
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 .
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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 .  
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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


