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GUIDELINES  
The following information is presented to help users of the AcA TheatreÕs facilities familiarize 
themselves with the physical layout, operational procedures and basic rules and regulations prior 
to their scheduled performances.  

The Acadiana Center for the Arts Inc. is available for meetings, events, performances and limited 
rehearsals. While you are at our facilities, AcA staff, technicians and volunteers will 
accommodate your needs within our Guidelines. Because this is a general use facility, open to 
any and all groups, strict Guidelines are mandatory as a courtesy to all organizations. We hope 
you enjoy the use of these facilities.  

 

GENERAL RULES OF THE THEATER :  

STAFF  

Please familiarize yourself with the AcA Staff and volunteers and learn how they can assist you 
in all aspects of your production.  

Theater Manager: Handles all bookings and contractual negotiations. Is available in an advisory 
capacity. Should be contacted if production problems occur, which are beyond the scope of other 
staff responsibilities.  

Technical Director: Handles all aspects of production, design and installation. Supervises all 
technical staff and coordinates and is responsible for all back of house functions, including 
equipment maintenance, repair, replacement, inventory and procurement. Supervises and 
implements lighting, scenic, sound design and execution, as required. Mentors, trains, teaches, 
recruits and manages all technical and intern personnel. 

Box office/rental Manager: Provides administrative and clerical support to the AcA Staff. Is the 
primary liaison to renters, providing catering lists, equipment rental referrals, building tours and 
other information to users of the AcA spaces. Provides renters and artists with information 
required to maximize their AcA Theatre experience. Additionally, BOM is responsible for all 
front of house operations, which includes scheduling, staff assignments and supervision of 
volunteer ushers for performances and special events, coordinating activities with technical staff, 
security personnel and the ticketing office, as appropriate.  

Facility/Events Manager: Manages the facility calendar and private/non-programmatic events. 
Responsible for oversight of events and facilities, including cleaning, security, Managers-on-
Duty, supervision of caterers. Provides all contracts for private parties/events.  



Technician: will provide general lighting, which requires no rehearsal visits (for full lighting 
design, please inquire of the Director of Production), set up all sound requirements; run tech 
booth for all performances; set general environment of stage; oversee load-in and strike; if time 
and schedule allow, may assist with building on a per hour basis; be in attendance for all tech-
week rehearsals.  is not a scenic or sound designer; the TechnicianÕs responsibility extends only 
as far as the building. It is the production or event organizationÕs responsibility to transport their 
set, furniture and/or equipment to storage.  

NOTE: Weekly contracts do not include technical support staff labor. Technical support staff 
charges are set forth in the Rate Schedule. When Technical support staff works greater than 40 
hours per payroll week (Monday through Sunday) on one show, the Producer will be billed at 
time and a half the providerÕs rate. Lessee should not pay Technical support staff directly.  

In cases of theatrical productions and other events in AcA space, a member of the Technical staff 
of the AcA must be on site, at the cost of the Lessee, at all times users are on premise. There are 
no exceptions to this rule.  

Volunteer Ushers: Our Volunteer Ushers greet patrons, collect tickets, and distribute program 
books and seat patrons. Ushers open doors when the lights come up at intermission(s) and at the 
end of the performance. They assist patrons who leave and return at intermission, answer 
questions about restroom locations, calmly evacuate patrons in an emergency and stuff inserts 
into programs before each performance, as needed.  

PERFORMANCES  

A performance is any event in the Theatre to which the public is invited, or when tickets are sold. 
See attached Rate Schedule for facility rental rates. All patrons of a ticketed event must hold a 
ticket. All members of crew and cast who wish to sit in the house at any time are required to have 
a properly issued complimentary ticket or paid ticket from the Ticket Office. Food or beverages 
are not allowed in the Theatre unless special arrangements were made. 

REHEARSALS  

 
WEEKLY RENTALS: Every effort will be made to make the Theatre available to Lessee for 
rehearsal and technical work from load-in through the first paid public performance. After the 
first paid public performance, the Theatre is available for scheduled performances and is leased to 
Lessee on a non-exclusive basis. Additional rehearsal and technical time after the first paid public 
performance will be on a space available basis. There is no additional charge for rehearsal during 
the Lease Period; however technical staff time will be charged according to the Rate Schedule.  



SINGLE/MULTIPLE PERFORMANCE RENTALS: It is important for users to understand 
that the AcA Theater is a multiple-use facility, and single-date performances often are performed 
in front of other productionÕs scenery and must use available lights and sound. Rehearsal time is 
available to single- and double-performance renters on a space available basis for up to four (4) 
hours per use at no additional charge. Additional rehearsal time is available on an hourly basis 
pending availability. Technical staff time will be charged according to the prevailing Rate 
Schedule for all rehearsal time.  

ALL USERS: It is expected that the stage, backstage area, hallways and dressing rooms will be 
kept neat and clean at all times or the user will incur a cleaning charge of up to $50/hour per AcA 
staff person per occasion.  

USE OF FACILITIES WHILE UNDER CONTRACT  

During the Lease Period, Lessees have general access to the facility. Exceptions include the 
administrative offices, ticketing office, restaurants/concession/bar areas, kitchen, equipment 
rooms, galleries and storage areas. Please ask an AcA staff member for assistance with these 
areas. Smoking is prohibited in the entire facility. Eating and drinking is prohibited in the 
Theatres, tech booth, and main lobby and hallways. You may eat and drink in the green room 
only. All cleaning and repair charges resulting from the disregard to this policy shall be charged 
to the Leesee. During performances and rehearsals, all doorways, aisles and stairs must be kept 
clear of people and equipment obstructions. There must be an AcA staff person on-site while you 
are in the facility.  

No costumes, scenery, props, etc., are to be placed on seats in the Theatres.  

All waste is to be placed in the two waste cans provided backstage. Additional clean-up charges 
may be incurred at the rate of up to $50/hour with a one-hour minimum. Lessor may charge 
Lessee for the use of the dumpster as deemed necessary by Lessor.  

All waste is to be placed in the waste cans provided. Dressing rooms are to be maintained in a 
neat and clean fashion at all times. No food is allowed in the dressing rooms.  

Cast and attendee sizes must be approved by an authorized AcA representative.  

LIAISON  

The Director of Production must be contacted at least six (6) weeks prior to the first day onsite to 
confirm pre-arranged production requirements. A detailed technical advance sheet will be 
prepared at this time. The AcA will provide a day of show liaison for all of your technical needs. 
We expect all communications will be handled through one person from your organization to the 
technical representative on the AcA staff. This will avoid any miscommunications or conflicting 
needs.  

BUSINESS HOURS  

The AcA TheatreÕs business hours are Monday through Friday 9:00 a.m. to 5:00 p.m. Use of 
space after business hours must be scheduled in advance, and will carry the appropriate rehearsal 
or performance rates. An AcA staff person must also be present, and will be billed to you at the 
applicable rate.  



POST PRODUCTION  

At the end of your production, performance or event the rented spaces, stage, backstage areas, 
dressing rooms, etc., must be returned to our standards at your time and expense, to allow for the 
next incoming performance or event. This includes returning the stage floor to painted black if 
you have altered the floor in any way. Failure to repaint the floor will incur a $350 fee. No 
equipment or materials are to be left or stored onsite after the last day of show. There will be a 
per day charge assessed for any materials left behind. Final payout will not be issued until all 
items are removed.  

PROCEDURE  

PROCEDURES & GUIDELINES (BOOKING THE TH EATER/ARTHOUSE)  

The AcA acknowledges access to the facility in accordance with booking committee approved 
policies. Periodic announcements will be made to publicize scheduling opportunities and 
programming cycles.  

The AcA plans to meet the wide array of needs of the community. All groups submitting 
proposals should understand that the AcA will do everything in its power to be fair and meet the 
needs of all local artists, but due to constraints of space, the demand may exceed availability.  

The AcA Booking Committee is the final decision making authority regarding requests for 
use of AcA spaces, whether for performances, conferences, meetings, fundraisers, social 
gatherings (private or commercial) or other events.  

Please read the following carefully regarding the use of the AcA facilities:  

Civic use: shall be defined as events, open to the general public, that are not a performing arts 
presentation. Space will be made available in the annual calendar for civic use.  

The interested parties should submit a written request, at least 60 days in advance of the event. 
The request should be delivered to the Theater Manager of the AcA. The AcA Booking 
Committee will review such requests at its regular monthly meeting. It is understood that there 
will be circumstances when the 60-day advance period will not be applicable.  

Performing Arts Use: Use by the performing arts community shall be defined as any event 
involving a performance of music, theatre, dance, film, or other arts related event.  

Standard Rental: In accordance with the prevailing standard rental and service rates then in 
effect.  
 
Disclaimer: Final approval, discussion or dispute of any procedural items in 
question rests with the Board of Directors of the AcA. 
 
 
 
 



Definitions:  

Technical Expenses: Shall be defined as all Technical staff time, equipment rental, piano tuning, 
special supplies such as gobos, batteries, etc., utilized in the planning and running of the 
production. These expenses will be charged in accordance with the prevailing ÒRental Rates.Ó  

Ticket Office Expenses: Ticket office expenses would include set-up and per-performance fees as 
well as a fee for ticket purchases made by credit card, in accordance with the prevailing Ò Rental 
Rates.Ó  

Guaranteed Fee: A contracted performance fee to be paid to the artist(s).  

Performance Income: Shall be defined as total ticket office receipts, less credit card and building 
maintenance and enhancement fees.  

Publicity Expenses: Shall be defined as fees paid for services such as printing, copying, signage, 
the services of the press coordinator, photographs, postage and any other direct expense serving 
the publicity and marketing of a production, in accordance with the prevailing Ò Rental Rates.Ó  

Net Income: Shall be defined as performance income less expenses as determined by the rental or 
co-production contract.  

Rental Expenses: Shall be defined as theatre rental fees as set forth in the prevailing ÒRental 
Rates.Ó  

Rental Proposals Should Include:  

1. Name of organization, including contact person and authorized signatory, as well as FEIN or 
SSN.  

2. The dates requested with first, second, and third choices for each performance/slot (limit of 
three (3) slots per year per producing entity).  

3. The title(s) of work(s) to be presented for each slot with brief description.  

4. Ticket price schedule, including maintenance and enhancement fee of $1.50 per ticket.  

5. A narrative production overview including:  

a. Number of artists involved on stage in the presentation.  

b. Number or artists involved behind the scenes.  

c. Anticipated audience, based on previous performance history.  

d. History with the AcA and/or other venues.  



6. All theatrical groups must provide a copy of the agreement/license granting the performance 
rights for the production to be staged at the AcA, when signing the Theatre Rental 
Agreement. No exceptions.  

7. Confirm that you will be providing your own liability insurance.  

8. A copy of the script, DVD and/or other promotional materials.  

DROPPING OFF AND PICKING UP EQUIPMENT, PROPS, ETC.  

All equipment must be handled through the loading dock area. All deliveries and retrievals of 
equipment shall be arranged in advance with the Director of Production Services.  

FIRE SAFETY  

¥ No smoking anywhere in the building.  

¥ No live flames (matches, lighter, special effects) without prior written permission of Lessor.  

¥ Drapes and scenics must be flame proofed, tested and be accompanied by a certificate of 
verification from the manufacturer.  

¥ All additional lighting/electrical equipment must be approved by the Tech Director BEFORE 
installation.  

 

EQUIPMENT  

The AcA is a state-of-the-art facility with the latest sound, lighting and HD projection equipment. 
It is not equipped with a scenic shop and, therefore, only stocks a bare minimum of tools. Please 
donÕt assume that anything ÒlivesÓ on site. If items are not on the equipment list, chances are they 
are not available.  

If you need additional equipment, the Technical Director can recommend or make arrangements 
for rental companies who provide a variety of AV and other equipment.  

Only designated persons will be allowed access to the tech booth. Only certified technicians and 
AcA Staff will be allowed to operate the technical equipment or make any changes to lights, 
sound, stage facilities, etc. Call the Tech Director for details regarding tech personnel 
certification.  

PIANO  

We are very proud of our 9 ft. concert grand piano and must enforce strict guidelines for its use. 
See attached Rate Schedule for rental and tuning fees. We will discuss use of the piano on an 
individual basis.  

LIGHTING  

Please review your lighting design with the Tech Director. 



PROJECTORS  

Contact the AcA Tech Director regarding use of our HD projection system.  

TICKET OFFICE & TICKETING  

Lessee does not have access to the AcA Ticket Office at any time. All questions regarding 
complimentary tickets, ticket sales, seating capacity or special requests should be directed to the 
Box Office manager. All tickets to all performances are sold only through the Ticket Office.  

Complimentary Tickets are issued by written request to the Executive Director. Users should 
prepare a written list of comp tickets, complete with names and number of tickets to be issued, 
and deliver it to the Executive Director at least 24 hours before performance.  

The AcA Ticket Office is manned by AcA staff as paid personnel. Tickets can be obtained during 
normal ticket office hours. Tickets cannot go on sale until the Show on Sale Report is complete. 
There is a $50 per show charge for ticket printing and ticket office support.  

There is a $1.50 Building Maintenance & Enhancement Fee added to every ticket. Each fee will 
be put into a fund, which will be used to maintain and preserve technical equipment. All 
advertised ticket prices should include the surcharge. For example, if your ticket price is $14.00, 
you should advertise a ticket price of $15.50.  



Technical Specs: 
 
STAGE DIMENSIONS  
Usable Stage - end stage, full theatrical draping: 42Õ x 28Õ 
Usable Stage - end stage, no drapes: 50Õ x 30Õ 
Thrust Stage - 42Õ x 28Õ plus 36Õ x 24Õ thrust 
Center Stage - 36Õ x 24Õ minimum 
Flat floor, usable space Ð 6,700 sqft 
 
RIGGING & STAGE DRAPERIES  
House curtain & Valance 
2 panels 28Õ-0Ó 
28Õ-0Ó 
 
Side roto drapes(2) 
14Õ-0Ó 
25Õ-0Ó 
 
Borders & Legs (5) 
50Õ-0Ó 
10Õ-0Ó 
 
Traveler (2 panels) 
26Õ-6Ó 
30Õ-0Ó 
Scrim 
48Õ-0Ó 
29Õ-0Ó 
 
Seamless Black Sharkstooth scrim 
Black Cyclorama 
50Õ-0Ó 
29Õ-0Ó 
 
Acoustic Drapery 
24 expanding, full room height acoustical side panels 
Full length acoustical back wall curtain  
8 Acoustical ceiling panels below catwalks 
 
 



AUDIO:  
 
Infrastructure  
Isolated ground technical power system with dedicated transformer. 
100 amp 3-phase 120/208v iso ground, with 16 series Cam-Lok and lug, located back 
stage in the loading area. 
96 microphone lines throughout the building terminating in Main Equipment Room 
Bantam audio patch bays. 
48 microphone lines from the Main Equipment Room the House Mix Plug Box, Stage 
Mix Plug Box, Tech Room Plug Box and Loading  Dock Plug Box. The House Mix and 
Stage Mix Plug Boxes are terminated with Amphenol MP-41 type connectors. The Tech 
Room and Loading  Dock Plug Boxes terminated with 3-pin XLR connectors. The first 
40 microphone lines are normalled to a four-way active split, 8 channels are freely 
patchable, each of the Mix Positions is normalled to the output of the active splitter . 
108 bi-sex audio tie lines throughout the building terminating in the Main Equipment 
Room Bantam audio patch bays. 
52 high bandwidth coax cable lines throughout the building terminating in the Main 
Equipment Room BNC patch bay. 
Various RGBHV in/out lines throughout the building terminating in the Main Equipment 
Room UTP video switch. 
36 category UTP5 cable lines  throughout the building terminating in the Main 
Equipment Room RJ45 patch bay. 
39 two conductor speaker lines throughout the building terminating in the Main 
Equipment Room NL4 patch bay. 8 channels of freely patchable power amplifiers (Lab 
Gruppen, C28:4) can be cross patched to the 39 speaker jack locations.  
4 channels hard-wired Clear-Com communications available to all positions in the 
throughout the building. The intercom buss can be easily disconnected from the house 
intercom power supply to allow for a intercom dry line system. 
 
Center speaker 
(1) Speaker, EAW, AX396. 
Left / Right upper side speakers 
(2) Speaker, EAW, AX366. 
Left / Right lower side speakers 
(2) Speaker, EAW, JFX290. 
Subwoofer speakers 
(2) Speaker, EAW, SB180P. 
Stage lip speakers 
(4) Speaker, EAW, JF80. 
 
 
 
 



Mix 
(1) Main Console, Yamaha, M7CL-48, with meter lamps and spare PSU. 
(2) Main Console Card, Yamaha, MY16AT-CA. 
(1) Monitor Console, Yamaha, M7CL-32, with meter lamps and spare PSU. 
(2) Monitor Console Card, Yamaha, MY16AT-CA. 
(1) Equalizer Remote Control Ashly Audio, 4.24RD. 
(2) Equalizer, Ashly Audio, 4.24GS. 
(1) Headphones, Sony Electronics, MDR-7506. 
(2) Compact Disc Recorder, D&M Pro, CDR632. 
(1) CD Player, Denon, DN-C635. 
 
Auxiliary speakers 
(4) Portable Speaker, EAW, JF80. 
(2) Portable Speaker, EAW, JFX290. 
(8) Portable Speaker, EAW, SM200iH. 
 
Rack room 
(2) Processor, XTA Electronics, DP448. 
(4) Power Amplifier, Lab Gruppen, C28:4. 
(4) Power Amplifier, Lab Gruppen, C48:4. 
(5) Active Microphone Split, XTA Electronics, DS800T. 
(1) UTP RGBHV Switch, Magenta, 223R3001-16x32. 
(1) Video Scaling, TVOne, C2-2355A. 
(2) Video Distribution Amp, Videotek, VDA-16. 
 
Intercom 
(1) Power Supply, Clear-Com, PS-704. 
(12) Remote Belt Pack, Clear-Com, RS-601. 
(2) Remote Belt Pack, Clear-Com, RS-602. 
(2) Headset-Double Muff, Clear-Com, CC-260. 
(12) Headset-Single Muff, Clear-Com, CC-95. 
(2) Handset, Clear-Com, HS-6. 
(2) Call Signal Flasher, Clear-Com, FL-1. 
 
Assistive listening / audio description 
(1) IR Modulator, Listen Technology, LT-82-01. 
(4) IR Emitter, Listen Technology, LA-140-GY. 
(12) IR Headset, Listen Technology, LR-42. 
(4) IR Headset, Listen Technology, LR-44. 
(4) Neck Loop, Listen Technology, LA-166. 
 



Stage manager console 
A portable rack with backstage and lobby paging station, audio monitor, 4 channel 
intercom station, basic audio mixer that can be patched to the main speakers and audio tie 
lines, can be plug in at the projection room, house mix and stage mix. 
 
Backstage 
Paging and program throughout the backstage area. dressing rooms have local volume 
controls with page override - page will be heard even if volume control is all the way 
down. 
 
Lobby 
Paging and program throughout the lobby area. A page or lobby chime can be initiated 
from the box office. 
 
Microphones 
(4) Microphone, AKG, C414B/XLS. 
(1) Drum Mic Kit, Audix, DP Elite 8. 
(2) Microphone, Audix, i5. 
(4) Microphone, Audix, OM5. 
(4) Microphone, Beyerdynamic, M88TG. 
(4) Microphone, DPA, 4006-TL. 
(4) Mic Mount, DPA, UA0961. 
(2) Microphone, EV, RE20. 
(2) Microphone, Neumann, U 87Ai. 
(2) Mic Mount, Neumann, EA87. 
(2) Windscreen, Neumann, WS87. 
(4) Mic Mount, Neumann, MNV 87 mt. 
(2) Microphone, Royer, R-122. 
(4) Microphone, Sennheiser, MD421-II. 
(2) Microphone, Sennheiser, MD441-U. 
(4) Microphone, Shure Brothers, SM57. 
(6) Microphone, Shure Brothers, Beta 57A. 
(6) Microphone, Shure Brothers, SM58. 
(2) Microphone, Shure Brothers, SM81. 
(6) Microphone, Shure Brothers, KSM137/SL. 
(2) Microphone, Shure Brothers, 520DX. 
(12) Direct Box, Whirlwind, HOT BOX. 
(4) Pop Filter, K&M, 23966. 
(4) Stereo Bar, K&M, 23510. 
(4) Stand, K&M, 21411. 
(4) Boom Arm, K&M, 21231. 



(4) Stand, K&M, 252 Black. 
(8) Stand, K&M, 201A/2 Black. 
(8) Boom Arm, K&M, 211/1 Black. 
(4) Stand, K&M, 255 Black. 
(4) Stand, K&M, 259/1 Black. 
(1) Decca Tree, AEA, 200007. 
(1) Mic Mount, AEA, 100007. 
(10) Microphone Stand, Atlas Sound, MS-12CE. 
(2) Microphone Stand, Atlas Sound, MS-20E. 
(2) Microphone Stand, Atlas Sound, MS-25E. 
(12) Microphone Stand Boom, Atlas Sound, PB-21XE. 
(4) RF Microphone, Shure Brothers, ULX124/85 
 
Video 
(2) Video Monitor, Sony, LMD2030W. 
(2) Video Monitor, Marshall Electronics, V-R151DP-AFSD. 
(2) Camera, Ikegami, ICD-879. 
(1) Video Projector, Digital Projection, Titan 1080p 700. 
(1) Projection Screen, Da-Lite, 110.5" x 260", motorized roll up. 
 
BACKSTAGE FACILITIES Ð fully handicapped accessible 
Loading Dock capacity: accommodates 18-wheeler or tour bus with one dock lift, one 
side load directly onto stage 
 
DRESSING ROOMS 
1 Green room (change order) 
2 12-person dressing rooms with WC and showers 
1 Laundry room with washer and dryer/costume & prop storage 
 
ROAD COMPANY AND TELE-PRODUCTION ACCOMMODATIONS 
Sound bulkhead in loading dock with the following accommodations: 
2 video tie lines 
48 microphone lines 
6 line level tie lines 
2 channel intercom connection 
Fiberoptic/microwave infrastructure 
 
 
 
 
 



STAGE POWER 
SR Ð 400 amp company switch 
USL Ð 100 amp company switch 
Loading dock Ð 100 amp disconnect 
Catwalk Ð 60 amp disconnect 
 
STAGE LIGHTING CONTROL SYSTEM 
Lighting system is Electronic Theatre controls. 
Ethernet based system 
The house worklights are controlled via the lighting console or by remote stations located 
throughout the theatre. 
288 2.4 kw dimmers 
42 houselight dimmers 
LIGHTING THROW DISTANCES (TO CURTAIN LINE) Ð 16 
170 silent elements 
2 follower spots 
 
LIGHTING INSTRUMENT INVENTORY 
Qty Item Lamp/Wattage Make/Model 
8 10 DEGREE SOURCE FOUR HPL 575 ETC/410B 
40 19 DEGREE SOURCE FOUR HPL 575 ETC/419B 
40 26 DEGREE SOURCE FOUR HPL 575 ETC/426B 
28 36 DEGREE SOURCE FOUR HPL 575 ETC/436B 
24 6Ó FRESNEL BTR 1K ALTMAN 
24 SOURCE FOUR PAR HPL 575 ETC/S4PAR 
6 3 CIRCUIT 16 STRIP LIGHT MR16 75W L&E/6560 
2 ULTRA ARC FOLLOW SPOT HTI 400W LYCIAN/1266 
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Rental Policies, Procedures, and Guidelines 
 
 
 
 
 
 
FACILITY RENTAL POLICY 
A written request is required for any event featured at the AcA.  A rental request form and submission procedures can be 
found on the AcA website under Facility Rentals.  If you are calling the AcA to request rental information (pricing, dates, 
space information, etc) you will be asked to fill out a request form in order to receive further information.  If you do not 
have access to the website a form can be mailed, or faxed to you.  Once your request has been received you will be 
contacted within one week of the submission date.  The Facility Manager will then schedule a consultation to discuss your 
event as well as AcA policies, procedures, logistics, and fees required for your event.  
 
FACILITY RENTAL CONFIRMATION & BOOKING GUIDELINES 
A rental will not be considered confirmed until the Lease Agreement and Rental Invoice have been executed, and the AcA 
has received the rental and damage deposits.  The balance of the Rental Fee becomes due 30 days before the event date (or 
immediately, should the event date begin within 30 days of execution of the Lease Agreement).  If the balance of the Rental 
Fee has not been received by the AcA at the due time, the AcA reserves the right to release the booking date, and retain the 
rental deposit.   
 
CANCELLATION POLICY 
After the Lease Agreement and Rental Invoice have been signed the rental deposit is Non-Refundable.  In the case that an 
event is cancelled 30 days prior to the scheduled event day, the AcA has the right to retain full rental fees due by the renter.     
 

Guidelines for Facility and Event Use 
 

EVENTS FOR CHILDREN 
In the case that an event guests include children less than 16 years of age chaperones must be provided.   The provision of 
chaperones must be in the ratio of one adult per ten children at all times and in all spaces where children will be located.  
The AcA will not provide chaperones for your event. 
 

FOOD & BEVERAGES in Galleries 
The AcA has very strict policies on food & beverages in both the Main and Side Gallery.  You are not allowed to have any 
food and/or beverages in either of these spaces while an exhibit is up.  If an event requires food and/or beverages in either 
of these spaces, the AcA does feature a “Gallery Take Down” service.  You will be required to pay for this service, as well 
as a “Closure to the Public” Fee.  Further information can be found on page 5. 
 

DECORATIONS 
All display materials and hanging methods (nails, pins, tacks, etc) must be approved by the AcA Curator.  You are 
responsible for installation, de-installation, and providing any materials required.  Decorations must be removed 
immediately following the event.   
 

INSTALLATION Regulations: 
• Do not use on walls – sticky putty, any tape other than Permacel, and any paint other than what is 

supplied to you by the AcA Curator. 
• Do not use on walls – any screws or nails that have not been recommended (or pre-approved) by the 

AcA Curator. 
DECORATION Regulations: 

• No rice, confetti, glitter, bird seeds, balloons, or bubbles are permitted inside the facility.  
• No ice sculptures, or champagne/chocolate fountains are permitted within any of the galleries unless 

approved by the Facility Manager.   
• Candles are permitted only if they are safely encased in a hurricane or globe style container.  

 



 Upon de-installation of an exhibit, event, or reception the event space must be returned to its original condition. Please 
allot appropriate time to complete this task. The space must be reviewed by the AcA Curator and/or Facility Manager. If 
unsatisfactory the AcA will invoice a professional service provider to repair any damages created during your event.  This 
fee is $20 per hour and you will be responsible to pay for this service. 
 

SIGNAGE & ADVERTISING 
The AcA has strict marketing policies and is required to maintain these policies for all events featured at the AcA.  Signage 
should include the name of your group, or association, along with event dates and times.  For advertising purposes, please 
reference the name of the facility as “Acadiana Center for the Arts” or “AcA.”  You are required to email your signage and 
advertising information to the Facility Manager for approval 3 weeks prior to your event.  Failure to do so may reflect in an 
additional 10% fee added to the room rental rate. 
 

 
 
 
RENTER RESPONSIBILITIES DURING AND AFTER EVENT 

• Provide Entrance Attendant (cannot be event coordinator), or request the AcA to provide one that you are 
responsible to pay for.  

• You must provide (or rent) all plates, cups, napkins, corkscrews, utensils, trays, baskets, cake boxes, linens, etc. 
• Set up and take down of entire event.  Please bring an assistant to help you with these tasks! 
• Clean up after event: gather trash, sweep kitchen, remove linens, flowers, etc. 
• DO NOT LEAVE food items over night in the cooler or catering kitchen after your event! Anything left will be 

thrown away.  If special arrangements need to be made you must discuss and receive approval from the Facility 
Manager. 

• Signage, advertising, or printing needs. Remember to email Facility Manager 3 weeks prior to event. 
• Filling out and turning the Facility Rental Event Check List to the Facility Manager 3 weeks prior to event. 

 
ACA EQUIPMENT PROVIDED UPON REQUEST 

• 2 six foot tables (without linens) – any additional tables needed are available to rent @ $5/table 
• 10 chairs – additional chairs are available to rent @ $.75/chair 
• Trash cans and liners  
• AcA Technical Equipment, if it is available, may be rented:   

Overhead projector ($50) and screen ($25), PA System & Sound Equipment ($100), Stage ($25), Pipe and Drape 
($10), Flip Chart ($10)    

 

Guidelines for Theater and Event Use 
 

During the Lease Period, Lessees have general access to the facility. Exceptions include the administrative offices, ticketing 
office, restaurants/concession/bar areas, kitchen, equipment rooms, galleries and storage areas. Please ask an AcA staff 
member for assistance with these areas. Smoking is prohibited in the entire facility. Eating and drinking is prohibited in the 
Theatres, tech booth, and main lobby and hallways. You may eat and drink in the green room only. All cleaning and repair 
charges resulting from the disregard to this policy shall be charged to the Leesee. During performances and rehearsals, all 
doorways, aisles and stairs must be kept clear of people and equipment obstructions. There must be an AcA staff person 
on-site while you are in the facility.  
 
All waste is to be placed in the two waste cans provided backstage. Additional clean-up charges may be incurred at the rate 
of up to $50/hour with a one-hour minimum. Lessor may charge Lessee for the use of the dumpster as deemed necessary 
by Lessor.  
All waste is to be placed in the waste cans provided. Dressing rooms are to be maintained in a neat and clean fashion at all 
times. No food is allowed in the dressing rooms.  

At the end of your event the rented spaces, stage, backstage areas, dressing rooms, etc., must be returned to our standards 
at your time and expense, to allow for the next incoming performance or event. This includes returning the stage floor to 
painted black if you have altered the floor in any way. Failure to repaint the floor will incur a $350 fee. No equipment or 
materials are to be left or stored onsite after the last day of show. There will be a per day charge assessed for any materials 
left behind. Final payout will not be issued until all items are removed.  

 
THEATER EQUIPMENT  
The AcA is a state-of-the-art facility with the latest sound, lighting and HD projection equipment. It is not equipped with a 
scenic shop and, therefore, only stocks a bare minimum of tools. Please don’t assume that anything “lives” on site. If items 
are not on the equipment list, chances are they are not available.   If you need additional equipment, the Facility Manager 



will schedule a consultation with the Technical Director.  The Technical Director can recommend or make arrangements 
for rental companies who provide a variety of AV and other equipment.  
 

Only designated persons will be allowed access to the tech booth. Certified technicians, and AcA Staff, are the only 
personnel allowed to operate the technical equipment or make any changes to lights, sound, stage facilities, etc. In the case 
that your event would require these services the Facility Manager will schedule a consultation with the Technical Director. 
During this consultation the Technical Director will review all details regarding personnel required, logistics of services, and 
fees associated with these services. 
 
THEATER PROJECTION SYSTEM 
In the case that the AcA Theater Projector will be needed for your event the Facility Manager will book a consultation with 
the Technical Director. During this consultation the Technical Director will review all details regarding personnel required, 
logistics of services and fees associated with these services. 
 

THEATER SEATS 
All theater seats on the floor of the theater can be removed for any event.  In the case that your event requires specific 
theater seating arrangements the AcA offers seating arrangements that you can choose from to accommodate your event 
needs at no additional fee.   
 

LIGHTING 
In the case that AcA theater lighting will need to be adjusted for your event the AcA Facility Manager will book a 
consultation with the Technical Director. During this consultation the Technical Director will review all details regarding 
personnel required, logistics of services and fees associated with these services. 
 
PIANO  
We are very proud of our concert grand piano and must enforce strict guidelines for its use.  Piano use must be discussed in 
person with the Facility Manager where rental and tuning fees will be explained.  
 

DRESSING & GREEN ROOMS 
There are no additional fees for use off these spaces in the event that the theater is rented for an event.  However if the 
Dressing & Green Rooms are needed for an event the Facility Manager must know at least 60 days before the event date. 
 

Refrigerator, dishwasher, washer/dryer and other appliances are not included in rentals. Ice is available from AcA Beverage 
Service. Equipment, sundries, food, beverages and utensils will be billed to renter on final invoice if removed from AcA 
Theatre backstage/storage areas. All items brought in for event must be removed during load-out or a $200.00 storage fee 
will be billed to renter on final invoice. 

 
FACILITY LOGISTICS 
 

NO SMOKING 
The Acadiana Center for the Arts is a non-smoking facility.  If your guests would like the opportunity to smoke they can do 
so off premise outside of the facility. 
 

PARKING 
Parking for event guests can be found on the downtown streets (metered during daytime only), or at the multi-story parking 
tower located less than a block away at 121 W. Vermilion Street (parking fees may apply during the daytime, free after 5pm 
and weekends).   
 
 

If an event requires Valet Services it is the renter’s responsibility to provide.  The Valet Service must be fully licensed and 
insured. The renter must provide a copy of the license and insurance binder of the Valet service to the Facility Manager.  
The AcA is not responsible for obtaining parking locations, as well as any theft, or damage, associated with these services. 
 

INCLIMENT WEATHER 
As a safety precaution, guests arriving with wet umbrellas should deposit them in an enclosed container, which we will 
provide, at the front door.   
 

WALLS/FLOORS 
Please take caution when moving and positioning tables, chairs, equipment, etc. within the facility.  Do not place tables or 
other items directly against the walls, but rather leave a gap of at least one inch to ensure walls are not scuffed or marked.  
To prevent floors from being scratched, do not drag items across the floor. 
 

LIGHTING & CLIMATE CONTROL 
Only authorized AcA staff members are permitted to adjust the lighting, air-conditioning or heating within the facility.  
HVAC vents, lighting fixtures and controls shall not be covered or obstructed at any time for any reason. 
 



FIRE EXITS 
Fire exits must remain clear and accessible at all times. Fire detection units, sprinkler heads and fire extinguishers must not 
be covered or obstructed at any time for any reason. 
 

ANIMALS 
Animals (with the exception of animals assisting persons with disabilities or animals used in a production as required by a 
script) are not permitted within the facility.  
 

MERCHANDISE 
AcA reserves the right to have memberships and other merchandise available for purchase during events. 



FACILITY RENTAL DEFINITIONS 
 
 

SPACE RENTAL 
There is a “Room Rental Fee” for all spaces at the AcA. Please inquire about featured rental packages, membership 
discounts, and A la carte rates. 
 

CIVIC USE 
Events open to the general public that is not a performing arts presentation.  Space will be made available in the annual 
calendar for civic use. 
 

PERFORMING ARTS USE 
Use by the performing arts community shall be defined as any event involving a performance of music, theater, dance, film, 
or other arts related event. 
 

COMMERCIAL EVENT RENTAL 
A group or business using the facility for profit when an admission is charged, tickets are sold, or a service/product is 
offered for sale. 
 

PRIVATE EVENT RENTAL 
A group function that is not open to the public and does not charge any type of admission. 
 

NON PROFIT RENTAL 
A 501C(3) organization that will utilize the facility for a group function that is not open to the public and does not charge 
any type of admission for the event. 
 

MANAGER ON DUTY 
MOD is required for any event held after AcA hours of operation.  He/she is provided to assist in the management of 
vendors, service attendants, guests, and security before, during, and after the event.  It is not responsibility of the MOD to 
set up tables, chairs, or decorations for your event.  The MOD must be paid separately and can be paid on, or before,  
the day of an event.   
 

FACILITY MANAGER 

Handles all aspect of Facility Rentals; booking, scheduling, vendor approval, event logistics, as well as 
event coordination needs when necessary, point person for all rental questions. 

 

TECHNICAL DIRECTOR 

Handles all aspects of theater equipment, back of the house functions, personnel, lighting, and sound 
needs.    

 

TECHNICAL EXPENSES 

All Technical staff time, equipment rental, piano tuning, special supplies such as gobos, batteries, etc., utilized in the 
planning and running of the production. These expenses will be charged in accordance with the prevailing “Rental Rates.”  

 

PUBLICITY EXPENSES 

Shall be defined as fees paid for services such as printing, copying, signage, the services of the press coordinator, 
photographs, postage and any other direct expense serving the publicity and marketing of a production, in accordance with 
the prevailing “ Rental Rates.”  

 

SECURITY GUARD:   
Required for any event held after AcA hours of operation.  Security will remain until everyone involved with your event has 
left the facility.  The AcA is responsible for obtaining security services, and will include fees onto the rental invoice. 
 

SERVICE ATTENDANT:   



Required for any event with 100+ guests, if guest count equals, or exceeds 300, another service attendant will be required.  
The service attendant will monitor and maintain the cleanliness of all areas being used throughout your event, including 
restrooms.  The AcA is responsible for obtaining the service attendant and will include service fees onto the rental invoice.   
 

CLEANING/MAINTENANCE FEE:  
Required for all events; fee is contingent upon size and scope of the event.  For events featured in the Art House requiring 
carpet removal there is an additional service fee.  This fee will be included on the rental invoice in the amount of $150 as 
“Additional Maintenance.”  The AcA is responsible for obtaining these services and will include service fees on the rental 
invoice.  
 
ENTRANCE ATTENDANT:   
Required for all events and is an adult over 18 years of age.  This person must be present to greet your guests, direct them 
to your event, and answer any questions about your event.  This person cannot be the event coordinator.  If needed, the 
AcA can hire an Entrance Attendant if the renter cannot find someone to facilitate this service. 
 

 
 
 

FACILITY RENTAL DEFINITIONS continued… 
 
EVENT/WEDDING COORDINATORS  
Are not required, but are encouraged for any event held at the AcA.  If an event designates this particular service the 
coordinator must meet with the Facility Manager to review the building guidelines, procedures, logistics and layout of the 
event.  In the case that you do not have a coordinator, but would like to hire an AcA Event Coordinator please let the 
Facility Manager know on the rental request form.  During your consultation the Facility Manager will discuss the options 
available through this service.     
 

CATERING/MUSIC/FLORAL SERVICES: 
The AcA has an Approved Vendor List featuring local businesses for these services.  If an onsite caterer is required for 
your event the caterer must be selected from the Approved Vendor List.  In the case that food is being dropped off, 
or delivered for your event, you are not required to choose from the Approved Vendor list, but are required to coordinate 
with the Facility Manager. 
 

GALLERY TAKE DOWN and CLOSURE TO THE PUBLIC FEE: 
The AcA has very strict policies on food and beverages allowed in the Main and Side Gallery.  In the case that your event 
would require food and/or beverages in either of these spaces you are required to pay a Gallery Take Down fee, as well as a 
“Closure to the Public” fee.  The AcA will have to hire personnel to not only take the particular exhibit down, but will also 
have to reset the exhibit to its original state.  The Closure fee is a day rate based on the number of days an exhibit is 
unavailable to the general public.     
 

GALLERY GUARD and PREVIEW FEE:   
In the case that an event is not held in the Main or Side Gallery you do have the option of allowing your guests to preview 
the gallery.  The Preview Fee based upon guest count. The renter will be required to have Gallery Guard monitoring that no 
food and/or beverages are brought into these spaces. If the renter cannot provide someone the AcA can provide this 
service and will include these fees onto the rental invoice. 

 
 

Thank you for considering the AcA for your event!  
 

Please visit our website for further information about our 
organization, AcA Special Events, and in house Programming. 

www.AcadianaCenterfortheArts.org   
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 

HOURS OF OPERATION 
Tuesday - Saturday: 10am - 5pm 

337.233.7060	
  

 


