Event Policies & Procedures

Question:
I am currently working on a total overhaul to our Special Event policies and procedures, as well as rental/facility booking policies. I am trying to gather information from other museums across the country at this time.

I find the event area can be so vague that I need to be able to focus on what is really relevant, so am curious as to what other museums have decided in this area.

As for rentals/facility bookings, I want to make sure I cover all the bases that maybe I am not considering (ie no live plants, food in select areas, etc.).

If anyone has anything that they could email me, I'd greatly appreciate it. If you want to send a few notes, that's fine, but I'd also be grateful for the opportunity to look at the actual text that other museums have for these areas, so that I can figure out where mine are currently weak (or non-existent).

Lori Mitchell, February 07, 2005.

Special Events and Volunteer Coordinator, The Galt Museum and Archives

Responses:

1. This is on my ‘to do’ list as well. We do everything by donation at the present time and wonder how we can charge different rates for birthday parties and weddings for the same

facilities. Could you please copy me on the emails you receive.

Jim Millar

Manager/Curator, Port Moody Station Museum
2. I know this is a late response to your enquiry about Special Events policies.  Sorry, but I've been really busy lately (better late than never I hope).

I did my Master's thesis on special events at museum and heritage sites at the University of Greenwich in London, England.  It was a comparison between how functions are managed in both the UK and Canada. Also, I  managed all special events at Craigdarroch Castle and the Centre of the Universe (astronomy interpretive centre) here in Victoria.  In addition, I  wrote special events policies and contract procedures for the Centre.

So, if you are still looking for information let me know, as I would be able to answer some of your questions.

Kerri Ward & Associates

Museum & Interpretive Planning
