienne

For rental inquiries, please call (416) 534-9261, or visit our website.
www.theatrecentre.org

(suggested format:)
For The Theatre Centre

Staff Board of Directors
Artistic Director: Franco Boni President: Dale Fallon Tania Etienne
Administrator: Shauna Major Secretary: Gail Packwood Philip Shepherd

Technical Director: Greg Poulin Treasurer: Trevor Ladner
Associate Director: Jennifer Tarver

For rental inquiries, please call (416) 534-9261, or visit our website.
~ www.theatrecentre.org ~

Cleaning and Supplies

1) It is the Rental Group's responsibility to keep the laundry area, dressing room and dressing room bathroom clean and orderly
during their stay.

2) Cleaning supplies including cleansers, toilet paper, garbage bags, etc. are stored in the wooden cabinet in the women's public
washroom.

3) Mops, brooms, dust pans and a Shop Vac are stored in the maintenance closet near the door to the women’s public
washroom.

4) Full bags of garbage can be deposited into the blue bin at the South West corner of the building anytime. If the bin is full,
bags can be left at the bottom of the South West corner fire exit stairwell.

5) The public washrooms are typically cleaned by the staff weekly.
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Venue/Rental Information

The Theatre Centre is located in the main and lower levels of the Great Hall Centre at 1087 Queen Street West (the South-East
corner of Queen Street & Dovercourt Road), Toronto, Ontario.

RENTAL COSTS:
Standard 7-day weekly rate: $1800.00* + G.S.T. *subject to special requests - please contact Franco Boni, Atrtistic Director

Rental includes:
- 35 hours of technical assistance and support*

- use of lighting equlp meqt mventory (please confirm the unrestricted use of the technical inventory a minimum of
- use of sound equipment inventory 7-days in advance as occasionally some of these items are rented out. All

- use of soft goods and drapery technical equipment listed on the inventory below is CURRENTLY in working
- use of risers and seating order for performance)

- use of box office phone and message system

Rental does not include:
- Box Office or Front Of House staff
- Lighting or Sound Operator

For rental information call: FRANCO BONI, Artistic Director at (416) 534-9261 or e-mail franco@theatrecentre.org
For technical information call: GREG POULIN, Technical Director at (416) 534-9261 or e-mail greg@theatrecentre.org

STAGE AREA:
The Theatre Centre is a flexible black box theatre.

Maximum occupancy is 150. The venue is not wheelchair accessible or air-conditioned. Space heaters are available during the
winter months.

Theatre length (North wall to South Wall): 62°-6”

Theatre width (West wall to East wall): 46°-2”

Maximum continuous open space (length): 44°-0”

Maximum continuous open space (width): 30°-0”

West balcony minimum width: 60”

East balcony minimum width: 58” (to fire hose pipe) 40” at Southeast corner due to staircase handrail
North balcony minimum width: 134” 83” at Northwest corner due to staircase handrail
South balcony minimum width: 56”

Stage floor to ceiling: 17°-10”

Stage floor to underside of lighting grid pipes: 17°-1” ) .

Stage floor to underside of tr%ss: g ENapIp 16°-0” All height measurements vary slightly due to the uneven nature

Stage floor to underside of balcony topside: 10°-5'%” of the floor, but are normally within a 1™ tolerance.

Stage floor to underside of balcony underside: 9°-10”

The building is circa 1890. The original hardwood floor has been covered by two layers of %" plywood allowing a minimum
number of screws in the lower floor level. The floor can be painted providing that “Rosco Tough Prime — Black™ is used to
restore the floor color. The balcony level floor has a single layer of %" plywood also allowing a minimum of screws. The
balcony level floor cannot be painted.

Any spike or glow tape used on the floor must be removed by the rental group at the end of the rental period.
NO colored spike tape, masking tape, gaff tape, glow tape or electrical tape is provided.

There are NO carpentry facilities, power tools or hand tools available.

On-site storage is extremely limited.

There are no fly lines available.
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There is a 14’-0” (wood) step ladder to fully access the lighting grid.
There are also 12°-0” (fiberglass), 10°-0” (aluminum) and 6'-0" (fiberglass) step ladders available.

The booth area is flexible.

SOFT GOODS:

STAGING/SEATS:

LIGHTING:

9 —black commando cloth drapes (18’-0” H x 10°-0” W)
4 — black commando cloth drapes (17°-0” H x 6’-0” W)
4 — black commando cloth drapes (17°-0” H x 4’-0” W)
1 — black commando cloth drape (7°-4” H x 44°-0” W)
1 — scrim, black sharkstooth (17°-0” H x 30°-0” W)
1 — rear projection screen (16-10” H x 46°-5” H)
1 — white cyc “bounce” cloth (21°-0” H x 64’-0” W)
various black commando cloth and velour drapes of shorter heights and widths

125 -- chairs, non folding (black leather, light grey and dark grey cloth)
25 — balcony stools (with backs)
35 — seating risers (3’-3” W x 6’-0” L), some without permanent toe rails
18 —9” long, 1% (1.D.) pipe legs
40 — 16” long, 1'4” (1.D.) pipe legs (used as first level of standard seating ‘gold’)
51 -22"long, 1'4” (1.D.) pipe legs
24 —34%” long, 1'% (1.D.) pipe legs (used as second level of standard seating ‘blue’)
12 —38” long, 1'4” (I.D.) pipe legs
44 — 535 long, 14" (1.D.) pipe legs (used as third level of standard seating ‘white”)
20 —71%” long, 1%42” (1.D.) pipe legs (used as fourth level of standard seating ‘red”)
18 —91” long, 1% (I.D.) pipe legs (used as fifth level of standard seating)
5 —banquet/props tables (4 @ 30” W x 96” L x 30” H, 1 @ 202 W x 72% L x 25” H)
4 — black, square café tables (approx. 30” x 30”)
assorted 1” and 1'%” (I.D.) pre-cut lengths of steel and aluminum pipe w/Kee-Clamps available for
railings, lighting positions, etc. (pipes available for cost replacement if cut)
assorted styles of cheeseburough clamps

1 — Strand G.S.X. lighting console* w/125 channels, monitor and 60°-0” DMX 5-pin control cable
24 — Dragon 2k dimmers (Edison plugs)
24 — LDS 1k dimmer (Socapex to Edison plug splays, instant on buttons)
29 — Altman 6” fresnels, SOOW with Edison plugs
14 — ETC Source4 36°, 575W with Edison plugs
11 — Century Strand leko housings, 1000W w/Edison plugs
6 — 6 x 16 barrels (for above fixtures)
6 — 6 x 12 barrels (for above fixtures)
3 — Lee Mini Zooms, 600W with Edison plugs
2 — Altman 3%” ellipsoidal fixtures, SO0W with Edison plugs
6 — Par 38 type pinspots, 90W/250W (flood/spot) w/Edison plugs
14 — Barndoors (mostly 4-way)
14 — Floor floats (assorted sizes)
assorted A.C. cable lengths sufficient for house inventory
assorted power bars and cube taps
assorted gel frames (cardboard/metal) and gobo holders (universal and type ‘B’)

* The Strand G.S.X. console utilizes a low-density floppy disk to archive show files and cues. If the low
density disk currently in the drive is replaced (i.e. with a high-density disk...), proper operation of the
console cannot be assured.

The house-lighting is flexible. It consists of 5 moveable flood bulbs with aluminum domes. They can all
be run to a rheostat at the booth, or, to a circuit in the dimmer room. Any supplementary house lighting
required must be built into your design.
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SOUND:

DRESSING ROOM:

LAUNDRY:

LOBBY/F.O.H.:

LOADING IN:

PARKING:

1 — Yorkville Pulse 153 Speaker, 250W each - 8 ohm parallel inputs

2 — Yorkville Elite E10 Speakers, 200W each — 8 ohm %4” and speakon inputs

1 — Yorkville Audiopro 508 - 8 channel powered mixer - XLR or %" inputs only

1 — Teac CD-P1120 single disc C.D. player w/R.C.A. out

1 — Pioneer PD-103 single disc C.D. player w/R.C.A. out *some burned CD-R discs are unreadable*
1 — Technics ST-S78 tuner

1 — Shure SM-48 microphone

6 — Microphone stands w/clips

3", 75'-0" speaker cables

1 — Roland A-80 midi controller keyboard (no internal speakers or sounds)

Assorted 4" to 4" cables and R.C.A. plug adapters
Assorted X.L.R. cable
Clearcom System w/base station, belt pack and 2 headsets

There is 1 music stand available.

The dressing room can be partitioned into two separate spaces, each with private access to the washroom
and shower area. Total capacity is 6 — 10 cast.

There is one shower, sink and toilet available.
There is a microwave and a bar fridge as well.
There is a small, upright washer/dryer unit available for use in the Utility Room.

The lobby area is up three steps from street level. The entrance is off Dovercourt Road through blue
double glass doors. It is rectangular in shape and can accommodate approximately 40 persons.

The lobby can only be separated from the rest of the theatre area with soft masking.

A phone is available for local calls only. The number is (416) 538-0988.

There are 3 doors available to load-in:

(1) off Dovercourt Road: up 1 step and down 14 steps to stage level,
through 2 doorways (max. width = 41" max. height = 75")

(2) off the alleyway behind the Theatre: 4 steps up to the balcony,
through 3 doorways (max. width = 29" max. height = 76")

(3) off Dovercourt Road: up 1 step and down 14 steps to stage level (with 1 landing and 90° turn),
through 2 doorways (max width = 41 max. height = 75”)

There is limited parking in the area:

(1) Two hour, metered parking, is available on Queen Street until 9pm, Monday through Sunday.

(2) Parking is prohibited on the north side of Queen from 4pm - 6pm, Monday through Friday and on the
south side from 7am - 9am, Monday through Friday.

(3) One hour free parking is available on Dovercourt Road from 8am - 6pm, Monday through Saturday.
There is no parking between 12:00am - 7am.

(4) A public pay lot is available one block west of the theatre on Queen Street. Parking is $0.50 per hour
to a maximum of $3.00 during the day and $2.00 after 6:00pm.
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Production Memos

The Theatre Centre - Production Dept.

The Theatre Centre

Memo

RENTER’S CONTACT NAME

)

From: Greg Poulin, T.D.

Date: 6/15/2005

Re: Production memos

Greetings!

Production Memos will be used to deliver information and important updates to your group while you are in the
space.

All Production Memos will be in this format and will be left for you in the plastic tray labeled RENTAL GROUP
outside the upstairs office door.

Please put any of your written questions or daily concerns for me into that same tray.
Thanks and have a great run!

-Greg.

Office: (416) 534-9261 Fax: (416) 534-9405 Box Office: (416) 538-0988
1087 Queen Street West, Toronto, Ontario, Canada, M6J 1H3
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Fire Regulations and Information

1) All exit points must have an unobstructed 36" access.

2) All existing EXIT signs must be kept clearly visible.

3) Emergency lighting may not be covered or otherwise obstructed.

4) Fire extinguishers (10) are located: in the lobby area, the South East balcony level fire exit door, in the balcony level fire
hose cabinet, in the production/box office, the blue main entry doors, the dressing room, bottom of North staircase, under
balcony near dimmer room, the main office, the South West lower level fire exit, outside the maintenance closest, and in the

lower level fire hose cabinet.

5) Fire alarm switches (4) are located: the South East balcony level fire exit, the blue main entry doors, the South West lower
level fire exit, and the bottom of the North staircase.

6) All members of the rental group must be made aware of the locations of the emergency exits, fire alarm switches and fire
extinguishers.

7) All soft goods brought into the space must be flame resistant or fire-proofed.

8) All seating risers must have a clear 36" aisle with no seat being more than eight chairs away.

9) There is NO SMOKING permitted anywhere in the entire building or within 10 feet of any exterior doorway.

10) There is a flashlight located in the lobby area, plugged into a power outlet, for use only during an emergency. The
flashlight has a built-in safety switch which will turn on if power to that power outlet is interrupted (i.e. during a blackout).
Please ensure that all individuals with your group are aware of these fire and safety regulations.

Please see the Technical Director immediately with any questions or concerns.

Emergency Contact Numbers

(1st) Greg Poulin, Technical Director - cell: (416) 450-7252
(2nd) Franco Boni, Artistic Director - cell: (416) 889-7395
(3rd) Shauna Major, Business Manager - cell: (416) 919-4766
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Health and Safety

First-Aid Kits:
First-aid kits are located in the dressing room and in the upstairs office.

Please ensure that your cast and crew all have a look at our Health and Safety board posted
in the main dressing room. This board contains current information such as Emergency contact numbers, WHMIS symbols, an
Evacuation Map, Fire and Safety Plan for the theatre, etc.

Additional Front Of House Staff / Box Office Staff requirements:

- To ensure the safety of the audience and all Front Of House personnel.

- To enforce theatre policies that relate to the Box Office, Theatre, lobby, fire safety, venue
security and Front Of House.

- To control audience traffic and manage patron problems before, during and after the
performance. To check with Stage Management whether any warning notices are
needed (i.e. strobe, gun shots, etc.).

- To coordinate the safe entrance of latecomers (if permitted) into the theatre.

- To be prepared for and keep records on first-aid emergencies and patron accidents or
occurences. Front Of House Managers are required to complete a Patron Injury/Illness

- Report at the time of an accident or occurence.

- To inform theatre management about any first aid emergencies and patron accidents or
occurences.

- To help safely evacuate patrons during an emergency.

- To be familiar with The Theatre Centre’s Fire Safety Plan and the Health and Safety
Policies.

- All members of the Front Of House should be made aware, by the rental groups, of what to
do, or, who will take charge in the event of medical emergencies, fire evacuation, power
failure, accidient/incident reporting, discovery of fire, latecomers, babes in arms, robberies,
disruptive patrons in the audience, other audinec safety issues, ambulance refusal and
patrons requiring assistance taking medication.

The closest walk-in clinic is located at:

455 Queen Street West @ Spadina (near the South West corner)
phone: (416) 869-3627
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Technical Director

()

2)

€)

“4)

)
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(M

The Technical Director will be available to oversee and provide qualified assistance for the rental group's activities
and carry out general maintenance and custodial duties for the facility. The Technical Director is an employee of The
Theatre Centre and NOT an employee of the rental group.

The rental group shall be responsible for keeping generally clean and tidy, the areas that it uses including the theatre,
dressing room and lobby areas.

The support of the Technical Director is available for up to 35 hours per week excluding meal breaks. Any time
worked above 35 hours per 7-day week, 10 hours per 24-hour day or 4 consecutive hours will be charged to the rental
group at a rate of $35/hour.

A production schedule for the rental group must be made available to the Technical Director a minimum of 7 days
prior to load-in. The rental group will be limited to this schedule unless they receive approval from the Technical
Director for any changes.

The Technical Director's normal work schedule, unless otherwise pre-arranged, is Monday to Friday, 9am to Spm
with lunch normally between 1:00pm - 2:00pm.

The rental group must provide sufficient additional skilled crew to help set-up, strike and assist backstage as required.
The Technical Director reserves the right to refuse entry to any individual or group who appears unsafe or unskilled.

The Technical Director will supervise and assist the rental group's setup, run and strike. He is not to be substituted for
a Stage Manager, Designer, Production Manager or crew member.

The Technical Director will provide up to 35 hours of technical "support" per-7-day rental period. "Support" is defined by the
following examples:

WILL WILL NOT

The Technical Director will help set-up the lighting and
sound consoles at pre-arranged production "booth" areas
and instruct your operators on their proper use;

The Technical Director will work independently on most
Theatre Centre equipment including lights, chairs,
speakers, cabling and drapery. The Technical Director
will assist and supervise the proper set-up of all seating
risers;

The Technical Director will normally be available at the

theatre weekdays between 9am and 5pm unless other
days and times are pre-arranged;

The Technical Director will not operate the lighting or
sound consoles during any focus, level set, Q.2.Q.,
dress rehearsal or performance;

The Technical Director will not set-up the seating
risers unassisted;

The Technical Director will not be available outside
regularly scheduled hours unless by prior arrangement
(minimum 7-days notice);

The Technical Director will provide advice on integrating The Technical Director will not build or install a rental

your set into The Theatre Centre space;

The Technical Director will assist during the strike with
Theatre Centre equipment and cleaning;

group's set in the theatre;

The Technical Director will not load equipment in or
out of the building, strike the venue unassisted or clean
those areas that are the rental group's responsibility;

FYT: The 35 hours of Technical “Support” offered by the theatre is not necessarily reflected in the total rental price of the

venue. That is, the cost for 'unused' Technical Support hours cannot be deducted from the total rental paid.

10
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Typical End-of-day Checklist

LOBBY AREA
Desklamp(s) OFF
Sandwich boards and temporary signage brought IN
Light switches by main entrance (4) OFF
Coffee machine/urn OFF
Space heater(s) UNPLUGGED
Main entrance blue double doors (2) LOCKED

DRESSING ROOM
Bathroom main light OFF
Bathroom fan OFF
Desk/Standing light fixture(s) OFF
Space heater(s) UNPLUGGED
Stage access door CLOSED and LOCKED
Coffee machine OFF

UTILITY ROOM
Sink faucet CLOSED
Light switch OFF

PUBLIC WASHROOMS
Men's washroom light switch OFF
Men's urinals/toilets SILENT
Men's sink faucets CLOSED
Women's washroom light and fan both OFF
Women's washroom's SILENT
Women's sink faucets CLOSED
Men’s and women’s doors (2) OPEN

MAINTENANCE CLOSET
Maintenance closet light switch OFF

FIRE EXITS
South/West corner exterior red doors (2) both CLOSED and LOCKED
South/West corner bottom stairwell steel doors (2) both CLOSED and LOCKED
South/East corner upper level green door CLOSED and LOCKED

DIMMER ROOM
Dimmer switches (x3) OFF
Light switch OFF
Door CLOSED

THEATRE
Worklights switch OFF
CLOSE and LOCK windows

BOOTH
Lighting console OFF
Desk lamp(s) OFF
Sound console and external amps. OFF
Sound console main levels DOWN
C.D. Player(s) OFF
House lighting dimmer OFF

11
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Typical Strike Checklist

Please ensure that the following are completed before your end-of-rental departure:
Rental Group priorities:
Two sets of Theatre keys have been returned to the Technical Director.

All borrowed tools, equipment and supplies of The Theatre Centre have been accounted for and returned to the
Technical Director.

All lighting fixtures have been returned to the lighting rack (or other designated area...) Fresnels on the top pipes,
all others on the bottom pipes.

All additional pipe and clamps added to the lighting grid must be removed.

All risers have been swept and cleared of bottles, cans, programs and ticket stubs.

All gel frames and other lighting accessories are returned to the correct shelves in the utility room locker unit.
All lighting cables have been sorted and hung properly on the hooks in the dimmer room.

All lighting cables are free from tape and labeling except for theatre color coding tape.

The dimmer hard patch has been returned to 1-1 (if modified).

All soft masking is folded and stored safely in the room at the end of the dressing room.

The dressing room is clean and free from all personal belongings, food and drink.

The booth area is clean and free from all personal belongings, food and drink.

The fridge must be emptied, cleaned (inside and outside...) and free of all show related goods.
The microwave in the dressing room must be cleaned (inside and outside...).

All sound cables are free of tape and labeling.

All sinks (7) are cleaned and empty. All toilets (7) and urinals (2) are cleaned.

The floor is free of all tape and spike marks.

The theatre is clean and swept (Shop-Vac available if necessary).

Clean washer and dryer of all show laundry.

Technical Director priorities:

All leather/cloth chairs are stacked on the floor in piles of 10 and stored against the East brick wall (or other
designated area...).

All microphone stands have been returned to storage.

The lighting console has been cleared of all show cues and the soft patch has been returned to 1-1 (if modified).
All signage unique to your production (on doors, the outside display box, sandwich boards, etc.) has been removed.
Restore any pictures, photos, posters and literature removed from the theatre walls during the rental.

All garbage in the theatre, lobby, dressing room/dressing room bathroom is bagged and ready to be disposed of.

Please check in advance with the Technical Director for any unique responsibilities or exceptions for your rental group’s strike
(i.e. some masking or lighting fixtures could stay as is...)

NOTES:

12
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