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Policy Statement 
The purpose of this policy is to provide guidelines for the use of University facilities and set priorities for space allocation 
for internal use and by external organizations or individuals in cases where the proposed use is compatible with the 
mission and policies of the University and does not interfere with normal University requirements. 

Reason for Policy 
These guidelines require responsibility in order to mitigate risk and protect the legal and academic interests of the 
University. NSCAD understands the importance of outreach and opening its doors to the community as a way of 
communicating its role in the cultural and educational fabric of the region. This outreach must be tempered by 
NSCAD’s priority of providing the best possible academic environment for students, faculty and staff and managing 
institutional risk. 

Policy Applies to 
• All departments of the University
• Any non-University organization wishing to use NSCAD facilities

Who Should Read this Policy 
• All department heads, faculty and staff involved in space allocation
• Individuals wishing to offer NSCAD space to non-University users
• Students, as applicable
• Any non-University organization wishing to use NSCAD facilities

Contacts 
Approval Authority: NSCAD Senior Management Team 

Detail on policy meanings and application: Office of Facilities Management, facilities@nscad.ca, 902-494-8215 
University Relations Office, 902-494-8175, universityrelations@nscad.ca, 
http://nscad.ca/en/home/abouttheuniversity/administration/officeofuniversityrelations.aspx 

mailto:facilities@nscad.ca
mailto:universityrelations@nscad.ca
http://nscad.ca/en/home/abouttheuniversity/administration/officeofuniversityrelations.aspx
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Definitions 
Deposit:   Fifty percent of user fee paid to NSCAD 
 
External events:   When the majority of participants are not NSCAD Faculty, Students or Staff  
 
Multimedia:  Multimedia Office of NSCAD 
 
NSCAD University: The University  
 
Service Centre:   Contact Sonya Diamond  
 
Space:   Any physical location in the Fountain, Port or Academy Campus  
 
User:   Applicant or client for the space  
 
 
The Policy 
1. Priorities in the Allocation of University Space 

1.1. Priority for space allocation is given in the following priority order: 
1.1.1. Academic credit courses; 
1.1.2. Academic, Extended Studies and Research; 
1.1.3. Academic, non-core and UR Sanctioned Events; 
1.1.4. Internal requests, non-sanctioned requires additional insurance; 
1.1.5. Approved University activities (University sponsored functions, conferences, FUNSCAD and SUNSCAD-

sponsored activities) 
1.1.6. Non-University bookings 

1.2. If space is earmarked for the first three activities listed in 1.1, then the non-University booking requests will be 
denied. 
  

2. Responsibilities 
2.1. NSCAD University is responsible to: 

2.1.1. For any non-University booking request, Facilities Office in consultation with Finance, University 
Relations and Academic Affairs will conduct a risk analysis;  

2.1.2. Ensure its various licenses and permits that relate to the space in question are temporarily suspended. 
Facilities Office must advise the Service Centre a minimum of 2 weeks prior to the event. All requests 
must be filed 30 days in advance. A letter of approval will be sent to the User for security access once the 
deposit identified herein is received.  

2.1.3. Notify Security when the application is approved. 
 

2.2. Non-University users are responsible to:  
2.2.1. Obtain insurance coverage with a minimum of 2 Million as per legal agreement in appendix; 
2.2.2. Cover costs for security, cleaning, multimedia as indicated by NSCAD in writing; 
2.2.3. Pay a deposit of 50% of expected costs, payable to NSCAD University before final approval; 
2.2.4. Apply for any permit special licenses;  
2.2.5. File a formal service request with the Facilities Office that identifies security and maintenance 

requirements;  
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2.2.6. Obtain any necessary licenses or permits to cover the event activities planned; 
 

3. Terms and conditions applicable to the booking of University space 
3.1. University Trademarks 

The use of all University trademarks, trade names, logos, designs, symbols and service marks belonging to the 
University is forbidden unless a written authorization is obtained in advance from the Office of University 
Relations.  
 

3.2. Signage, Posters and Advertising 
Except for the purpose of describing the location of the event, the words “NSCAD” or “NSCAD University” 
must not appear in any advertising or notices with regard to the event. All signs, banners, posters and notices 
must be removed immediately after the event.  
 

3.3. Government Fees and Licenses 
The User is solely responsible for and shall immediately pay when due any and all license fees, permit fees, 
assessments and taxes that may be imposed by any government or government agency whether federal, 
provincial or municipal with regard to the licensee’s use of the rooms or facilities.  
 

3.4. Copyright and Trademarks 
The User is solely responsible for obtaining all licenses with regard to the use of copyrighted music, dramatic 
or other works in the rooms or facilities and the User shall immediately pay when due any and all royalties, 
fees and costs arising from the use of such works and from the use of any patented, trademarked, or 
franchised articles, devices, or processes in or on the rooms or facilities.  
 

3.5. Cancellation of Booking by User 
3.5.1. A booking may only be cancelled by giving notice in writing to the University and the User remains 

liable for payment of a cancellation fee in accordance with the following schedule. Where written notice 
of cancellation is received by the University:  

3.5.1.1. At least three weeks prior to the event, the cancellation fee is $50 (including HST);  
3.5.1.2. Less than three weeks but more than 48 hours prior to the event, the cancellation fee is 50% of the 

full rental fees;      
3.5.1.3. Where notice of cancellation is not received until less than 48 hours before the event, the 

University is entitled to full payment of the rental charges. 
 

3.6.  Extra Services 
3.6.1. Extra services are available to Users of University space as follows and will be billed to the User at the 

rate in effect at the time of the booking of the event:  
3.6.1.1. Audiovisual equipment requests must be made well in advance of the required service. Use of such 

equipment is subject to availability and the policies and procedures of NSCAD’s Multimedia 
Centre. Users are permitted to bring in external service providers.  

3.6.1.2. Catering must be arranged by the User through an external service provider.  
3.6.1.3. Cleanup costs beyond normal maintenance are charged to the User.  
3.6.1.4. Security costs beyond normal safeguarding of the premises are charged to the User.  
3.6.1.5. Setup Rooms are rented on an “as is” basis. Additional setup charged to the User. 
3.6.1.6. SOCAN or other recording fees are the responsibility of the User.  
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3.7. Indemnity 
3.7.1. The University normally requires the User to indemnify NSCAD University, its representatives, 

employees and agents against any and all claims, demands, actions, suits and costs arising out of any act 
or omission of the User and its employees and agents; from any and all loss of or damage to the space or 
to any property of the NSCAD University contained in the space from any cause in any way connected 
with the use of the space by the User; reasonable wear and tear and damage by fire, explosion, lightning, 
or tempest only excepted. For any event that involves a significant amount of risk for the University, the 
University Controller should be consulted as to whether or not an indemnification should be provided 
and in what amount. If in doubt as to whether to consult, err on the side of caution.  

 
3.8. Liability 

NSCAD University is not responsible for damage to or loss of personal effects or equipment, nor injury to the 
User or any persons in attendance at any event organized by non-University Users. Any damage to equipment 
or property as a result of the User’s event will be the sole responsibility of the User. 
 

3.9. Liquor 
The possession or serving of alcohol is governed by the Nova Scotia Liquor Control Act and appropriate 
licenses must be secured with any fees the responsibility of the User. 
 

3.10. Safety and Emergency Procedures 
Public safety is the responsibility of the User, who will comply with all applicable statutes, regulations and by-
laws whether federal, provincial or municipal, including all fire regulations. If the event cannot be completed 
due to emergency, the University will, at the request of the User, endeavour to provide the User with 
alternative facilities or return the User's deposit. The User shall waive any claim for damages or compensation 
from NSCAD University.  
 

3.11. Smoking 
Smoking is not permitted in any University building. 
 

3.12. Extraordinary Charges 
Extraordinary charges will be levied when a User fails to comply with this policy and the charge will be equal 
to double the Rental fee for the said space. Furthermore, should the University learn, prior to the event, that 
the User booking the space has knowingly provided false information concerning the nature of the event, the 
University may cancel the booking and retain all deposits that have been paid to reserve the space. 
 

3.13. Force Majeure 
The University has the right, at any time, to cancel a booking due to Force Majeure. In such circumstances, 
any amounts paid by the User to the University for the booking that has been cancelled will be credited or 
refunded in full to the User. In such circumstances the University will not pay any form of damages to the 
User. 
 

4. Compliance 
4.1. Failure to comply with this policy may result in disciplinary action, up to and including termination, in 

accordance with the relevant collective agreement or employment guidelines. NSCAD also retains the right to 
pursue any action, including criminal prosecution and civil remedies, when misuse of its information or 
resources is suspected either during the course of employment or after the termination of employment. 
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4.2. This policy is intended to be complementary to other polices and collective agreements governing the conduct 
of faculty and staff. In situations where this policy may be in conflict with Collective Agreements, the 
Collective Agreements shall prevail. 

Forms and Tools 

Legal agreement  As attached. 

Application Form As attached. 

Appendix 
1. Application for facilities use
2. Facilities rental legal agreement

External Booking of University Facilities Policy  http://nscad.ca/site-nscad/media/nscad/UR_ExternalSpacePolicy.pdf

http://nscad.ca/site-nscad/media/nscad/UR_ExternalSpacePolicy.pdf
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