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Please note: There are areas throughout this document that detail where extra costs may be incurred. 
These costs will be discussed, approved by you prior to your rental, and will be reflected on your Pre-
Event Invoice, and your Final Invoice. 

 

Our Communication Policy 
To ensure the success of your event, we require some general information from your events team. 
You must submit the following documents to the Coordinator, Events 10 days before the date of your 
event: 

• A ground plan, indicating the layout of the Rockport Hall, the Meeting Room and the Flex 
Studio 

• A “Run of Show” document, containing the schedule of all your presentations, performances, 
and technical cues of your event. This Run of Show should include timings and length of 
each presentation. 

• A certificate of insurance (COI) with proof of Liability Insurance for $2 million, 
naming “TORONTO ARTSCAPE INC. 130 Queens Quay, 4th Floor, Toronto, ON, M5A 
0P6” as additional insured, and referencing “Artscape Weston Common” as the event 
location. 

If you have a band (of three musicians or more) performing in the venue, we request the following: 
• A band rider indicating the number of performers, their positions on the stage, and the 

connections required to accommodate their instruments. This includes any power 
requirements for the instruments in addition to the connections to our sound system. You 
must provide a rider for each band if they are switching between bands on the stage (and 
removing band equipment), or one detailed band rider if multiple bands are performing on 
the same stage with all of their equipment set up in advance. 

If your event includes an extensive amount of lighting, sound, and video transitions, we request the 
following: 

• You designate one person to oversee all the elements of your event. You must provide the 
contact information of this individual to the Coordinator, Events. They will coordinate with 
them to ensure the operation of your event goes smoothly. 

• If you have hired a production company to oversee your technical needs, you must provide 
their contact information to the Technical Services Coordinator. 

• If available, submit your lighting cue list, sound cue list, and video cue list in advance to 
the Technical Services Coordinator. This provides our team with a sense of how long the 
programming process will take. 

• You clearly outline the extensive needs of your event in your first meeting with 
the Coordinator, Events. 

We define an extensive amount of lighting, sound and video cues as over ten unique cues in any 
individual discipline. If you are unsure if your event qualifies for extensive A/V, please ask 
the Technical Services Coordinator and provide them with all of the preliminary technical details of 
your event. 
If you are serving alcohol, it is necessary to provide a Special Occasion Permit (SOP), which covers 
the rooms you are expecting guests to drink alcohol in. The names of the rooms are as follows: 
Rockport Hall, Flex Studio 
Please note: The Coordinator, Events and the Technical Services Coordinator will provide feedback on 
your documents, which will change your schedule! If you provide them with your run of show and 
ground plan earlier, they can advise you earlier on your submission, to enable you to create a second 



draft of these documents. If you want the logistics process to go smoothly, please provide these 
documents as early as possible. 
Artscape Weston Common will do the following: 

• Provide your team with feedback on your documents promptly. 
• Provide answers to any of your questions to prepare the logistics of your event. 
• Provide you with staffing requirements based on the scale of your event. We will also provide 

feedback on your staffing estimates if you give the staffing requirements for your event. 
• Approve any legal, safe event practices which can be done in our venue. 
• Remind you of any required documents before incoming deadlines for your event. 

If you need any clarification, assistance, or recommendations, please consult the Coordinator, 
Events, immediately with your requests and questions. 

 

A/V Package Details 
 
The AV equipment included with the booking of an Artscape Venue depends on the needs of your 
event. Upon receiving a sales quote for booking the venue, you will receive one of three A/V 
packages with your estimate. The offerings in this package are at the discretion Technical Services 
Coordinator, and you may be required to change AV packages to fulfill the needs of your event. See 
the details of the different A/V packages below: 

 

"The Essentials" 
 
The Essentials package is designed for meetings, or small groups who require minimal technical 
needs. This package includes the following: 
 
Lighting: House lighting or work lighting. This does not include programming lighting cues for your 
event. 
 
Sound: Use of the in-house sound system for sound file playback, with a maximum of two wireless 
microphones. This does not include programming sound cues for your event. 
 
Video: The Welcome Screen in the Lobby. This package does not include use of the video system. 
 
Staging: Access to the podium and staging system. 

 

"The Usuals" 
 
The Usuals package is designed for the traditional conferences, galas, receptions. and other events 
hosted in the venue. This package includes the following: 
 
Lighting: Use of the conventional lighting system in our house lighting plot, including programming 
basic lighting cues for your event.  
Sound: Use of the in-house sound system, including up to six wireless handheld microphones, and 
basic audio programming.  
 
Video: Use of the in-house video system, including the main projector and any screens in spaces you 
have booked, that included one professional presentations clicker. Basic video switching for 
presenters is available in this package. 
 



Staging: Access to the podium and staging system. 

 

"The Works" 
 
The Works package is designed for complete use of the venue, for events with extensive technical 
requirements. This package includes the following: 
 
Lighting: Complete use of the conventional lighting system. Required for hanging your own lighting 
plot. 
 
Sound: Complete use of the in-house sound system, and our sound equipment. 
 
Video: Complete use of the in-house video system, including video programming and switching for 
your event.  
 
Staging: Access to the podium and staging system. 

 

Artscape Weston Common  
 
Artscape Weston Common is a new hub for creativity in the heart of the West-Mount Dennis 
community offering a platform for creative talent; a supportive home for creative people and 
organizations and a place that celebrates the community’s diverse heritage. The venue operates as 
a social enterprise with a special mandate to support culturally diverse and inclusive events. 
Revenues from venue rentals support the building’s cultural programming and services. 
 
This newest edition to Artscape Venues offers 3 event spaces perfect for an unforgettable wedding, 
corporate meeting, conference, social party or banquet. 
 
Just steps from the Weston Go Station and Metrolinx UP Express stop, the facility is easy to access 
from both downtown and Pearson International Airport. 
 

 
Rockport Hall 
 
The largest space within Artscape Weston Common, the Rockport Performance Hall features 
performance caliber audio visual equipment, a movable stage, a bar, green room, and full lighting 
grid.  

 



 
Rockport Performance Hall theatre style. 

Seating 

 
Artscape Weston Common has ploy tuck chairs available for use. 

• The Ontario Fire Code permits no more than seven seats between any person and an aisle. 
Therefore, it is important to have the maximum row size of 14 seats or have a middle aisle in 
your seating area. 

• All audience aisles must be 4′ wide. Please speak to the Coordinator, Events and 
the Technical Services Coordinator about your ground plan if you are concerned about the 
spacing of the aisles. 

 
Please Note: The maximum capacities for event spaces may depend on a number of factors and must 
be agreed upon with the Technical Services Coordinator in advance. 

 

Flooring and Risers 
 



The floor in Rockport Hall is made of engineered hardwood and is not sprung.  No floor in Artscape 
Weston Common can be painted, nailed, or screwed into them. Only Artscape approved tape can be 
used to mark out the floor in Rockport Performance Hall and The Flex Studio. No vinyl decals are 
allowed to adhere to any floor. 
 
We have nine three-foot by eight-foot blacktop risers with legs 16 inch tall.  

 

Drapery 
 
Artscape Weston Common has the following drape: 

• Permanently installed black drapes at the end of the hall to block off the “backstage” from 
the audience’s view. 

• Black Drapes (10-foot high x 15-foot wide) you can hang and move around Rockport 
Performance Hall 

 
Please note the grid is at 11 foot 5 inches in height 

 
Lighting 
 
Artscape Weston Common has the following lighting equipment: 
  

• ETC ColourSource 40 Control Console (ETC Net3 to DMX Opto) 
• Elation Sixpar 300 (DMX) 
• ETC Source 4 with ETC ES750 Backpack Dimmer 
• 26, 36 and 50 deg. ETC Source 4 Lens  
• 6 Channel L21-30 Power Distro’s 
• Full room lighting grid. 
• Cabling for above. 

 

Audio 
Artscape Weston Common audio system is controlled with a Behringer X32 Compact mixer. 
 
Microphones: We have Shure PGXD2/SM58 Wireless Digital Handheld Microphones 
 
Sound Playback Information: 

• We can play a Spotify playlist as your background music. Please provide the URL link to the 
playlist to the Technical Services Coordinator prior to your event, and ensure the playlist is 
public. 

• We can plug in any device with a headphone jack (1/8″ Output) into the sound console, to 
play sound for your event. 

 
DJ Information: Any DJ controllers or instruments can connect into the sound system with XLR (3-
Pin) cable. 
 
Please notify the Technical Services Coordinator if you would like the house speaker plot. 

 



Projection and Video 
 
Rockport Performance Hall has a permanently hung projector you can connect to via HDMI: 
 
The projector can be operated from the Tech Booth through HDMI.  
 
If you choose to use your personal computer please bring your charging cable and the correct adaptors 
to make your computer compatible with HDMI. 
 
The projector is a Panasonic PT-VZ580U 5000LM / WUXGA / LCD Projector 

 
Live Stream 
 
Artscape Weston Common can not support live streaming at this time. 

 

Internet Use 
 
Artscape Weston Common has the following internet network available for use: 
 
Capacity: To be updated soon! 
 
Wireless Connection Speed: To be updated soon! 
 

Special Effects Policies 
 
In Appendix A of your contract, there are a series of agreements we make regarding common 
special effects in the venues. Please review the appendix of the contact for further clarifications 
regarding special effects. Otherwise, please speak to the Technical Services Coordinator if you have 
any questions or concerns regarding special effects. 
 
See below for our general notes regarding the most common effects: 
 

Flame 
 
The use of open flame or pyrotechnics is not permitted in Rockport Performance Hall. 
 

Smudging 
 
Artscape has recognized that smudging and pipe ceremonies are a part of the Indigenous’ way of 
life and are therefore permitted in our Performance and Event Venues. Under Section 13 of Ontario 
Smoke Free Act smudging, the use of tobacco, the smoking of tobacco or holding lighted tobacco by 
First Nations, Metis or Inuit persons for traditional cultural or spiritual purposes are permitted. 
 
The Coordinator, Events must be notified at least ten days prior to your event of a smudging 
ceremony, including which rooms in the building it will be taking place. 



 
A designated fire watch must be overseeing the event and have a fire extinguisher at the ready. In 
most Artscape venues, traditionally this will be the venue technician. 
 
Please note: Never leave any burning material unattended and douse the burning material immediately 
after the conclusion of the smudging ceremony. 
  

Atmospherics 
 
The use of hazers or fog machines is limited due to the nature of the buildings fire alarm detectors. 
Please coordinate any atmospheric special effects with the Technical Services Coordinator two 
weeks in advance of your scheduled load in. 

 

Prop Weapons 
 
Any prop weapons needed for a performance must be used with all necessary safety precautions 
and permits where applicable, as provided by the manufacturer and/or the Technical Services 
Coordinator. 
 
Artscape Weston Common cannot provide a safe lockup for prop weapons. Therefore, you must 
coordinate a safe locking procedure with the Technical Services Coordinator if you intend on leaving 
a prop weapon on site. Otherwise, all prop weapons cannot be kept in the venue. 
 
Please note: Any props designed to be in direct contact with the floor in Rockport Performance Hall 
should not have any sharp edges capable of damaging the floor surface. 

 

Edible Props 
 
You are allowed to use edible props at Artscape Weston Common, with the following conditions: 

• The action is approved by the Coordinator, Events and the Technical Services Coordinator 
• If the show is performing for more than one night, you have a representative on your team 

responsible for the maintenance and oversight of the edible prop action. 
• After each performance, you are responsible for cleaning any mess made from the edible 

prop action. Any action that will cause damage to the floor will not be 
approved. 

 

Smoking and Vaping Substances 
 
Artscape properties are smoke-free and vape-free environments. Smoking or vaping is not allowed 
less than nine feet from any entrance or exit to the building as per Municipal Code of Toronto 
Chapter 709 (smoking by-law). For certainty, the no-smoking and no-vaping requirements apply to 
tobacco-based, cannabis-based, and chemical-based substances. 

 

Balloons, Glitter and Tiny Decor Items 
 
Balloons are permitted in Sugar Hall. Please let the Coordinator, Events know if you intend on 
bringing balloons into the venue. 
 
Glitter and other tiny decor items are not permitted at any Artscape Venue. 



 
Contact the Technical Services Coordinator, or refer to Appendix A in the contract for any 
clarifications. 

 

Cannabis (Product) 
 
See the “Smoking and Vaping Substances” section above for rules regarding smoking in Artscape 
venues. The Artscape venues are a smoke-free area as outlined in the “Smoke-Free Ontario Act, 
2017”. 
 
Cannabis cannot be sold at any Artscape venue, without exception (regardless of the age of the 
customer or amount of product). 
 
Cannabis and cannabis accessories can be displayed at an event if the following conditions are met: 

• The event is not attended by anyone under the age of 19 years. Protocols are put in place to 
check the government certified ID of attendees. 

• All members of your event team are above the age of 19. 
• Cannabis products and accessories cannot be displayed in a manner in which they will be 

seen by a young person. This prohibits any viewing of products in public areas of our venues, 
such as the Artscape Lounge and South Lobby. 

• No individual has over the legal limit of 30 grams of dried cannabis. 
 
If you are hosing a cannabis educational workshop approved by the ministry of health, please 
contact the Coordinator, Events. There are exceptions to these rules for clients who host educational 
workshops that are fully certified with CannSell Standard and Expert Certification. 

 
 
 
 

Vinyl 
 
When vinyl is installed in any Artscape venue, it must be installed and removed by a contractor with 
a professional installation experience. All vinyl must be low tack. Please coordinate the vinyl install 
and removal times with the Coordinator, Events. 
 
Vinyl is allowed on the following surfaces at Artscape Daniels Launchpad: 

• Painted walls in Rockport Performance Hall 
• The Windows 

 
Vinyl is not allowed on the following surfaces: 

• Any floor is Artscape Weston Common 
• Any glass surface that has pre-existing vinyl 

 
Any client installation which damages the paint surface or texture of the surface will incur a Patch 
and Paint fee, up to the discretion of the Coordinator, Events. Please consult with the Coordinator, 
Events to determine the costs of the vinyl installation. 

 

Rental A/V Equipment 

 



For your technical equipment rental needs, please speak to the Technical Services Coordinator. Our 
preferred supplier is Westbury National. Artscape receives a discount on their services, so we 
recommend you coordinate through the logistics team. 
 

Loading and Construction 
 
The facility does have a dedicated loading area but load-in facilities are limited.  The loading area is 
accessible from King Street, on the west side of the building. 
 
All set pieces and props should be able to fit through a standard door. Temporary drop off parking is 
available adjacent to the loading doors. Since the loading doors are not elevated, it is mandatory to 
load all heavy objects off of your vehicle with a tail lift or proper ramp. 
 
Please note: The loading area serves the entire facility. Vehicles must not be left in this location before 
or after your loading/unloading period. 
 
Due to our location and good neighbour policy, trucks and vans equipped with audible reverse 
warning signals may not back up to the loading area between the hours of 11 pm and 7 am. 
 
Artscape Weston Common does not have a dedicated carpentry shop for public and visiting 
companies should plan for only simple scenery assembly in the auditorium. Visiting companies 
should also supply any tools necessary for their own set construction. Any construction or 
installation must be supervised by a Technical Associate, and any installation requiring the use of 
ladders must be done by Technical Associate. 
 
No painting is allowed inside Artscape Weston Common. All set, props, and décor painting must be 
completed prior to loading in. If you require set touch up painting, please coordinate this request 
with the Technical Services Coordinator. 
Please note: All props and décor must be removed at the end of the event, including any items no 
longer needed by the company. Any items not removed may incur a disposal fee added to your 
account. 
 

Parking 
 
Artscape Weston Common doesn’t have any parking available on site. There is paid street parking 
on the streets nearby. 

 

Good Neighbour Policy 
 
Events may not begin before 7:00am or extend past 10:00pm Monday – Wednesday and 11:00pm 
Thursday – Saturday. Events may not begin before 9:00am or extend past 10:00pm on Sunday and 
statutory holidays. 

 
 

Artscape Weston Common Floor Plan 
 



Contact the Technical Services Coordinator to obtain a .dwg file of the ground plan, or a copy of the 
lighting plot. 
 
See below for .jpg files of the ground plan. Click below to reveal .pdf links to the ground plans. 
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