
 
 

BOOKING INFORMATION FOR VENUE RENTALS 
 
Roles and Responsibilities:  
The Museum: Provides specific rooms and amenities within the shared facility. The Museum 
facilitates the Renter’s (and their vendors) use of its spaces. 
The Renter:  Is responsible for coordinating the details of the event. This includes the load-in, 
setup, cleanup and removal of your supplies, equipment and materials before, during and after 
your event. You are required to provide the items you need to produce your event, apart from 
items the Museum supplies.  
 
General Restrictions and Permissions: 

 Open flames are prohibited in the building, with the exception of chafing dishes and 
warming trays are permitted and can only be fueled by Sterno in event rooms.   

 Propane tanks, Butane canisters, or Helium tanks are prohibited inside the building.  If you 
plan on using any of the above gases for an event, please contact the Museum immediately 
at 604-730-5302. 

 Do not place anything on top of any of the free standing displays or display cases.  Also if 
catering staff or renters notice glassware or plates that have been placed on any of these 
surfaces by event attendees, they must see to their immediate removal. 

 Floor mats must be used underneath tables used for beverage service. 

 City of Vancouver by-laws prohibit smoking in all interior areas including the inner 
courtyard. 

 Fire Marshall Regulations prohibit any obstruction to exits or aisles in any room.  The legal 
capacity will be strictly enforced. 

 All health, safety and liquor permits are the responsibility of the renter. 

 Renters are required to secure at their own expense Third Party Legal Liability Insurance and 
if applicable, Host Liquor Liability Insurance. 

 Be advised that the room is not available prior to event start time, unless more time is 
specifically requested.  The renter will be billed after the fact in such circumstances. 

 
Catering Restrictions/Information: 

 There is no cooking facilities present onsite, all cooking must occur offsite. Details of plans 
for any food preparation, including reheating, must be discussed in advance with a 
Museum Event Liaison. 

 Rubber floor mats must be used underneath tables used for beverage service. 

 BBQs may only be used on the Garden Patio and must be obtained from a reputable event 
rentals company.  

 
Décor/Floral Information: 

 You are welcome to bring your own décor and decorate the room within your setup time. All 
décor items to present on walls or windows must use green painters tape to affix.  

 Candles and helium tanks are prohibited inside the building.  

 All floral materials must come from a florist or floral wholesaler and must be pest free.   
 



 
 

 

 All floral materials must be removed from the building at the end of the event. 

 Vases or other containers that held floral materials must be emptied of all contents if they 
are to be stored overnight.   

 
Audio Visual Information: 

 You are required to bring any additional audio visual components needed for your event. 
These may include: extension cords, power bars, wireless microphones, speakers, and amps, 
gaff tape, additional lighting, etc. 

 WiFi is included within the Joyce Walley Room, Learning Lab, Lobby and Boardroom. 
 
Delivery Information: 

 Arrangements must be made with a Museum Event Liaison for scheduling of deliveries and 
the allocation of appropriate onsite storage location. 

 Please provide the Museum with a list of vendors and their delivery/pick up itinerary. 

 Deliveries are to be made to the front doors of the Museum only. 

 DO NOT park any vehicles on either of the ramps leading up to the front entrance.  

 Parking overnight is prohibited, unless specific arrangements have been made with 
EasyPark. 

 
Cleanup/Strike-down Information: 

 Garbage containers and bags must be used during the event and be ready for tear down 
after the event, as renters are responsible for the removal of all garbage associated with 
the event from the building. 

 Larger spills must be reported to the Museum staff immediately. 
 
Storage and Pick-up Information: 

 The Museum is not liable for any items stored in the building during the day or overnight.  
Renters must make sure that any rentals are stored in the designated storage areas and that 
no valuables are left unattended.  Museum staff are not responsible for monitoring event 
rental materials. 

 Please arrange for pick-up of event rental materials with the Rental Coordinator prior to the 
day of the event.  All materials must be picked up between 10:00am and 2:00pm the 
following day.    

 
Payment Information: 

 A 50% non-refundable deposit on the room Rental Fee is due upon signing the Rental 
Agreement. 

 A $500.00 refundable damage deposit will be charged at time of Rental Agreement and 
Room Rental fee deposit.  

 The balance of the Rental Fee is due two weeks prior to event date.  
 


