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AQUATIC RENTAL/SWIM MEET CHECKLIST

Event / Contact Information
	Today’s Date:   
	Registered Non-Profit?                     Yes      No

	Name of Event:  
	Organization Name:

	Mailing Address:  

	Town:   
	Province:  
	Postal Code: 

	Event Coordinator:  
	Contract #:  

	Phone:   
	Alternate Phone:

	Email:  
	A. Participants (Under 8 yrs.):   _______ 
Admission Ratio for Adults supervising swimmers under 8 years of age is 1 supervisor to 4 children 

	B. Participants (8 years and up):   ______
	Total Number of Participants (A + B) =    ______

	Type of Event:
Note:  Regular School swimming lessons are booked through the Aquatic Supervisor, Alexa McEachern, amceachern@hinton.ca or (780) 740-8063
	  Pool Party (School Event/Activity)
  Pool Party (Organization)
  Swim Meet (Organization)
  Other Describe: ___________________________


	Location of Event:
Please check all that apply:
	  Entire Aquatic Facility
  Hot Tub
  Lanes Only
  Arena area (SHA)
  Concession Area seating
	  Wading Pool
  Foyer
  Steam Room
  Mtg. Room
  People’s Centre








Facilities Booking Information

	Event Times
	Setup
	Day 1
	Day 2
	Day 3
	Admin Use - Notes

	Event Date:
	
	
	
	
	

	Start time:
	
	
	
	
	

	End time:
	
	
	
	
	

	Peoples Centre                      Dates: 
Time From:
Time To: (include set up/take-down times):
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Meeting Room                      Dates: 
Time From:
Time To: (include set up/take-down times):
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Foyer                                       Dates: 
Time From:
Time To: (include set up/take-down times):
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	




	
	
	Admin Use - Notes

	# of Dressing Rooms (if applicable)
Indicate dressing room quantities if not all are required 
	BTA:    □ All ____ Qty    □ Female Dressing Rm        
SHA:    □ All   ____Qty     Court Dress Rm 
	

	Extra Storage Area Requested:
	  Yes     No
	

	Courts & Bouldering Wall 
(must monitor access regardless ):
	  Yes     No
	

	Decorations
(storage location & takedown date:
	Storage:
	Takedown time:

	

	Parking:
Do you have adequate parking?  
Volunteer parking attendants?
Barricades required?
	
  Yes     No
  Yes     No
  Yes     No
	Consider other events at WF Guild and Curling Rink and notify FCSS/PATH if applicable

	Will your event involve food service of any kind? 
E.g.  Concession, catering, home prepared, bake sale items etc. Please indicate those that apply.  Alberta Health Services requires notification for all food items entering, sold in, or prepared in our facilities during public events.


Are AHS Forms required?
	  Yes     No
  Bake Sale items
  Potluck
  Catered
  Store bought items (user/public)
  Store bought items (non-public use)
  Portable BBQ
  Vendor Food Trucks?
  Main concession open?      Yes     No

  Yes     No

	

	Have permits been obtained from AGLC?
www.aglc.ca 
	Raffles                   Yes     No
Liquor                    Yes     No
All AGLC licenses MUST be posted for the duration of the event
	

	Certificate of Insurance
(2 Million GL, Town as an Additional insured)
	  Yes     No
	



Booking Equipment/Services
	
	Qty.
	Where
	Work order #
	Admin Use/Completed

	# of Tables, When & Where:
	
	
	
	  Yes     No

	# of Chairs, When & Where:   
	
	
	
	  Yes     No

	Coffee Urns required?  Y   N
	
	
	
	  Yes     No

	Break-Away required?  Y  N
	
	
	
	

	Additional Vendors:  
List any additional vendors on site for this event  
 Y   N
	E.g. Photographers, merchandising, florists, promotional items, etc.

1. _________________________________________
2. _________________________________________
3. __________________________________________
	

	Foyer Furniture
	 Leave as is  
 Removed
	Instructions:

	Completed?
  Yes     No

	Mezzanine concession seating?
	  Yes     No
	# of Chairs?   ___________
	Completed?
  Yes     No

	Sign Message – Electronic Sign
(3 lines, 15 spaces/line)          
 If yes, please indicate message ->>
	 Yes   No
	
1.  
2. 
3.  
	Customer Service clerk to place on sign

	Additional Resources:
Check those that apply.  Recreation Centre has limited audio/video and rental items on site, therefore, some items* may have additional rental fees/charges. 
For additional equipment needs:
http://www.hinton.ca/FormCenter/Arts--Culture-4/Equipment-Rental-Form-55

	
  Wired Microphone
  Wireless Microphone
  Sound System *
  Projector*
  Screen*
  Tablecloths*    Qty. _________

	*Fees apply


	Additional Notes/Requests

· All entrances/exits, hallways, stairways, and emergency/safety equipment must remain clear and easily accessible at all times. 
· Outdoor plug-ins are not to be used unless prior approval has been given.
· No parking in any marked Fire Lanes or crosswalks. The restriction or blocking of public access to the front entrances of any facility is prohibited.  The appropriate authorities will be contacted to enforce.
	Administration Use - Additional Information for this event:  


	Evacuation Plan 
Fire: 911 or 9-911 (facility phones)
RCMP: 780 865-2455

Town of Hinton:
Don Engerdahl (Event Coordinator)
780 817-1529
Heather Waye (Parks, Rec & Culture) 780 865-865-0162
Deborah Juch Community Services)
780 865-6022

	  Reviewed
  Included on floorplan / checklist     Yes    No
 
  Muster Points reviewed
  Facility Procedures reviewed





	
Contract (if applicable):
Deck Layout:
AGLC Permits and Licenses (if applicable):
Equipment Rental Invoice (if applicable):
Submitted Work Orders:
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