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SPORT & TOURNAMENTS CHECKLIST

Event / Contact Information

	Today’s Date:  
	Registered Non-Profit?                     Yes      No

	Name of Event:  
	Start Date:                                          to

	Organization Name:  
	End Date:             

	Mailing Address: 

	Town:   
	Province:  
	Postal Code:  

	Event Coordinator:  
	Contract #:  

	Phone:  
	Alternate Phone:  

	Email: 
	Estimated # of Attendees:  

	Is this a ticketed or non-ticketed event?
	  Yes      No   If yes, list your admission prices:
  Free                       Child/Student    __________
  Adult _________   Senior __________


	Type of Event:
	  Baseball Tournament
  Hockey Tournament
  Figure Skating Show
  Exhibition Game
  Other ________________

	  Ringette Tournament
  Soccer Tournament
  Sports Camp
  Team(s) Photo Day


	Location of Event:
Please check all that apply
	  Bill Thompson Arena
  Steve Hotchkiss Arena
  Peoples Centre (Dr. Rm)
  Peoples Centre (Hospitality)
  Rec Centre Parking lot
Requires Temporary Use Agreement 
          Main  
          East Parking Area 

	  Meeting Room
  Foyer
  Gordon Moore Park
Requires Temporary Use Agreement 
  Jessie Turgeon Park
Requires Temporary Use Agreement 
   ____________





Facilities Contract Information

	Event Times
	Day 1
	Day 2
	Day 3
	Day 4
	Day 5
	Admin Use - Notes

	Event Date:
	
	
	
	
	
	

	Start time:
	
	
	
	
	
	

	End time:
	
	
	
	
	
	

	Peoples Centre              Dates: 
Time From:
Time To: 
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Meeting Room              Dates: 
Time From:
Time To: 
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Foyer                               Dates: 
Time From:
Time To: 
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Copier Room                    Dates:
Time From:	
Time To:
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	                                    

	
	                                                                                                             Admin Use - Notes

	Rec Centre
# Of Dressing Rooms 

	BTA:        All    ____Qty          People Centre
SHA:        All    ____Qty          Court Dressing Rms
Indicate dressing room quantities if not all are required
	

	Dressing Room Keys
Keys are to be returned to the front desk after event.  Any missing keys will be charged back to the group
	Name of Contact for Keys 
(if different from the Tournament coordinator):
___________________________________

Phone #:

	

	Extra Storage Area Requested:
(Overnight Equipment Storage, Supplies, etc.)
	  Yes     No        Courts*    Additional Dr. Rm    
	*Fees may apply

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

	

	Decorations (location & takedown):
Use of DUCT TAPE is not allowed on any surface within the Recreation Centre. Please use sticky tack, or approved GAFF tape which can be purchased from the Rec Centre.
	Storage location & date:
	Takedown time & date:
	

	Mascot:
Requires pickup and return at/to the Gov’t Centre.
	Required?
  Yes     No
	Form Submitted?       
  Yes     No
If no, direct to the Website
	

	Parking:
Do you have adequate parking?  
Do you plan to use volunteer parking attendants?
Barricades required?
	
  Yes     No
  Yes     No

  Yes     No
	Consider other events at West Fraser Guild and Curling Rink and notify FCSS/PATH if applicable.

	Overnight camping/RVs: 
	  Yes     No  
Parking lot is to be used for vehicle parking only.  
	

	Will your event involve food service of any kind? 
E.g.  User 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?

Vendor Notification forms to AHS
Event Notification forms to AHS
	  Yes     No

  Bake Sale items
  Potluck (non-certified kitchen)
  Catered     Name: ________________
  General concession items (user provided)
  Portable BBQ
**AHS recommends tablecloths on all surfaces when providing food service
  Approved Mobile Food Vendors (trucks)
  Yes     No

	

	Licensed area or hospitality suite? (for alcohol service/consumption)

	  Yes     No              People Centre*

	*Hourly or daily rates may apply

	Have Permits been obtained from AGLC?
www.aglc.ca 
	  Yes     No
	

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

	Certificate of Liquor Liability or Party Insurance
(if applicable, PAL insurance is a provider)
	  Yes     No
	




Booking of Equipment/Services
	
	Qty.
	Where
	Work Order #
	Admin Use

	# of Tables & Where:
	
	
	
	

	# of Chairs & Where:   
	
	
	
	

	Coffee Urns required?  Y   N
	
	
	
	

	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. ___________________________________
	





	
	Work Order #
	Admin Use - Notes

	Use of a Fire Pit?  
Have you obtained a Fire permit? 
	 Yes   No
	
	
	

	Foyer Furniture
	 Leave as is  
 Removed
	
	
	

	Tents or Portable Structures 
Will you be installing any portable structures such as tents, canopies or shelters?
	  Yes   No
	How many and where?
	
	

	Additional Access:
For unloading/loading of equipment, supplies, materials etc. for events
	 Yes   No
	
	
	

	Sign Message – Electronic Sign
(3 lines, 15 spaces/line)          
 If yes, please indicate message ->>
	 Yes   No
	
1.  _____________________ 
2.  _____________________
3.  _____________________
	

	Live Entertainment?   
	For additional equipment needs:
http://www.hinton.ca/FormCenter/Arts--Culture-4/Equipment-Rental-Form-55

	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
  Projector*
  Screen* (Small Free-standing)
  Fitted 6’ Blk. Tablecloths*    Qty. ______
  Gaff Tape # of roll(s)* _____

	*Fees may 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:  

TOH TASKS –
· 


USER GROUP TASKS- 
· 



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

Town of Hinton:
Don Engerdahl (Event Coordinator)
780 865-6055
Heather Mark (Parks, Rec & Culture) 
780 865-6064
Deborah Juch (Community Services)
780 865-6022
	  Reviewed
  Included on floorplan / checklist     Yes    No
 
  Muster Points reviewed
  Facility Procedures reviewed



Facility Contract: (if applicable)
Equipment Rental Agreement: (if applicable)
Inventory Pull – Internal use only.
AGLC Licensing & Permits: (if applicable)
Site or Floor Plans: (if applicable)
Temporary Use Agreement: (if applicable)
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