Information on Holding Events at Rhizome Café 
Thanks for your interest in holding an event at Rhizome Café!  Here’s some info on how we work.  

Rhizome is:

· A friendly, diverse neighbourhood café that serves healthy, fresh food; organic, fairly traded coffee; and offers a fully licensed bar.

And Rhizome is also more than that…

· We support social justice struggles by hosting events (like film screenings, panel discussions, performances and fundraisers) in collaboration with community groups that work to end oppression in all of its forms, and to advance youth empowerment, indigenous sovereignty, environmental justice, and a more just, sustainable world for all.

· We encourage dialogue and mutual learning, by making our Community Meeting Room available for workshops, meetings, and other small gatherings.

· We build community by providing people with a space to socialize with each other, share our common resources, and celebrate our victories--crossing many divides including age, orientation, ability, race, and gender.
· We help marginalized voices be heard, and highlight visual and performing arts that can help us achieve a better understanding of our communities and our world.
The kinds of events we host:

We host events that highlight social justice struggles, allow the perspectives of “marginalized” communities to be heard, provide avenues for discussion of critical issues, build community, and facilitate the sharing of resources.  We partner with community groups that are engaged in social justice work and are connected to broader movements.  
When groups approach us about holding events here, we ask that they submit a full proposal of what they want to do (by way of this form.)  We select events that we feel are a good fit for our space, are in line with our values and vision, reflect the diversity of our community, and promote an intersectional anti-oppression analysis.

Our facilities and associated fees:
Rhizome Café can accommodate a maximum of 70 people for intimate performances and special events.  We serve delicious meals, fairly traded coffee, and we’re fully licenced.  

We have the following equipment available for use during events:

· An 8-channel mixer

· PA speakers (but no monitors)

· 3 microphones and stands

· One stage light

· Tables for merchandise, pamphlets, etc.

· An LCD projector and 12 foot screen

· A DVD player

We charge the following fees for use of this equipment:

· Projector/Screen/DVD player for screening films:
$50 plus taxes

· Plug-ins to our mixer (besides our mics):  

$250 refundable damage deposit

Fees for use of the space itself:
It’s hard for Rhizome to survive on food sales alone, so we need to ask for your support in covering our overhead.  We don’t charge a set venue rental fee because we want to remain accessible to the wide array of groups we want to work with.  We do charge on sliding scale/pay-as-you-can system in which everyone contributes something, but we’ll never tell you how much that something should be.

Basically, you decide how much you can pay for use of the space.  Here are some ideas of how you can do that:
· If you are charging admission at the door, consider passing a percentage of the funds raised on to Rhizome.
· If you are not charging admission at the door but are a nonprofit group with funding, consider paying an hourly rate for use of the space—whatever seems reasonable to you and is within the scope of your budget. 
· If you are not charging admission and are a community group with no funding, consider passing a hat or announcing the existence of a donation jar somewhere.  Encourage event attendees to contribute whatever they are able to help maintain this space.

Again, the intent is not to prevent anyone from holding an event at Rhizome!  If these options don’t work for you, and/or if you have better ideas, please let us know and we can work something out.
What to do if you want to hold an event here:

If you are interested in holding an event, here’s what to do.  Please note that all of these steps are really crucial, and we expect people who hold events here to follow them carefully.
· Make sure that your event fits with “the kinds of events we host” (described on page 1) and be prepared to explain to us why you think this is the case.

· Come by to see the space (317 East Broadway). 

· Read this whole information packet, write out your answers to the “Questions for Event Organizers” on the last two pages, and return your answers to lisa@rhizomecafe.ca.
· We’ll get in touch with you to talk about whether or not what you’re proposing will work for us, and whatever details need to be ironed out.  Please don’t proceed in promoting your event until we’ve given you the official go-ahead.
· You’ll produce fliers, post them, and give us some to post.  Please include some information on your flier that will encourage your event participants to eat and drink here.  You can say something like “Come early for dinner!  Rhizome Café has a delicious menu, available throughout the event, and is fully licensed.”  ** You must show us the flier before making a million copies so we can make sure it’s all ok.
· We’ll help promote the event using our calendar (which we email out to 1,700+ people and distribute to another 150 or so) and our website.  By the 15th of the month prior to your event you’ll give us the final version of:
· A title for your event

· A one-two sentence blurb describing your event  
· The cost to attend the event

*** If we don’t get this info by the 15th of the month prior, we won’t be able to include it on our calendar, and we may assume that your event is not happening.
On the day of your event:

· You’ll arrive at least one hour prior to the start time to set up and do a sound check (if applicable.)
· If you’ll be charging at the door, you’ll provide a door person and make sure they have a float.

· If your event includes a musical act, you’ll designate a volunteer to be the sound person.  Rhizome staff will set up our PA system and train your volunteer to use it.
· You'll bring the equipment damage deposit, equipment use fee (if applicable) and whatever you’re able to pay for use of the venue.  ** Please note that we require all payments to be made on the day of your event.  We take cash, cheque, visa, mastercard or debit.
How to get in touch with us:  
Please write some answers to the questions below and send your responses by email to lisa@rhizomecafe.ca.  If you have questions, you can email or phone us at 604-872-3166.
Questions for Event Organizers
Please write out your answers to the following questions and return them to us by email (lisa@rhizomecafe.ca).  We will contact you to discuss your responses, whether or not we’ll be able to accommodate your request, and what modifications need to be made to your plan.

1) What is the title of your event?

2)  Please give us a short (2-3 sentences) description of the event (for our website, calendar of events)

3)  Who is the contact person (name, phone, email)?

4)  What is the name of the group sponsoring/hosting the event?

5)  What is the mission statement / description of the group?

6)  Is this a fundraiser?  
Y

N  
7) How much would you like to charge at the door?  We encourage a sliding scale.

8)  Proposed dates for the event (please give us at least 2): _____________

9)  What will happen during the event?  Please give us an outline of the program, being as specific as possible.  In planning your program, please schedule a break or two to give people a chance to order food or drinks.

10)  Will there be a band or musical performer?  
Y

N

If so, please tell us: 
a. Name of the band(s) _____________________

b. The band(s) website(s) ___________________

c. How many vocals? _________

d. What instruments and how many?  ____________

Does the band need to use our PA system?

Y

N


** Note that we take a $250 damage deposit for use of our PA system.

11)  Will there be a DJ?

Y

N

If so, what equipment does the DJ use (ipod, laptop, turntables)? _____________

What is the name of the DJ?_______________________________

12)  Will you be using our projector?

Y

N

If you’re showing a film, what is it called? ________________________


If so, will you want to use our DVD player or will you bring your own laptop? __________
** Note that if you’re bringing a Mac you’ll need to also bring the adapter that allows Macs to connect to VGA cables.  If you’re brining a PC, you don’t need to bring anything extra.

** Note that we charge $50 plus GST and PST for use of our projector/screen/DVD player.

13) How do you plan on promoting the event?

14) How many people do you think will attend?  
***Note that our legal capacity is 70 people.  We expect that evening events held here (on Thursday, Friday, Saturday and occasional Sunday nights) will bring in between 45 and 70 people.  We hold smaller events (maximum 20 people) in our Meeting Room on Tuesday and Wednesday nights.  You can discuss this option with us if your event is to be a small one.
15)  Do you want a catered appetizer buffet for your event?  
Y

N


If so, what is your budget? _________________


We will get in touch with you about catering options.

**  Note that Rhizome’s kitchen will be open during your event.  If the event is not catered (or even if it is) your guests will have the opportunity to order their own food and drinks.  Please encourage them to do so!

16)  How much would you like to pay for use of the venue?  Please see page 2 for some ideas, and let us know either a dollar amount or a % of funds raised that you’ll be able to pass on to Rhizome. 
Thank you for filling out this form!
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