Auditorium Use

Procedures & Regulations

1. All persons (Administrators/Teachers/Councilors/Etc.) wishing to use the auditorium MUST complete a request with Mr. Joe Moore. 

2. Check the Master Calendar in the front office to see if the date you would like is available. (Please Note: every effort is given to ensure that the Master Calendar is updated and accurate, but omittances may occur).
3. Complete an Auditorium Request Form (located in the file drawers in the front office). Indicate any special requests (i.e. lighting, sound, dressing rooms) on the form. ***Please Note: If you are requesting use of the auditorium during the regular academic day you must check with Mrs. Eria Vali-Vasta before turning in the Auditorium Request Form to ensure that class activities can be moved to an alternative location. Mrs. Vali-Vasta must sign your request form to indicate to Mr. Moore that the activity will not interfere with classroom instruction.*** 
4. Complete two Custodian Request Forms (located in the file drawers in the front office). One for before your event – if necessary – and ALWAYS one for after your event. Attach Custodian Request Forms to Auditorium Request Form and place in Mr. Moore’s box. 

5. Mr. Moore will then verify, via his auditorium schedule calendar, that the date you have requested is indeed available. 

6. You will receive a written response, either via e-mail or memo, confirming or declining your request from Mr. Moore.

7. If approved, Mr. Moore will notify Mrs. Kendrick so that she can add your event to the Master Calendar. 

8. Only the adult responsible for the booking may pick up the key to the auditorium.  

9. The adult requesting the use of the auditorium is responsible for any setup/break down of the auditorium. Neither Fine Arts faculty members nor their students are responsible for event setup/break down. 

10. Fine Arts faculty members will not be present to provide operation of sound/lighting during any event. It is the responsibility of the person booking the auditorium to make the necessary arrangements if these items are needed. Please Note: At this time, lighting and sound in the auditorium is EXTREMELY limited.

11. Any person borrowing equipment from Fine Arts faculty members will be held financially responsible for damages/losses.

12. Requests for use of projector(s) and screen are to be made in the Media Center.

13. Teachers should meet students in the auditorium, so that students are supervised from the time they enter until the time they leave, rather than in the hallway and students should be supervised at all times while in the auditorium. 

14. Monitor students as they leave the auditorium.

15. Turn off all lights and lock all doors before leaving. 

16. Return the key to Mr. Moore. 

17. Report any damage or malfunction to Mr. Moore immediately. 

18. Students should throw away all trash before they leave the auditorium. 

19. Food (including gum, candy, etc) and drinks – excluding bottled water – are NEVER allowed in the auditorium. 

20. Accurately following the above outlined procedures should eliminate double booking of the auditorium, but if discrepancies occur priority will be given to the first booking approved by Mr. Joe Moore.
