
The Bonn Theater 
Venue Information Packet (V.I.P) 

Updated 

mailto:rtac.operations@bc.edu
https://fs8.formsite.com/RTAC/RTACSchedulingRequest/index.html
https://fs8.formsite.com/RTAC/RTACEventForm/index.html
https://fs8.formsite.com/RTAC/RTACTicketingRequest/index.html


In all Bonn set ups, there needs to be space for at least 5 seats on the floor reserved for limited mobility and 
companion seats, in compliance with the Americans with Disabilities Act (ADA).  
 
Other space details: 

• There is a green room/student lounge in the Robsham Theater Arts Center that has both men’s and women’s 
changing areas and restrooms (including showers). It must be reserved in advance, as this area is a) not 
always available and b) not private/secure, as it also functions as a student lounge.  Please consult “Dressing 
Room Policy” listed later in this packet for details. 

• In addition to the Green Room, the Bonn Studio Theater shares a lobby with the Robsham Main Stage. The 
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• All events in the Robsham Theater Arts Center are administered by RTAC Management, including the 
provision of staff.  The size of the staff needed for an event is determined solely by the RTAC Management.  

• Groups hosting an event in the Robsham Theater Arts Center can provide their own volunteer event staff, 
however, they must be A) approved by the RTAC Management and B) are only allowed as a supplement to 
the trained front of house and technical staff provided by Robsham Theater Arts Center. 

• While the safety of the patrons and performers in our venues are RTAC’s top priority, individuals/groups 
performing or rehearsing at any of the RTAC spaces do so at their own risk.  

• Last minute bookings: RTAC can’t guarantee accommodation of requests for space in the RTAC venues within 
2 weeks of the proposed event date.  

• Major events like concerts, talent shows or dance performances tend to require more technical support as 
well as additional set up time.  They may also require the addition of outside security or technical support, in 
addition to rental of additional crowd control devices (such as metal detectors and barriers).  In these cases, 
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areas/bathrooms/showers are restricted to males and the female changing areas/bathrooms/showers are restricted 
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• Retail of Flowers: If a group wants to sell flowers at an event, it must be approved four weeks in advance by 
RTAC Director, Kier Byrnes, kier.byrnes@bc.edu. The exception to this rule is on Commencement Day, in 
which it must be authorized by RTAC Director, Kier Byrnes, kier.byrnes@bc.edu and the Bookstore 
(1111mgr@follett.com). 

• Student Groups: If a student group’s event wants to sell anything at their event, they also require the 
approval from the Office of Student Involvement (OSI). A copy of the OSI approval must be forwarded to 
RTAC Director, Kier Byrnes, kier.byrnes@bc.edu, 8 weeks prior to the event.   

 
Food and Drink Policy:  
Boston College's Department of Event Management is the primary vendor for event catering services. Though food 
may be allowed in the RTAC Lobby, Kresge Room and Green Room, it is at the discretion of the RTAC Director.  No 
outside food or drink allowed in the Robsham Theater Arts Center Venues.   The RTAC Director must approve any 
exceptions to this policy, at least 4 weeks prior to the event. Requests can be emailed to kier.byrnes@bc.edu. If you 
are interested in catering services for your event or want more information including costs, please email 
eventmgm@bc.edu. Event Management requires all requests be made at least 12 days prior to the event and 
reserves the right to decline a request if its short notice/they can’t accommodate the request. 
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1. There is no decorating the Robsham Theater Arts Center lobby. If a group would like an exception made to 
any of these rules, they must secure (in writing) an approval directly from the Director of RTAC, 
kier.byrnes@bc.edu, at least 4 weeks in advance of the event.  

2. Any banners or signs must be delivered to the RTAC Administrative Office (Room 131 Robsham) at least one 
week in advance to ensure that they will be hung up in time for the event. All banners must be fire-rated and 
have up to date burn tags. All banners are subject to the approval of RTAC Management for fire code rating 
and content. 

3. No latex balloons, confetti or streamer cannons are allowed at any time. Mylar balloons can be used, upon 
the confirmation that the balloons were not made in same factory as latex balloons (as cross contamination 
could occur). 

4. Please refrain from using any adhesive tape, pushpins, or other damaging materials on the walls. The use of 
adhesive material that may damage surfaces is prohibited (duct tape, tacks, nails, paint, etc.).  If you require 
portable wipe boards, pipe and drape or easels, please secure them through Event Management.    

5. Decorations may not obstruct doors, hallways, staircases or fire exits.  
6. If using decorative string lights, they must be equipped with LED bulbs and be UL certified. Lights cannot be 

hung on any fire suppression device including pipes, electrical conduits, entrance/exit doors or walkways.   
7. 

mailto:kier.byrnes@bc.edu
mailto:kier.byrnes@bc.edu
mailto:kier.byrnes@bc.edu


organization (or if in the case that the producing organization is a student group; it should be their advisor from the 
Office of Student Involvement) to submit two work orders to the Work Order Center at least 14 days prior to their 
event. 
       1) The first work request BC Electricians to CONNECT the vendor’s electrical "tails" to the BC electrical panel 
specifying the location of the venue.  The time specified should be the load-in time for the vendor.  In Robsham, the 
panel is located in the loading dock of Corcoran.  In 300 HPP Auditorium and Multi-purpose Room, the panels is 
located just off the stage (stage-right).   
        2) The second work request would need to be entered at least 14 days prior to their event and should indicate  
for BC Electricians to DISCONNECT the vendor’s electrical "tails" from the BC electrical panel located in the loading 
dock of Corcoran.  The time specified should be the load-out time for the vendor. 
 
*Due to electrical safety concerns (high voltage exposure), the BC producing organization (or OSI representative, in 
the case of a student group) must be onsite to meet the BC electricians and vendor for both the connection and 
disconnection to confirm that these tasks have been completed. 
 
*In the event that the BC electricians do not arrive or are late for their scheduled connect and disconnect times, the 
BC producing organization (or OSI representative, in the case of a student group) must call the BC Work Order 
center and arrange for a BC electrician to perform the tie-in or out. 
 
*The BC producing organization (or OSI representative, in the case of a student group) must provide the RTAC 
Technical Supervisor with the contact information (cell phone primarily) of their designated onsite person. 
 
 
Stage Design Policy: 
While the Robsham Theater Arts Center offers a full array of theatrical resources, most events held in the Robsham 
Theater Arts Center venues are limited to basic set ups on stage that utilize no physical alterations to the stage 
(including the use of paint), as set up and break down time for events is limited due to the venue being in high 
demand. 
 
However, groups (such as those planning a theatrical production) interested in utilizing these resources whom have 
secured sufficient time as part of their reservation, may petition for an exception to the above policy to request 
access to these resources which include (but are not limited to) the use of Theatre Department’s props, flats, and 
other materials, the Scene Shop for tools to build scenery and props as well brushes and other equipment to paint 
the stage.   
 
The Scene Shop, for instance, offers a large catalog of inventory of props, platforms and other basic stage scenery 
that may be reserved from the Theatre Department in advance. These items are on file with the Theatre Dept. 
Additionally, the Scene Shop houses a robust supply of construction tools, along with a trained Scene Shop 
Representative who will be onsite to supervise individuals doing the build. Any building that takes place (especially 
requiring power tools) requires a Scene Shop supervisor onsite. Only Scene Shop power tools are allowed to be 
used for builds (students are not allowed to bring in their own power tools). Please note the Scene Shop however 
does not supply labor. Similarly, they do not supply paint and other construction materials (including but not limited 
to brushes, wood, hardware). Those items would need to be purchased by the group hosting the event. 
 
The petition must be emailed to rtac.operations@bc.edu 8 weeks prior to their show, so that RTAC Management 
and the Theatre Department has ample time to review the request and ensure there will be no conflicts with the 
academic mission of the Theatre Department. If the show is within the first 8 weeks of the fall semester, the petition 
must be received NO LATER Than April 30th of the previous academic year. 
 
This petition must be submitted for items such as: 

1. Request to borrow any props from the Theatre Department  
2. Borrowing of platforms, staging or other large furniture from the Theatre Department 
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3. Onsite storage in the RTAC venues of any items for the performance 
4. The use of water and food on stage 
5. 
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The secondary load-in point is the rear doors of the RTAC between the Bonn Studio and Main Stage.  For heavy 
equipment, a truck with a lift gate is needed, as there is no lift in this location.  The exterior double doors measure 
(71" x 82") and the interior single doors measure (39" x 81").  It is a flat roll to both venues. Trucks cannot be parked 
there for extended periods, as it’s an emergency vehicle zone.   
 
Please note that the BC event producer is responsible for coordinating and arranging with Boston College’s 
Transportation and Parking Services Department via email (transportation@bc.edu) with regards to parking for any 
external vendor’s vehicles associated with an event.   
 
Clean Up Policy & Post-Event Evacuation Procedure: 
Every group is expected to leave the venue clean and in good condition.  That includes all areas such as the stage, 
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ROBSHAM THEATER ARTS CENTER (RTAC) MANAGEMENT STAFF: 
www.bc.edu/robsham 
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STAFF ASSOCIATED WITH EVENTS AT THE BONN STUDIO THEATER 
Box Office Staff



 Event Cost Estimate 
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THE BONN STUDIO LAYOUT & GRID 
 

 


