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Rental Policies, Procedures, and Guidelines
The Acadiana Center for the Arts welcomes all community and private gatherings.  

The facilities are made available for use under the conditions outlined below.

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
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