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SPACE USER REQUEST FORM
UAF Department of Theatre & Film

302 Great Hall, 311 Tanana Drive

PO Box 755700, Fairbanks AK 99775-5700

Office: (907) 474-6590 ~ Fax: (907) 474-7048

Web: TheatreFilmUAF.org ~ E-mail: theatre.uaf@alaska.edu

Thank you for your interest in the Salisbury Theater as a rental space for your event. In order for us to understand your needs as a potential user of the theater space and give you an accurate quote, please completely fill out this form and return it to the Department office. Once received and reviewed, we will contact you to let you know if the space is available for your use.
	Your Name :
	

	Telephone Numbers
	Day :
	
	Cell :
	


	E-Mail :
	
	Name of Organization / Group / Department : 
	


Area(s) you wish to use (please circle all that apply) :

	Salisbury Stage    ~    Lab Theatre    ~    Green Room    ~    Dressing Rooms  : Other __________________


	Title of your event :
	

	Date(s) you wish for use :
	

	Time for your arrival :
	
	Time event is set to begin :
	
	Time event is set to end :
	

	We are rarely able to accommodate additional dates for rehearsals. If you would like to attempt to do so, please indicate those as well.
	


	How many people will be on stage?
	
	Will they have props / instruments / etc? If so, what kind & how many?
	

	How many people do you estimate will attend?
	

	Will you be charging admission to your event?  If so, please list your planned ticket prices here:
	

	Will minors be performing in or working backstage for your event? (circle one)
	               YES                        NO


(IF minors are involved, you may receive communication from the Office of Environmental Health, Safety & Risk Management to ensure you comply with the UAF Protection of Minors Policy. This policy includes background checks for adults working with minors, which will incur additional cost to you. You can read the policy at http://www.uaf.edu/safety/minors/Protection-of-Minors-Policy-FINAL-w-Signature.pdf.)
The following questions regard your specific lighting, audio/visual, and spatial requirements. Please describe as specifically as possible. Special needs may incur additional costs.

	Will your event take place in front of the curtain (the “apron,” approx. 45’ wide, 12’ deep), or do you need the entire stage?
	

	If event is to take place on the Apron will you be using a projection for a movie or PowerPoint presentation?

If event is to take place on the entire Stage, would you like a black or white backdrop? (Depending on availability.) 
	___________________________________

	Will you need backstage access? 
	

	Will you be using any chairs and / or tables? How many and where? (You must supply these.)
	


	What are your lighting requirements? (For example: will there be one speaker at a stationary podium? Will there be a panel of people sitting in chairs? Will there be movement of any kind?) Please be specific.
	


The theater is not normally equipped with sound / audio equipment.  Please indicate here the power needs for any sound / audio equipment that you will supply, or if you are planning on using our sound / audio equipment, for an additional fee.

	What are your sound / audio requirements? (For example: a stationary, hand-held, or wireless microphone? Speakers?)
	Providing equip           Using Theater equip


	If you are using any sound equipment, please describe what kind and how much you believe you’ll be using (power amps, microphones, electric instruments, etc.) 
	

	
	


The theater is not normally equipped with projection/visual equipment.  Please indicate here the power needs for any projection/visual equipment that you will supply, or if you are planning on using our projection/visual equipment, for an additional fee.

The UAF Department of Theatre and Film does own some projection equipment including projection screens, rear-projection screens, data projectors, slide projectors.  Our projectors are specifically designed for a venue of this size. Lamps for these projectors cost hundreds of dollars, so use of our projectors typically cost an additional $50 per use/each time they are turned on. 
	Do you hope to use ours, or will you be supplying your own?
	                  Providing equip           Using Theater equip



	What are your projection/visual requirements? (For example: projection screens, rear-projection, data or slide projectors?)
	

	Will you be using projection or other specialty equipment? If so, what kind and how many?
	


Please use the attached groundplan of the theatre to draw out your event as accurately as possible.

Please feel free to attach a separate sheet with any additional information you can in order for us to better suit your needs. 
	Please understand that the theatre has a great deal of specialized equipment. Any time the space is used, we must have a trained specialist available to work this equipment. Any special event requires additional set-up time, and the time for a specialist to be there during your event. This person must be paid separately for their time – and you, as the user, are responsible to "cover" this extra cost. We will let you know an estimate of the cost when we notify you as to whether or not the space is available. As an example only, the cost for a "normal" 2-hour event requiring minimal set-up time is $250.00.  This does not include the cost of using the scene shop, "stock" scenery, properties (including a podium), costumes, costume shop, tools, projection equipment or microphones/sound system.  Any/all of those items must be negotiated separately, in advance of your event.


If your event charges admission, UAF Theatre & Film typically requires $1 per attendee or 25% of ticket sales on top of a flat event/space fee. The Box Office may be available to assist you in selling your tickets – an arrangement must be agreed upon separately. In lieu of rental fees, it may be possible to come to a pre-arranged “flat fee” for use of the Theatre, or for the fee to be a box office percentage. Please notify us if you are interested in any of these options.
Please feel free to call (907) 474-6590 with any questions.  Thank you.
	Do not assume OR advertise that your event will be hosted in the Lee H. Salisbury Theatre until after your event is: 

· approved by the Theatre UAF Technical Director (at which time you will be given written confirmation and a cost estimate) 

· approved by the UAF Events Committee (you must submit your event to them at: http://facilities.alaska.edu/uaf/events/eventform.cfm)
After you have accepted the Approval and cost estimate there will be a $50 non-refundable deposit due within two weeks to hold the space for your event.


Please note that in addition to listed charges, “UAF Theatre & Film” must be listed under “Thank you” or a similar category for any publicity, program, or advertising for your event.  Logos are available for your use.
	Please indicate (“X”) here that you understand there will be charges associated with your use of the Lee H. Salisbury Theatre:
	
	This form will not be considered if this section is not marked.


	
	
	
	
	
	
	

	Your signature
	
	Date
	
	
	
	


Office Use Only (date and initials):
Original request received __________________________

Info sent to Technical Director ______________________
Confirmation from TD to requestor ___________________

Contract sent ____________________________

Contract returned ________________________

Invoice sent _____________________________

Payment received ________________________
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INSURANCE

The user is responsible to maintain worker's compensation and employer's liability insurance, as well as commercial general liability insurance.

INDEMINFICATION

The user agrees to indemnify, defend, and hold harmless UAF and its employees, officers, representatives, against any and all costs, liability, damage or expense (including legal fees) claimed by anyone (including claims of employees, contractors or subcontractors of PT) by reason of damage to persons or property resulting directly or indirectly from any act, incident, or accident occurring as a result of negligent or wrongful acts or omissions of PT or its agents, except to the extent of the negligence of UAF or any of their officers, agents, or employees.
If this contract involves contact with minors, the following provisions shall be in effect:

A. Contractor shall defend, indemnify and hold harmless the University, its Board of Regents, officers and employees, from and against any and all claims, causes of action, losses liabilities, damage or judgments directly or indirectly related to any mental or physical injury or death arising out of its contact or its conduct or the contact or conduct of its directors, employees, subcontractors, agents or volunteers with minors including sexual abuse of minors as defined by Alaska statute.

B. Contractor shall purchase an insurance rider that covers and protects the University from claims and losses for the abuse defined in A. above and provide the University with a copy of that rider prior to the to the commencement of work under this contract
C. Contractor shall present the University with certification prior to the commencement of work under this contract that all employees, directors, subcontractors, agents or volunteers that may have Contact with children shall: 

1. be trained and certified in the identification, prevention and reporting of the sexual abuse of minors; 
2. receive a local and nation-wide criminal background check;
3. be prohibited from working under this contract involving Minors if they:
i. have been convicted of a crime of violence, neglect, or abuse against a Minor,
ii. are a registered sex offender,
iii. have been convicted of an assault, reckless endangerment, neglect, or
iv. have been convicted of possession of child pornography.
Contractors shall be held to the same standard as employees and volunteers of UAF and shall be

provided a copy of this policy.

D. Failure to satisfy A, B, C above may result, at the University’s sole discretion, with immediate termination of this contract, without regard to any other termination provision.
TOBACCO FREE CAMPUS
The University of Alaska Fairbank campuses will be tobacco-free starting December 31, 2015. For more information, visit the Fresh Air Campus Committee website at www.uaf.edu/tobaccofreecampus or email the committee at uaf-tobaccofreecampus@alaska.edu. 
POLICIES GOVERNING USE OF THE LEE H. SALISBURY THEATRE

I.
All potential users of the Lee H. Salisbury Theatre at the University of Alaska Fairbanks (hereafter referred to as the Theatre) are required at the time a facility request is submitted to University Scheduling to provide the following:

1.
Actual hours and days of use

2.
Space requirements

3.
Equipment requirements

4.
Design / Technical support services desired or required of Theatre staff

II.
Users are required to provide specific plans for use as follows:

1.
Events such as lecturers, conferences, public hearings, etc. which require little more than tables, chairs, a podium, microphones, and basic lighting must have the stage set-up plan submitted to and accepted by the Theatre Technical Director two weeks prior to the date on which set-up for the event must occur.

2.
Events which require that same design function be provided by the Theatre staff (typically involving the design of a lighting layout for the event and the hanging and focusing one month prior to the first date of use, with full design requirements specified.

3.
Events for which the user is providing all the design and technical staff for the execution of the work must have complete plans (scenery, lighting, rigging, etc.) submitted one month prior to the first date of use and approved by the Theatre Technical Director.

Exceptions to the above requirements shall be dealt with on a case-by-case basis and require approval of the Theatre Technical Director.

III.
In the event that user requirements conflict with Theatre Department (hereafter referred to as the Department) productions or classes, Department activities will take precedence.

IV.
Any user requirements for services, space, and equipment that exceed the staff man-hours, equipment available or conflict with Department functions will not be accommodated.

V.
Changes in user requirements that occur after approval of a request which increase demands on the Theatre staff or conflicts with Department activities may not be accommodated.

VI.
In the case of events for which the user is providing the design and technical staff, the Department, through the Theatre Technical Director, may refuse the user the right to do anything which it deems unsafe, or which may affect the physical appearance or structure of the building.  Likewise, the user's staff may be refused the right of access to or operation of specific equipment if the Department's staff is not satisfied that the individuals involved are professionally trained and/or sufficiently knowledgeable in the operation of the equipment.  Improper or unsafe use of equipment observed by the theatre staff may result in immediate refusal of further right to use that equipment.

VII.
A user providing their own personnel assumes full liability in the event of an accident resulting in personal injury or death arising out of Theatre or equipment use.

VIII.
The user assumes full responsibility for the repair, or replacement, of any equipment (including hand tools) lost, damaged, or destroyed during that use.

IX.
The user assumes full responsibility for the restoration of the building, including auditorium, stage, shops, dressing rooms, etc. to which the user had access, to the condition in which it was found.

X.
No user may be in the Theatre for any purpose without a Department staff member, assigned to building supervision, present at all times.  That staff member will provide access and shall lock and unlock facilities as required.  In the event the assigned Department staff member is not available to provide access at the time agreed upon, the user is required to contact the University Scheduling office for assistance.

XI.
Users entering the Theatre or using Theatre equipment without the assigned Department staff member or Department approved University Scheduling office employee present assumes full liability in the event of personal injury, death, or property damage arising out of unauthorized theatre use.

XII.
The cost of Department staff member services shall be billed to the user at the rate of $10.00 per hour.  Building use is limited to 8 hours per day / 40 hours per week.  Activities requiring more than these hours of use shall be accommodated if staff is available to cover the additional hours.

XIII. Design services required of the Theatre staff shall be billed to the user at the rate of $ 20.00 per hour.

XIV.
Equipment, space, and materials to which users do not have access without express written permission include: Costumes, costume shop equipment, makeup, paint, painting supplies and equipment, scene shop, scene shop equipment, raw scenic materials (lumber, canvas, glue, screws, nails, staples, etc.), lighting color media.  Equipment which carries extra costs includes (but is not limited to) wireless microphones, “follow-spot” lighting instruments, data projectors, data cable, rear projection screens, computers.


Stock scenic units and hardware items which may be returned to stock after use are available, but must be checked out through the Theatre Technical Director.
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