
  
 
2024 Exhibitor’s Guide 
 
The following document provides an overview of key event dates and key details pertaining to your 
Exhibitor package. It is important to note the key deadlines required to meet deliverables of your full 
participation. 
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Key Deadlines 
November 1 – Company Logo (high-resolution, PNG file type preferred), website & description 
December 15 – Conference App Ads & Conference Guide Advertisements due 
February 6 – Staff Registration Deadline 
February 7 – Final Order Date for Stronco 
February 1 – Bag Insert Ads or Items due to Advanced Shipping Warehouse 

Key Event Dates 
January 5 – Early Bird Rates end 
January 10 – Create agenda function launches for registrants 
February 15 – Digital Conference Guide released 
February 29 – March 2 – Conference Program 

Key Vendors 
Exhibitor Services (booth furnishings, carpeting, move-in and move-out, advanced shipping): 
Stronco – exhibitorservices@stronco.com 

Venue Services (Electrical, mechanical, janitorial, food & beverage): 
Hamilton Convention Centre by Carmen’s 

The Stronco show code for this event is: 519625413 

Exhibitor Event Schedule 
Date Time What? 
Thursday, February 29, 2024 10:00am-10:00pm Load in and set-up 

6:00pm-9:00pm Conference Kick-Off, 3rd floor Chedoke Hall 
Friday, March 1, 2024 7:00am Exhibitor breakfast with delegates in Chedoke 

9:00am-8:00pm Trade Show Open 
11:45am Exhibitor lunches distributed per number of 

booth staff 
5:00pm-8:00pm Networking, entertainment, wine & cheese & 

more! 
Saturday, March 2, 2024 7:00am Exhibitor breakfast with delegates in Chedoke 

7:30am- 4:30pm Trade Show Open 
4:30pm-10:00pm Tear down and load out 

Career Fair Schedule 
Thursday, February 29, 2024 10:00am-10:00pm Load in and set-up 

6:00pm-9:00 pm Conference Kick-off, 3rd floor Chedoke Hall 
Friday, March 1, 2024 7:00am Join delegates for breakfast 

9:00am-5:00pm Career Fair open 
11:45 am Distribution of lunch to booth 
5:00pm-8:00pm Networking wine & cheese & more! 

Saturday, March 2, 2024 7:00am Join delegates for breakfast 
7:30am-1:00pm Career Fair open 
1:00pm-2:00pm Tear down and load out 

mailto:exhibitorservices@stronco.com
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Lead Retrieval (additional cost, not included in Exhibitor packages): 
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Staff Registration 
Your organization’s profile has been automatically set-up with the number of staff passes included in 
your sponsorship package. If you require additional passes, they will be billed at $275 full conference per 
person or $140 for one day. 

Registration Instructions 
You can share the following instructions with your staff members or complete the registrations yourself. 
Staff members that are also OAVT RVTs may prefer to register themselves to ensure their account is 
properly associated with the member account. Deadline to register: February 6, 2023 

Go to the Staff Registration Page 
• Enter your email address and select your company from the drop-down menu.
• Complete the registration form and select the sponsor pass.
• If you are an OAVT member, you will be asked to enter your member number so that your

registration can be linked to your membership.
• On the payment page, enter your organization’s promo code to discount the cost of your pass.
• Once you’ve completed the form, you’ll receive a confirmation email.

Hotel 
The OAVT has a preferred two (2) night stay rate with the Sheraton Hamilton. Please note, we do not 
share your contact information with the hotel and do not work with any third-party booking systems. The 
only way to book a hotel for the OAVT Conference is through the booking link below. Please do not 
respond to any booking inquiries as they are spam. Important: The cancellation policy with the hotel is 30 
days in advance. 

Book Your Group/Corporate Rate | Marriott International 

Online Exhibitor Profile 
Each organization has a listing on the conference website. This listing includes the organization’s logo, 
website and description. If you require a change to this listing, please send the necessary information to 
events@oavt.org. 

Delegate Packages 
This is an add-on item and not included in all sponsorship packages. 

Branded Items 
The OAVT will select the product and work with your organization’s branding. 

Advertisements/Inserts 
The organization is responsible for providing 1,300 copies of the advertisement to the event distributor. 

Restrictions: Size cannot exceed 8.5x11” 

Deadline: Items must arrive by February 1, 2024 

Address: Stronco Advanced Warehouse  *Additional fee for this service.
Exhibiting Company Name / Booth #  
Number of Pieces 
OAVT 2024 Conference c/o Stronco 
1510-B Caterpillar Road Mississauga, Ontario Canada L4X 2W9 

https://reg.unityeventsolutions.com/se/OAVTC2024/EXH/
https://www.marriott.com/event-reservations/reservation-link.mi?id=1687201491583&key=GRP&app=resvlink
mailto:events@oavt.org
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Conference Guide Advertisements 
This is an add-on item and not included in all sponsorship packages. 
Each advertisement includes a link to a webpage of your choices. Assets must be provided to 
Tammy@oavt.org by December 15, 2023. 

Full Page: 8.5x11” 
Half Page: 6.9375x4.6875” (horizontal only) 

Conference App Advertisements 
This is an add-on item and not included in all sponsorship packages. 

• Banner ads: will rotate at a 5-second interval. Size: 720px x 90px (PNG file recommended)
• Text Messages: Information forthcoming in January

Registration Desk Advertisements 
This is an add-on item. 
Your advertisement will appear on one registration desk panel. A high-resolution (print quality) file is 
required by December 15, 2023. If preferred, the OAVT can arrange for just your logo to appear on the 
panel. 

Measurements: 110” (width) x 30” (height) 

Education Sessions 
This is an add-on item and not included in all sponsorship packages. 

Lectures 
This is an add-on item and not included in all sponsorship packages. 
Your organization’s logo will be displayed on the session information page on the conference website 
and in the printed conference guide. Your organization will also be thanked during the introduction and 
closing remarks for the session. 

Hands-on Labs & Workshops 
This is an add-on item and not included in all sponsorship packages. 
Your organization’s logo will be displayed on the session information page on the conference website 
and in the printed conference guide. Your organization will also be thanked during the introduction and 
closing remarks for the session. 
You may also have the opportunity to provide a staff member to greet attendees or provide assistance 
throughout the session. If this is of interest, please connect with Tammy Oswick tammy@oavt.org  

EVENT MANAGEMENT 
Ontario Association of Veterinary Technicians 107-100 Stone Rd. West 
Guelph, Ontario N1G 5L3 

Tammy Oswick 
Event Specialist Tel: (519) 836-4910 ext. 227 cell 226-203-8848 
Email: tammy@oavt.org 

mailto:Tammy@oavt.org
mailto:tammy@oavt.org
mailto:tammy@oavt.org
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SERVICE INFORMATION: STRONCO EXHIBITOR SERVICES CENTRE 
Our team is here to make your exhibiting experience as easy and seamless as possible. Leading up to 
the show we may periodically touch base with you to make sure all your exhibiting needs are taken care 
of. 

Our Exhibitor Services team is available Monday-Friday from 8:30am – 5:00pm at 800-665-2621 or via 
email at exhibitorservices@stronco.com 

INCLUDED IN YOUR BOOTH SPACE 
Each 10’x 10’ booth will be set with the following; 

• 8’ high blue drape
• 3’ high blue side drape
• One 6’ x 24” blue skirted table
• Two grey side chairs.

Please note that any orders must be placed by Wednesday, February 7, 2024. We will have limited 
inventory on site so, in order to secure your order, we strongly advise that it be placed by the order 
deadline date. 

NOT INCLUDED IN YOUR BOOTH SPACE – Electrical / Internet 
• Electrical
• Internet
• Booth Carpet
• Additional tables / chairs / specialty furniture / system booths
• Booth Cleaning

EXHIBIT HALL CARPET 
Please note the Wentworth exhibit hall is not carpeted . 

Placing your order to enhance the appearance of your booth, carpet rental is available through Stronco 
On-Line. To place your order and to view our selection of products and services visit 
www.stroncoonline.com. Show code for this event is: 519625413. 

SHOW SCHEDULE: 
EXHIBITOR MOVE-IN 
Thursday, February 29, 2024, 10:00am – 10:00pm 

All exhibits must be fully installed by 7:00am Friday, March 1, 2024 no exceptions 

EXHIBIT HOURS 
Friday, March 1, 2024 
Friday, March 1, 2024 Networking Reception 
Saturday, March 2, 2024 

9:00am – 5:00pm 
5:00pm – 8:00pm 
7:30am – 4:30 pm 

NOTE: Exhibitor lunches will be delivered to all booths at 11:45am. 

EXHIBITOR MOVE-OUT 
Saturday, March 2, 2024 4:30pm – 10:00pm 

mailto:exhibitorservices@stronco.com
http://www.stroncoonline.com/
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All labour services performed between 4:00pm and 6:00pm (M-F) , and between 8:00am and 4:00pm 
(Sat-Sun) will have overtime charges applied. All labour services performed between 6:00pm and 
8:00am (M-F) and between 4:00pm and 8:00am (Sat-Sun) will have double time charges applied. Please 
refer to the Labour Order Form. Also please refer to the Material Handling Order Form if you need this 
services. 

DISMANTLE & MOVE-OUT INFORMATION 
All exhibitor materials must be removed from the exhibit floor by 10:00pm on Saturday, March 2, 2024. 
Booth dismantling is not permitted before 4:30pm on Saturday, March 2, 2024. 

SERVICE CONTRACTOR CONTACTS STRONCO 
1510-B Caterpillar Road Mississauga, Ontario L4X 2W9 
Tel: (905) 270-6767 
Toll Free: (800) 665-2621 
Email: exhibitorservices@stronco.com 

MATERIAL HANDLING 
Exhibitors may hand-carry their own freight into the exhibit hall. All exhibitors handling their own freight 
will be responsible to arrange their own storage of empty containers during the show. 
The use of pump trucks and other mechanical equipment however is not permitted. Any material 
handling by Stronco will be charged according to the rates listed. Please refer to the Material Handling 
Order Form on-line. 

ADVANCE WAREHOUSE SHIPPING INFORMATION 
Stronco Advanced Warehouse 
Exhibiting Company Name / Booth #  
Number of Pieces 
OAVT 2024 Conference c/o Stronco 
1510-B Caterpillar Road Mississauga, Ontario Canada L4X 2W9 

For shipments to the Stronco advanced warehouse, please ensure your materials arrive to our facility by 
Thursday, February 1, 2024 (start date) between 8:00am – 4:00pm, until Thursday, February 22, 2024 – 
absolute deadline. After this date, we are unable to accept freight at the Advanced Warehouse, so 
please ship directly to show site starting Thursday, February 28, 2024 – 10:00am-6:00pm.  

All shipments must be accompanied with a Certified Weight Ticket. “Full Load” trailers without a Certified 
Weight Ticket may be refused and sent to obtain requested documents. 

Material arriving after Thursday, February 22, 2024 will incur additional after deadline charges. 

Please note that Stronco Warehouse does not accept COD Shipments, hazardous material, freight 
requiring refrigeration or frozen storage, a single piece of freight weighing more than 5,000 pounds or a 
single piece of freight beyond the dimensions of 108’H x 93”W. 

The warehouse will receive shipments Monday through Friday between 8:00am – 4:00pm. 

PLEASE NOTE: The office and warehouse will be closed on Monday, February 19, 2024 in observance 
of Family Day. Shipments will not be accepted on this date. 

mailto:exhibitorservices@stronco.com
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SHOW SITE SHIPPING INFORMATION 
STRONO 
Exhibiting Company Name / Booth #  
Number of Pieces 
OAVT 2024 Conference 
Hamilton Convention Centre by Carmen’s, 
1 Summers Lane, Hamilton, ON 
L8P 4Y2 

Stronco will receive shipments at the exhibiting facility beginning at 10:00am Thursday, February 29, 
2024. Please make sure to complete the Material Handling Order Form before the order deadline date. 

Shipments arriving before this date may be refused by the facility. Any charges incurred for early freight 
accepted by the facility will be the responsibility of the exhibitor. 

EXHIBIT TRANSPORTATION AND CUSTOMS 
As part of the Stronco service and to make sure your shipping and transportation experience is seamless 
as possible, Stronco has been appointed as the “official carrier and customs clearance service provider” 
for OAVT 2024 Conference. 

Stronco Logistics and Customs Department is available at our toll-free number at (800) 665-2621 should 
you wish to contact us regarding your shipping and/or customs requirements. 

AS A REMINDER 
All shipments originating outside of Canada will require Canada Customs Clearance and U.S. 
Customs/Homeland Security (if applicable) on the return. 

SMALL PACKAGES/BOXES DELIVERIES (Including Portable Display Cases) 
Toronto is an International destination and, as such duties, taxes and customs clearance fees applies. If 
you are shipping Air or Ground with the following small packages companies: FedEx, UPS, Airborne, 
DHL or any other small package/boxes carrier please confirm that all ancillary charges (duties, taxes and 
custom clearance fees) are PREPAID. This includes 3rd Party Shippers. Any shipments that are sent 
“collect” will not be accepted by Stronco and will be refused. 

HELPFUL HINTS SAVE MONEY: Order early to take advantage of advance order discount rates, place 
your order by discount deadline date……………. 

AVOID DELAY: Ship early to avoid delays. Shipments arriving late at show site will cost you money, 
time and business. 
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SAFETY TIPS 
 

• Use a ladder, not a chair. Standing on chairs, tables and other rental furniture is unsafe and can 
cause injury to you or to others. These objects are not designed to support your standing weight. 

• Be aware of your surroundings. You are in an active work area with changing conditions during 
move-in and move-out. Pay attention. Look for obstacles, machinery and/or equipment that are 
in use. 

• Keep your eyes open for scooters and forklifts. 
• Do not attach items or equipment to the drapes or metal framework provided for your booth. 
• The use of nails, screws or any material that can mark floors and walls of the exhibit hall is 

strictly prohibited. 
• We discourage children from being in the exhibit hall during move-in and move-out. 
• Stronco does not ship or handle Hazardous Materials. If any materials you are shipping fall into 

this category, please contact the facility or the association. 
• The operation or use of all motorized lifts and motorized material handling equipment for 

installation/dismantle of exhibits is NOT permitted by exhibitors or by their exhibitor appointed 
contractors (EAC’s). Please see the Stronco material handling forms. 

 
General Information 
 
We are pleased to be appointed Official Service Contractor for the Ontario Association of Veterinary 
Technicians Conference 2024 
 
Whatever your exhibiting needs, we have the products and services to give you a professional 
appearance and increased visibility. The following are some of the products and services we can 
provide: 
 

• Carpet & Underpadding 
• Chairs, Stools, Soft Seating 
• Counters, Storage & Display Units 
• Display Tables, Bistro Tables, Meeting Tables 
• Drapery & Hardware 
• Exhibit Rentals (Turnkey and Custom Booth Options) 
• Signs & Graphics 
• Advance Show Warehousing 
• Customs Brokerage Services 
• In-Booth Forklift Services 
• Labour Services 
• Material Handling Services 
• Transportation Services 

Visit us at www.stroncoonline.com to place and order or view our selection of products and services. 
 
PLACING YOUR ORDER 
Place your order online by visiting www.stroncoonline.com 
 

The Stronco show code for this event is: 519625413 

http://www.stroncoonline.com/
http://www.stroncoonline.com/


REGULATIONS
The Hami l ton Convent ion Centre by Carmen ’ s
has  made i t  a  pr ior i ty  to  prov ide an access ib le
and inc lus ive env i ronment  for  a l l  o f  our  guests .  

The Convent ion Centre i s  AODA compl iant .  As
new s tandards  are in t roduced,  i t  i s  our  goal  to
implement  those changes  or  upgrades  in  a
t imely  manner .  

In  accordance wi th  the AODA,  we of fer  s t reet
leve l  ent rances ,  access ib le  res t room des igns ,
and spacious  e levators  to  a l l  areas  of  the
bui ld ing .  The Convent ion Centre operates
gender  neutra l  washrooms on the second f loor
of  the bu i ld ing .  

I t  i s  the L icensee/Show Management ’ s
respons ib i l i ty  to  prov ide non-permanent
access ib i l i ty  requi rements ,  such as ,  but  not
l imi ted to ,  hear ing-ass i s ted or  v i sua l ly-ass i s ted
devices  and temporary  seat ing access ib i l i ty
and/or  in terpreters .

The Convent ion Centre can make a wheelchai r
ramp avai lable for  s tages  per  L icensee/Show
Management  request .

ACCESSIBIL ITY

HAMILTON CONVENTION CENTRE

AODA Compl iance

Stage Access

ANIMALS
With the except ion of  gu ide ,  s ignal  or  serv ice
animals ,  an imals  are not  a l lowed in  the faci l i ty
wi thout  pr ior  wr i t ten approval .  Approval  i s
based on whether  the animal  i s  legi t imate ly
part  of  a  show,  exh ib i t  or  act iv i ty  requi r ing the
use of  an imals .  I f  a l lowed,  L icensee/Show
Management  i s  respons ib le  for  the l iabi l i ty  and
sani tary  needs  associated wi th  the animals .

With  the pr ior  approval  of  your  Event  Manager ,
he l ium bal loons  may be used when they are
permanent ly  af f ixed to  author ized disp lays .  I f
he l ium bal loons  are re leased for  any reason
with in  the faci l i ty ,  labor  costs  associated wi th
the removal  of  the bal loons  wi l l  be charged to
L icensee/ Show Management  at  the prevai l ing
rate .

CARPETS & WALL COVERINGS

BALLOONS

CLEANING

Damage
L icensee/Show Management  i s  respons ib le  for
a l l  damage dur ing an event .  L icensee/Show
Management  wi l l  be respons ib le  for  c leaning
costs  associated wi th  the removal  of  s ta ins .  I f
carpet/wal l  cover ings  cannot  be su f f ic ient ly
c leaned or  i f  the damage i s  severe (cuts ,  r ips
or  tears ) ,  L icensee/Show Management  wi l l  be
respons ib le  for  the replacement  cost  of  the
carpet  or  wal l  cover ing .

Common Areas

The Hami l ton Convent ion Centre i s  the exc lus ive
in-house c leaning serv ice for  a l l  events .  

The Convent ion Centre prov ides  a
compl imentary  c leaning of  a l l  common areas
not  used for  regis t rat ion purposes .

General  Sess ion ,  Exhibi t  Hal l  &  
Bal l rooms
The Convent ion Centre prov ides  a midday and
overn ight  ref resh  for  general  sess ion areas .  Any
addi t ional  c leaning serv ice needs  resu l t ing
from product ion or  sess ion act iv i t ies  shal l  be
prov ided by the Convent ion Centre and are
bi l lable  at  the prevai l ing rates .

Meeting Rooms
One midday and overn ight  room ref resh  i s
prov ided for  each meet ing room in  use .  The
refresh  inc ludes  t rash  d i sposal  and replacement
of  the speaker ’ s  water .  Overn ight  ref resh  a l so
inc ludes  s t ra ightening of  tables  and chai r s .
Addi t ional  charges  may be assessed for
excess ive t rash .  I f  you  have dedicated ref resh
schedule  requi rements  beyond our  usual  midday
refresh ,  appropr iate labor  charges  wi l l  apply  in
re lat ion to  the scope of  the work  to  be done.
Your  Event  Manager  can ass i s t  you wi th  a room
refresh  schedule .

BOOTH ABANDONMENT
Exhib i tors  are respons ib le  for  arranging the
disposal  of  the i r  booths  through thei r  show’s
general  serv ice contractor .  I f  ar rangements  are
not  made in  advance and the booth  i s
abandoned,  the Convent ion Centre wi l l  charge
the L icensee/Show Management  for  labor  and
compactor  pu l l  for  waste d i sposal .
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Exhibi t  F loor  

Crate s torage i s  a l lowed on the exh ib i t  f loors
under  the fo l lowing condi t ions  and wi th  F i re
Marshal  approval :

•  Prov ide paths  of  t ravel  to  common ex i t s  
•  Marked ex i tways  
•  Separated f rom exhib i t  space by p ipe and
drape,  or  other  t radi t ional  serv ice contractor
suppl ied mater ia l s  
•  Kept  neat ,  c lean and order ly  throughout  the
course of  your  t ime in  the faci l i ty  
•  Predef ined on your  f loor  p lans  

Loading Dock 

L imi ted s torage of  empt ies  i s  avai lable on the
dock .  A l l  dock s torage must  be in  compl iance
with  the Convent ion Centre ’ s  abi l i ty  to  contain
f lame spread.  P lease check wi th  your  Event
Manager  for  detai l s .  A l l  rampways  and
entrances  must  be kept  c lear  at  a l l  t imes .  

The Convent ion Centre reserves  the r ight  to
def ine the number  of  docks  avai lable for
s torage of  event  equipment  and empt ies .  The
Convent ion Centre ’ s  s torage program i s  def ined
by the avai labi l i ty  of  dock space ,  the capaci ty
of  i t s  f i re  suppress ion sys tem and response t ime
of  our  nearby f i re  s tat ions .  I f  a  f i re  watch i s
requi red ,  any  costs  associated would be the
respons ib i l i ty  of  the l icensee.  No vehic les  may
be parked in  the loading dock ,  i t  i s  to  be used
as a drop of f  space.  The loading dock i s  a l so
shared wi th  the F i r s t  Ontar io  Concert  Hal l  next
door .  

Larger  t rucks/trai lers  in terested in  park ing of f
s i te  shou ld emai l  park ing@hami l ton .ca at  least  1
week pr ior  to  the event  to  arrange specia l
accommodat ions .  

CRATE STORAGE

Cooking/warming dev ices  shal l  be e lectr ic  and
shal l  be UL  or  FM approved.  Cooking/warming
devices  and heated products  need to  be four
feet  away f rom the f ront  of  the d i sp lay ,  or  have
a sh ie ld 18"  h igh ,  1/4"  th ick  across  the f ront
and down the s ides  of  the demonst rat ion area.
A 2A10BC f i re  ext ingu i sher  must  be in  the booth
and readi ly  avai lable near  the demonst rat ion
area.  

E lectr ical  equipment  shal l  be ins ta l led ,
operated and maintained in  a manner  that  does
not  create a hazard to  l i fe  or  property .
Suf f ic ient  access  and work ing space must  be
prov ided for  a l l  e lectr ical  equipment  and must
comply  wi th  cur rent  E .S .A  s tandards .

EQUIPMENT RENTAL
The Convent ion Centre ’ s  equipment  inventory  i s
typical ly  adequate to  accommodate several
s imu l taneous  events .  Current  pr ices  can be
found in  the Convent ion Centre Pr ic ing Guide.
P lease let  your  Event  Manager  know what  your
needs  are as  soon as  poss ib le .  When the
inventory  i s  exhausted ,  L icensee/Show
Management  must  make arrangements  for
addi t ional  equipment  at  the i r  own expense .

Electr ic  Serv ices
The Convent ion Centre requi res  that  a l l
e lectr ical  work  ins ide or  at tached to
disconnect  swi tches ,  panels ,  motor  contro l
centers ,  panel  boards  and other  e lectr ical
equipment  contro l led by the Convent ion Centre ,
be performed by Soundbox Product ions .  

P lease contact  Soundbox di rect ly  regarding the
prov i s ion  of  and fees  associated wi th  e lectr ical
serv ices .  Last  minute requests  are subject  to  a
surcharge.

FIRE MARSHAL & SPECIAL  EVENT
PERMIT
Pyrotechnics ,  Laser  & Hazing
A specia l  permit  i s  requi red for  the use of
pyrotechnics  and/or  lasers .  Each s i tuat ion must
be indiv idual ly  pre-approved by your  Event
Manager .  I f  approved,  the use of  pyrotechnics
and/or  lasers  wi l l  be s t r ict ly  contro l led and
cont inuous ly  moni tored.  S tandby f i re  personnel
may be requi red.  L icensee wi l l  be charged by
the Convent ion Centre for  the cost  of  s tandby
personnel .

CONTRACTORS
L icensee/Show Management  must  prov ide a l i s t
of  contractors  that  wi l l  be used dur ing the
event  at  least  30 days  pr ior  to  the f i r s t  move- in
day .  The l i s t  ass i s t s  the Convent ion Centre wi th
the pre-planning of  serv ices  and secur i ty
programs .  

ELECTRICAL
Electr ical  Safety
Al l  show and exh ib i tor  equipment  must  be UL
approved.  Extens ion cords  shal l  be three-wire
with  ground and shal l  serv ice one appl iance or
dev ice .  Mul t i -p lug adapters  must  be UL
approved and have an over load internal  c i rcu i t
breaker .  Mul t i -out let  wal l  p lug adapters  are
prohib i ted .  
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Spl iced wires  are heat  generators  and are
prohib i ted .  



Cl ients  are permit ted to  br ing in  water  based
fog machines .  P lease consu l t  wi th  your  Event
Manager  for  res t r ict ions .  With  our  LED l ights
and f i re  sys tem,  no part ic le  components  are
al lowed into  the in take sys tem.

Mist/Fog Machines

Food and beverage i tems cannot  be brought  in
f rom outs ide the bu i ld ing .  The Convent ion
Centre has  an exc lus ive agreement  to  prov ide
al l  cater ing and concess ions  wi th in  the faci l i ty .
I f  s taf f  wi tness  an indiv idual  br inging outs ide
food into  the Convent ion Centre ,  they  wi l l  be
turned away.  Our  food and beverage div i s ion
of fers  a  wide range of  food opt ions  and can
help your  team plan accordingly  to  ensure your
cater ing and concess ions  needs  are met .  There
wi l l  be an addi t ional  c leaning fee for  any
outs ide food or  beverage brought  in to  the
Convent ion Centre .

FIRE SAFETY

Fre ight  or  sh ipping carr iers  must  del iver  f re ight
to  the at tent ion of  L icensee/Show
Management ’ s  of f ic ia l  serv ice contractor  or
L icensee/ Show Management  dur ing l icensee ’ s
contracted days .  

I f  your  event  does  not  have an of f ic ia l  serv ice
contractor  and your  sh ipment  cannot  be hand
carr ied to  your  space ,  then you must  use the
docks  and have appropr iate un ion labor  h i red
to accept  and del iver  to  your  space regardless
of  locat ion .  

Del ivery  address  must  reference the name of
the event ,  event  locat ion ( i .e .  ha l l  or  meet ing
room) ,  show contact  name and must  not  arr ive
unt i l  the f i r s t  contracted show day .  Addi t ional
in format ion wi l l  be prov ided by your  Event
Manager .

The Hami l ton Convent ion Centre does  not  own
a fork l i f t .  I f  your  event  requi res  the use of  a
fork l i f t ,  a l ternat ive arrangements  must  be made
in  advance.

GUEST SERVICES

At  the request  of  the c l ient ,  the Convent ion
Centre may schedule  coat  check at tendants .  A l l
set-up equipment ,  bank and tags  are prov ided
by the Convent ion Centre .  

There i s  a  three-hour  min imum for  a l l  coat
check at tendants  and the hour ly  rate for  each
attendant  wi l l  be bi l led back to  the c l ient  on
the master  account .  Coat  check wi l l  not  accept
purses  or  wal lets .

Outs ide Food & Beverage

IN-HOUSE SOUND

The use of  welding equipment ,  open f lames ,
decorat ive candles  or  smoke emit t ing dev ices
or  mater ia l  i s  proh ib i ted .  Except ions  may be
made wi th  pr ior  approval  by  the F i re  Marshal .

Ex i t s ,  ent rances ,  a i r  supply  vents ,  ramps ,
s idewalks ,  ha l lways ,  s ta i rways ,  e levators ,
escalators  and ais leways  must  be kept  c lear  at
a l l  t imes .  Ex i t  s igns  must  be kept  v i s ib le  at  a l l
t imes .  F i re  ext ingu i shers ,  f i re  protect ion va lves
and f i re  hose cabinets  must  be kept  c lear  at  a l l
t imes .

FIRST AID
I t  i s  L icensee/Show Management ’ s  respons ib i l i ty
to  make arrangements  for  f i r s t  a id serv ices  for
events  at  the Convent ion Centre .  However ,
shou ld event  demographics  or  numbers
demonst rate the need for  such coverage,  the
Convent ion Centre reserves  the r ight  to  requi re
L icensee/ Show Management  to  engage f i r s t
a id serv ices  for  an event .  You may contact  your
Event  Manager  for  a  l i s t  of  prov iders .

FOOD & BEVERAGE

Samples
Al l  a lcohol ic  beverage sampl ing must  be
serv iced by the Convent ion Centre ’ s  Food and
Beverage Department .  Approval  for  d i s t r ibut ion
of  samples  must  be obtained pr ior  to  an event
and i s  on ly  a l lowed wi th  an SOP.

FREIGHT DELIVERIES & MATERIAL
SHIPPING

Coat Check

The in-house sound sys tem i s  managed
exclus ive ly  by  the Convent ion Centre ’ s
preferred in-house audio-v i sual  contractor ,
Soundbox Product ions .  Any  use of  the house
sound sys tem shou ld be arranged through them
direct ly .  The Convent ion Centre does  not  a l low
outs ide equipment  to  be connected to  or
operated f rom the house sound sys tem.  

There are several  incent ives  when ut i l i z ing our
preferred in-house audio-v i sual  contractor  as
your  prov ider .  They can arrange for  a  complete
var iety  of  audio-v i sual  serv ices ,  s taging ,
product ion and sophis t icated mul t i -media
serv ices .  Thei r  of f ices  are in  the Convent ion
Centre;  they a l so  maintain  a local  warehouse
with  an extens ive inventory  to  prov ide for  any
audio-v i sual  needs .

3



Lost  Keys  or  Key Cards

L ight ing presets  and changes  shou ld be
discussed wi th  your  Event  Manager .

IN-HOUSE KEYS

On-s i te  park ing permits  are res t r icted for
personal  veh ic les .  I f  you  would l i ke  to  pre-
purchase park ing passes  for  yourse l f  or  event
guests ,  p lease speak wi th  your  Event  Manager .  

PUBLIC SAFETY & EVENT
SECURITY SERVICES

Secur i ty  Serv ices  has  respons ib i l i ty  for  and
contro l  of  the dock area.  Base leve l  serv ices
are prov ided at  these locat ions .  Serv ices
beyond the base leve l  may be requi red and
accommodated at  addi t ional  cost  to
L icensee/Show Management .  P lease work  wi th
your  Event  Manager  on secur i ty  needs  and
requi rements .

L ight ing

OPERABLE WALLS

The Hami l ton Convent ion Centre reserves  the
r ight  to  h i re  secur i ty  based on the number  of
guests  prov ided by the c l ient .

In  the event  of  los t  in-house keys ,  there wi l l  be
a fee .

LOST,  LEFT  BEHIND OR
ABANDONED ARTICLES
Our s taf f  makes  every  ef for t  to  ensure you are
able to  ret r ieve your  los t  i tems .  However ,
p lease note that  we do not  s tore exh ib i t ion
mater ia l .  I f  unc la imed i tems are determined to
be exh ib i t ion  mater ia l ,  these i tems may be
disposed of  af ter  the event  has  moved out .

MEETING ROOMS

Water  Serv ice
Water  serv ice i s  prov ided at  the speaker ’ s
locat ion .  To he lp ensure the heal th  and safety
of  a l l  our  guests  in  the bu i ld ing ,  we no longer
prov ide bu lk  water  in  our  meet ing rooms .  Any
addit ional  water  serv ice needs  can be
prov ided through our  Food & Beverage
Department .  

PARKING

Dock Secur i ty
Occupancy
Maximum occupancies  are ass igned for  each of
the meet ing rooms by f i re  code.  P lease adhere
to set  l imi t s .

Setup
To the extent  of  our  inventory ,  a  one-t ime set
up wi th in  each of  your  l icensed meet ing rooms
is  prov ided.  Th i s  inc ludes  a r i ser ,  head table ,
tables ,  chai r s  and one easel  in  the room.
Changes  to  the one-t ime set  up and addi t ional
room sets  or  changeovers  wi l l  be charged to
L icensee/Show Management  accordingly .

The Convent ion Centre has  operable wal l s  in
meet ing rooms ,  bal l rooms and exh ib i t  ha l l s .  The
wal l s  separate leased spaces  in to  a des i red
conf igurat ion .

On-s i te  pr ivate vehic le  park ing at  the
Convent ion Centre i s  avai lable in  the
underground garage through an outs ide park ing
management  company ,  not  contro l led by the
Convent ion Centre .  Dai ly  rates  apply .  Note
there i s  no overn ight  or  24-hour  park ing .  

Off-s i te ,  pr ivate vehic le  park ing i s  a l so
avai lable at  numerous  park ing lots  located
nearby .

Event  Secur i ty  Serv ices

Faci l i ty  Publ ic  Safety
Secur i ty  Serv ices  retains  contro l  of  a l l  common
areas  inc luding lobbies ,  docks  and a l l
per imeter  areas  on a 24-hour  bas i s .  Bas ic
serv ices  are prov ided for  secur i ty .  Any
addi t ional  serv ices  that  you request  in  our
contro l led areas  are at  addi t ional  cost  to
L icensee/Show Management  at  the current
bi l lable  rates .  

The Convent ion Centre reserves  the r ight  to
eject  d i sorder ly  persons  or  any person who i s
caus ing dis rupt ion to  an event  and/or  the
conduct  of  bus iness .

I T
The Hami l ton Convent ion Centre prov ides  bas ic
compl imentary  Wi-F i  for  guests .  Anyth ing
requi red beyond the compl imentary  Wi-F i  must
be arranged through your  Event  Manager  and
our  IT  department .  

4

Once the wal l s  are set  per  L icensee/Show
Management ’ s  speci f icat ions ,  a  charge wi l l  be
incurred for  any addi t ional  wal l  movement .
P lease coordinate the movement  of  these wal l s
wi th  your  Event  Manager  to  ensure su f f ic ient
t ime i s  accounted for .



SALES AND USE TAXES &
L ICENSES

SMOKING & VAPING

Graphic  wal l ,  door  and window c l ings  are
al lowed wi th  pr ior  approval  by  the Event
Manager .  For  carpet  c l ing requests ,  p lease
contact  your  Event  Manager .  Only  certa in
mater ia l s  are approved for  usage.  Noth ing may
be taped,  nai led ,  s tapled ,  tacked or  af f ixed to
cei l ings ,  wal l s ,  painted sur faces ,  f i re  spr ink lers
or  fabr ic  wal l s/ai r  wal l s .  

I t  i s  the respons ib i l i ty  of  L icensee/Show
Management  to  in form your  vendors ,  exh ib i tors ,
speakers  and s taf f  of  the pol icy .  Check wi th
your  Event  Manager  for  fu r ther  in format ion on
appropr iate d i sp lay ing methods .  Damages
resu l t ing f rom the improper  use of  these
mater ia l s  wi l l  be charged di rect ly  to
L icensee/Show Management .  

T icket ing sa les  shou ld be arranged for  d i rect ly
by the L icensee/Show Management .  You are
welcome to use a vendor  of  your  choice .

The Convent ion Centre i s  a  non-smoking
faci l i ty .  There are des ignated areas  outs ide the
bui ld ing where smoking and vaping are
permit ted.  

T ICKETING SERVICES

VEHICLES ON DISPLAY
Al l  veh ic les  must  meet  F i re  Marshal  approval  for
disp lay  and locat ion .  Vehic les  on d i sp lay  must
adhere to  the fo l lowing ru les :  
•  No more than one-quarter  tank of  gas
• A lock ing gas  cap or  tape over  the gas  cap 
•  Batter ies  shal l  be disconnected in  an
approved manner  
•  A  dr ip  pan under  the vehic le ’ s  dr ive t ra in
(motor  to  d i f ferent ia l )  
•  Vehic les  shal l  not  be moved dur ing show hours
•  Refue l ing i s  proh ib i ted in  the faci l i ty ,  on  the
docks  and outs ide premises  
•  Disconnect  the battery  for  s taging e lectr ic
vehic les  
•  F loor  p lans  must  indicate where vehic les  are
to be located 
•  E lectr ic  veh ic les  must  have thei r  battery
disconnected once p laced in  pos i t ion .  I f  unable
to d i sconnect  the battery  due to  battery
locat ion ,  then the ign i t ion  fuse must  be
removed.  
•  E lectr ic  veh ic les  are at  no t ime a l lowed to be
turned on dur ing 

The Hami l ton Convent ion Centre i s  happy to
post  s ignage for  your  event ,  both  on d ig i ta l
s ign boards  and easels .  P lease send jpg f i les  to
your  Event  Manager  and we wi l l  ensure the
images are posted dur ing your  event .

Aff ix ing S ignage

Internal  S ignage
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Please in form your  Event  Manager  i f  your  event
requi res  any r igging .

RIGGING
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