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Appendix V: Operations Manual 
 

I.Event Details 
 

Specific information for each individual Canopy fundraiser will be provided in the 
Briefing Report for each event. 

 
II. General Considerations 

A. Permits and Waivers 
 

The following permits and waivers are required, and are already possessed by 
Canopy: 

 
 Entertainment Venues and Events License 
 ASCAP 
 Liquor License 
 Canopy class waiver 

 
III. Consultation with Key Stakeholders 

A. Planning Meetings 
 

The planning meeting with key stakeholders – Canopy staff, performers, and 
volunteers – will be conducted at Canopy Studio at least two weeks prior to the 
event. 

 
B. Pre-Event Briefing 

 
An event briefing with all relevant stakeholders will be conducted at Canopy 
Studio on the day of each event, prior to the start of the event. 

 
C. Post-Event Debrief 

 
A debriefing with all relevant stakeholders will be conducted at Canopy Studio 
within seven days of event completion. 

 
IV. Event Operations 

A. Signage 
 

Upon arrival at Canopy, a large banner will direct guests to the check in table, 
located between Canopy and Broad 9A. Canopy and Broad 9A are already well 
labeled. 

 
B. Communications 
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During the event, communication will be done person-to-person. The venues are 
next door to each other, so one volunteer will be designated to pass on 
messages among Canopy, Broad 9A, and the outdoor space in between. 

 
C. Staff 

 
The staff for this event will consist of volunteers and Canopy teaching staff and 
students. Canopy teaching staff will be teaching all aerial arts classes, and both 
Canopy staff and students will be performing at Canopy. Canopy students will be 
the volunteers inside Canopy at all times, acting as ushers for performances and 
answering any questions. Volunteers outside of Canopy will be stationed in the 
outdoor area and in Broad 9A to answer questions and guide traffic. 

D. Medical Protocol 
 

Medical protocol for Canopy Studio can be found on page 9 of Appendix V, under 
“Emergency Procedures”. 

 
E. Cleaning Brief 

 
At 7:30pm, Broad 9A will close to the public, and the outdoor festivities will end 
as well. From 7:30 – 9pm, volunteers will clean the outside area and Broad 9A. 
They will break-down tables, pick up any loose trash, and store everything in 
Canopy’s storage area, which is accessible from the outside, between Broad 9A 
and Canopy’s front doors. After the performance at Canopy ends at 9:00 pm, 
there will be 45 minutes allotted in Canopy for guests to mingle with performers. 
After 9:45 pm, Canopy staff, performers, and event volunteers will quickly clean 
Canopy, laying out panel mats on the main floor, picking up all chairs, and re-
rigging all trapezes back up in the space for class on Sunday. This should take no 
more than 30 minutes, and Canopy should be set and locked up by 10:30 pm. 

 
F. Disabled Facilities 

 
Both Canopy and Broad 9A are accessible to those with disabilities. Regarding 
parking, five parking spots will be designated as handicapped on the west side of 
the Chase Street Warehouses. The parking on this side of the warehouses is level 
with the ground leading to Canopy and Broad 9A to allow wheelchair access. 

 
G. Toilets 

 
Existing amenities are located within both Canopy and Broad 9A. Canopy has one 
unisex, accessible toilet while Broad 9A has three unisex, accessible toilets. The 
event will also have two portable toilets located outdoors. 
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H. Inclement Weather Plan 
 

Only a small portion of this event is scheduled to take place outside. If inclement 
weather occurs, the outside portion will be cancelled while the indoor portions 
continue as scheduled. Check in will be moved into Broad 9A, and signage will 
shift to direct guests. 

 
V. Event Catering 

A. Food and Non-Alcoholic Beverages 
 

Food and non-alcoholic beverages will be provided by food truck. A food truck is 
ideal for this type of event given that it’s an all-day, drop-in style event. The ideal 
truck is one that meets a wide variety of nutritional needs. 

 
B. Alcoholic Beverages – Principles of Operations 

 
Alcoholic beverages will be offered only in Canopy, prior to, during and after the 
performance in Canopy at the end of the night. Canopy has a liquor license and 
all guests who wish to drink will be carded upon check in to the event, and will 
receive a mark on their hand noting that they are over age 21. 

 
VI. Emergency Plan 

 
All emergency information for Canopy Studio can be found on page 9 of Appendix V, 
under “Emergency Procedures”. 
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Appendix W: Gantt Chart 
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Appendix X: Policies and Procedures 
 

See attached PDF for Canopy Studio’s Policies and Procedures. 
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Appendix Y: Broad 9A Quote 
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Appendix Z: Sound Ordinance 
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