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1. Purpose and Scope

1.1

1.2

The School of Planning and Architecture Bhopal Auditorium (hereinafter referred to as
"the Auditorium”) is a facility provided by the School for various events, including
academic conferences, seminars, workshops and cultural programs.

These rules and regulations are designed to ensure that the Auditorium is used in a
safe, responsible and efficient manner.

2. Booking Procedure

2.1

2.2

2.3

To book the auditorium, a request must be made to the Director, School of Planning and
Architecture Bhopal, at least 15 days prior to the scheduled event. If permitted, the
application will be further processed by the Maintenance Cell of SPA Bhopal. JE
(Electrical) and a staff deputed by In-charge computer center will direct the concerned
staff of the cell to facilitate the same.

A prescribed form (Please see Annexure A), available on the School's website, must be
filled out and submitted along with the request.

The request must include details such as the event title, date, time, expected number of
participants, and technical requirements.

3. Auditorium Facilities

3.1

3.2

3.3

The Auditorium is available for booking from 9:00 AM to 05:00 PM. Only for special
institutional events and with specific instructions from the competent authority, the timing
will be extended.

This auditorium has been equipped with a state-of-art stage adjustable lighting and
sound system. It has the audio and video projection system including a background
projection wall. It is designed with a ventilation and air conditioning system. It also has
smoke detectors and fire alarm systems for the early detection of fire.

The facility of the wheelchair is available for the stage front row and central aisle.

4. Seating Capacity

4.1
4.2

43

The auditorium has a seating capacity of 369 seats.

No extra seating is allowed unless permitted by the competent authority and as per the
need of the specific institutional event.

The organizer is responsible for ensuring that the seating capacity is not exceeded.
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5. Sound System

5.1 The auditorium is equipped with a sound system, but its use is permitted only till 05:00
PM.

5.2  The organizer is responsible for ensuring that the sound system is not used beyond the
permitted time.

5.3 Neither outside equipment for lighting and sound system is allowed at the auditorium nor
any stage sets are aliowed on the stage or anywhere else.

5.4 Junior Engineer (Electrical} will be responsible for overseeing the operations and
maintenance of the sound and electrical systems of the auditorium.

55 In-charge Computer Center will be responsible and ensuring the video projection for the
such events there are 4 projections installed in Auditorium for best utilisation of the
projection facility, the suggested aspect ratio for file to be projected are as follows-

P1-16:9
P2 -16:9
P3-16:9
P4 - (Central Projector) - 21:9

6. Food and Beverages

6.1 Food and beverages are strictly not allowed inside the auditorium.

6.2 However, teafsnacks/lunch/dinner can be served in the designated area outside the
auditorium with prior permission.

7. Vacating the Auditorium

7.1 The organizer is responsible for ensuring that the auditorium is vacated within an
assigned time after the event.

8. No Smoking Zone

8.1 The Auditorium is a no-smoking zone.

8.2 Smoking or consumption of alcohol is strictly prohibited anywhere within the premises of
the auditorium nor are any food articles, weapons, botiles, briefcases, tiffin boxes
allowed in the auditorium. The administration will levy a fine for such violation and may

stop the event, if so needed. Backpacks/laptop bags may be allowed only to carry study
materials or copies.
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9. Damage to Property

9.1 The organizer is responsible for ensuring that the facilities, building finishes, acoustical

panels, chairs, carpet, audio systems, lighting, etc, of the auditorium are not damaged
during the event.

9.2  Any damage caused to the auditorium or its equipment will be charged to the event
organizer.

10. Floral Decorations

10.1  Only floral decorations are allowed, and they must be placed only in the designated
areas.

10.2  Posters / banners / publicity material is allowed to be displayed only at the specified
places provided for the purpose. No walls/panels to be damaged for these activities. No
permanent pasting of bills is allowed anywhere in the premises of the auditorium.

11. Emergency Exits

11.1  The organizer is responsible for ensuring that the emergency exits are kept clear during
the event.

1.2  Failure to do so may result in cancellation of the event.

12. Fire Safety System

12.1  The organizer is responsible for ensuring that no open flames or fireworks are used
during the event.

13. Event Security

13.1 The organizer is responsible for ensuring that the event is conducied in a safe and
secure manner.

13.2  This includes ensuring that the delegates are identified and authenticated before
allowing them to enter the auditorium.

14. Technical Requirements

14.1  The auditorium has a technical team along with AEPO, JE (Electrical) & In-charge
Computer Centre that can provide support for the event.

14.2  However, the organizer is responsible for ensuring that all technical requirements are
submitted along with a request to use the facility.
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