
 

Promoter’s Guide 



1 
 

 

TABLE OF CONTENTS 

Welcome 2 

General information 4 

Specific information – promoters of shows and exhibitions 6 

Specific information –  special events and meeting rooms 13 

Services 14 

Sherbrooke Exhibition Centre personnel 18 

Check list for exhibitor manual 
 

 
 
  



2 
 

 
 

Welcome to the Sherbrooke Exhibition 
Centre 
 
With its 60 000 ft2 of available exhibition space, the Sherbrooke Exhibition Centre represents the 
ideal location in the Eastern Townships to hold a trade show, an exhibition or a special event. On 
the upper floor, a number of rooms are available for meetings, business dinners and press 
conferences, thus providing the perfect setting for the conduct of business.  

The present reference document introduces the various services offered on the premises, 
provides a contact list of personnel as well as loads of information designed to help organizers in 
the planning of their event. 

Our team of professionals at the Sherbrooke Exhibition Centre is dedicated to help organizers 
sponsor and enjoy an outstanding event.  
 
With us 
With confidence 
With success! 
 

Destination Sherbrooke 

 
As the administrative body responsible for the Sherbrooke 
Exhibition Centre, Destination Sherbrooke is the paramunicipal 
organization dedicated to the promotion of Sherbrooke through 

the enhancement and sustainable development of tourist attractions. Our organization is the 
most important stakeholder in the development of tourism, as well as the manager of touristic 
sites and the city’s main promotional body in various markets. Our mission is unique and 
unparalleled at the provincial level.    
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Support for promoters 
 
Our team of dedicated and knowledgeable professionals, our modern and functional equipment 
and the wide range of services we can offer will certainly contribute to the success of your 
event, and special attention will always be given to your priorities and issues.  

Support available  

 Requests for proposals 

 Personnalized inspection visits 

 Communication and promotion tools   

 Reference documents 
 
Should you need more information concerning the services offered by the Sherbrooke Exhibition 
Centre, please contact our team. They will gladly help in the organization of your activity and 
ensure its success. 

 
Dominique Gagnon 
Sales Advisor — trade shows and exhibitions 
Operations and Sherbrooke Exhibition Centre 
 
1300, boul. de Portland, C. P. 610, Sherbrooke (Québec) J1H 5H9 
Tel.: 819 560-8888, ext. 3250 
Cell: 819 574-4280  
dominique.gagnon@destinationsherbrooke.com  •  www.destinationsherbrooke.com 
www.centredefoiresherbrooke.com 
 

  

mailto:dominique.gagnon@destinationsherbrooke.com
http://www.destinationsherbrooke.com/fr/congres-et-reunions/index.aspx
http://centredefoiressherbrooke.com/evenement-centre-foires/
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General Information 
 
Geographic location  
 
Sherbrooke Exhibition Centre 
1600, Boul. du Plateau-Saint-Joseph, Sherbrooke (Québec) J1L 0C8 
Tel.: 819-560-8888 / Fax: 819-560-8889 
Toll free: 1-877-661-0088 
www.centredefoiressherbrooke.com 
 
GPS coordinates:  
N: 45.42205    W: 071.96251     Altitude: 239.8 

 

Mailing address  
 
Destination Sherbrooke 
1300, boul. de Portland, C. P. 610, Sherbrooke (Québec) J1H 5H9 
Tel.: 819 560-4280 / 1-855-5604280 
www.destinationsherbrooke.com 
 

Sherbrooke Exhibition Centre business hours 
 
The administrative office is opened Monday to Friday from 8:30 AM to 4:30 PM. 

 

Facilities 
 
The building has 60 000 ft2 of available rentable floor space, an area which can be divided into 
three sections with the use of privacy curtains. On the upper floor, there are two meeting 
rooms, an atrium, an alcove and a VIP lounge. Detailed floor plans of the area are attached to 
the present document. The building meets the needs of mobility-impaired persons.  

  

http://www.centredefoiressherbrooke.com/
http://www.destinationsherbrooke.com/
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Parking 
 
Visitors at the Sherbrooke Exhibition Centre have access to 1200 free parking spaces and to 
another 250 additional spaces nearby with possible shuttle service.  

 

Public transit 
 
Bus route 11 of the STS provides a daily service to Plateau-Saint-Joseph and the Sherbrooke 
Exhibition Centre. Please refer to www.centredefoiressherbrooke.com under Contact us.  

 

Restauration 
 
The Sherbrooke Exhibition Centre has two restaurants, a snack bar on the ground floor and a full 
restaurant on the upper floor which can accommodate up to 200 people. A bar also located of 
the first floor is available for visitors depending on the nature of the events.   

 

Services and amenities 
 
To ensure a warm welcome to exhibitors and visitors, the Sherbrooke Exhibition Centre provides 
modern and comfortable facilities including:  

 
   TICKET OFFICE 

 REST AREAS 

 SNACK BAR AND RESTAURANT 

 NURSING ROOM 

 CLOAKROOM 
 

 ACCESS FOR MOBILITY-IMPAIRED PERSONS 

 ELEVATOR 

 ATM 

 FIRST AID ROOM 
 

http://www.centredefoiressherbrooke.com/
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Specific information – promoters of 
trade shows and exhibitions 
 

Payment policy 
 
Payment must be done in three instalments:  
25 % at the signing of the contract; 
25 % 30 days before the event; 
50 % 30 days before the event by cheque postdated to the date of the event.  
Extras to be paid 10 days after reception of the invoice. 

 

Insurance 
 
The promoter and lessee of the premises must provide to the management of the Sherbrooke 
Exhibition Centre, at least 30 days prior to occupying the space rented, a public liability 
insurance of $2 M ($2 000 000). This policy will cover the full rental period, including the time 
needed for set up and take-down and/or as long as all persons and equipment associated to the 
presentation of their event have not been fully removed from the Sherbrooke Exhibition Centre 
and/or the site belonging to the City. The lessee must also provide a tenants liability insurance 
(broad form) for a minimum amount of $1 M ($1 000 000). Furthermore, the lessee must 
require from the exhibitors or sub-lessees participating in the Event that they contract, and 
maintain for the duration of the Event, the following insurance policies: public liability insurance 
- $1 000 000 minimum and tenants liability insurance (broad form) - $500 000 minimum. 

The details concerning the insurance required as well as the exact amounts will be 
communicated to you with the proposed rental agreement. The Sherbrooke Exhibition Centre is 
not responsible for any theft or damage which could happen during the event or at the time of 
set up and take-down. 
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Signage and banner ads 
 
All signage inside and outside the exhibition space must be authorized by the management of 
the Sherbrooke Exhibition Centre and the Sherbrooke Fire and Rescue Service. The use of nails, 
screws, hooks, stickers or other fastening device is strictly forbidden unless approved in writing.  
 
All material handling and sign hanging must be done by the Sherbrooke Exhibition Centre 
personnel at an additional cost. For more information, please refer to the purchase order.   
 
Anchors can each support 250 lb.   

Electronic board 
 
There is a large electronic board just off Saint-Joseph Boulevard announcing the events taking 
place at the Sherbrooke Exhibition Centre. 

 

Eco responsibility and waste management 
 
The management of the Sherbrooke Exhibition Centre is concerned with environmental 
protection and eco-friendly standards. Promoters and exhibitors must use the numerous means 
at their disposal (salvage, composting) at the time of set up and take-down, and during the 
exhibition. 

 

Emergency measures plan 
 
The administration of the Sherbrooke Exhibition Centre has established, in cooperation with the 
municipal authorities, an emergency measures plan. A summary of the most important rules to 
follow is attached to this document. More detailed information will be supplied to your staff 
upon arrival.  
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First aid 
 
There is a first aid room on the ground floor. The Sherbrooke Exhibition Centre is equipped with 
an automated external defibrillator (AED). A first aid kit is stored in the promoter’s office; 
replacement costs of $100 will be charged in case of loss or theft of this kit.   

 

Copyright 
 
The Sherbrooke Exhibition Centre, as a SOCAN and RESONNE licence holder, produces regular 
reports concerning the music used on the premises by event promoters. Your request for a 
licence will be submitted directly to SOCAN and RESONNE and charges will be added to your 
invoice in the 30 days following the event. 

 

Elevator 
 
An elevator with a capacity of 2 041 kg is available for users and can also serve as a freight 
elevator if the need arises.  

 

Liquor permit 
 
The Sherbrooke Exhibition Centre holds a permit for the following: dance (D), films (P) and 
shows (S).  

 

Alcohol consumption 
 
The consumption of alcoholic beverages is strictly forbidden during the set up and take-down of 
the exhibition, under penalty of eviction.  
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Permits 
 
The promoter is responsible for obtaining all the required permits pertaining to their event and 
for providing proof of such to the operations supervisor.  

 

Security 
 
A security camera system ensures the general safety of all visitors and exhibitors. The promoter 
is responsible for all the goods left inside the space rented.   

In case of specific needs like the protection of VIPs, security guards for rooms or crowd control, 
these services can be provided at an additional cost. Our team will be pleased to assist you.  

In the case of a dance, a gala, a show or other similar activity, the promoter is responsible for 
the security of all common areas, indoors and outdoors including the parking.  

 

Fire safety 
 
The Sherbrooke Exhibition Centre works with the Fire and Rescue Service of the City of 
Sherbrooke. A copy of the layout plan for your event must be submitted for approval by the Fire 
and Rescue Service at least 10 days prior to the event. Please refer to the full document 
attached.   
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Restaurant – bar 
 
A bistro cafe and a buffet-style restaurant are available for the exhibitors and their clientele for 
the duration of the event. Upon request and for a fee, the bistro cafe can also be opened during 
the set up and take-down periods. 

The alcoholic beverage service is under the responsibility of the Sherbrooke Exhibition Centre 
personnel. For special requests, the purchase of liquor must be arranged with the assistant to 
operations at least 3 weeks prior to the event.  
 
Jessica Veillet 
Tel.: 819 560-8888, ext. 3205 / 1 877 661-0088 
jessica.veillet@destinationsherbrooke.com  

 

Decorations 
 
The use of balloons inflated with noble gases must have prior approval from the administration. 
The promoter must make sure that all balloons stuck to the ceiling are taken down following the 
event; otherwise they will be billed $780/hour for removal. Confetti and flakes are not allowed. 
Please refer to the City of Sherbrooke Fire Service document for information on decorations 
(e.g. open flame).   

 

Identification and adhesives 
 
Rooms can ONLY be identified using Tuck tape 85 adhesive paper or equivalent and Tuck tape 99 
or equivalent, as well as Echo double sided tape DC-w188F. Only reusable adhesive putty is 
permitted on the walls. If a surplus of adhesive must be removed by Sherbrooke Exhibition 
Centre personnel, you will be billed $80/hour for the extra work.   

 

 

 

 

mailto:jessica.veillet@destinationsherbrooke.com
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Curtains 
 
Privacy curtains are installed in the main exhibition area to allow subdivision of space in three 
separate sections.  
 
Opaque curtains can cover the windows in sections A and C if needed.  

 

Water 
 
Water can be supplied at all stands in return for a fee. Exhibitors can make the request in 
advance on the purchase order.  

 

Washing of vehicles 
 
In the winter time, all vehicles entering the exhibition area must be cleaned beforehand. 
Pressure washing is available at entrances 7 and 8. There is a cost associated to the use of this 
system.   
 
 

Animals  
 
Visitors: Animals are not allowed inside the building. There is no restriction however for guide 
dogs accompanying the handicapped or guide dogs in training. 

Exhibitors: Animals will be allowed provided their presence is directly linked to the theme of the 
event, show or booth, and that the exhibitor maintains control at all times (with the use of a 
leash, cage, enclosure, vivarium, etc.). At no time must the animal be allowed to run free inside 
the building, except in the context of a competition or a show and only in the space designed for 
the purpose. The management of Destination Sherbrooke reserves the right to refuse certain 
animals if they feel that their presence is not in line with the theme of the exhibitor, or if the 
latter fails to control their animal. 
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Lost and found 
 
The Sherbrooke Exhibition Centre has a lost and found service located at the ticket office in the 
main entrance. You must report all articles lost. Articles which are found will be turned over to 
Security where they will checked and stored for a maximum of 90 days, after which time they 
become the property of the Sherbrooke Exhibition Centre.  

 

Use of Sherbrooke Exhibition Centre logo  
 
Contact Communications at Destination Sherbrooke for the procedure covering the use of the 
logo in your published materials. Allow 5 to 10 days for written approval.   
 
Amélie Boissonneau | Coordinator - Communications and Public Relations 
amelie.boissonneau@destinationsherbrooke.com    
Tel.: 819-560-4280 ext. 305 

 

Set up and take-down 
 
Exhibitor access to the building is restricted to the back doors during the period of set up and 
take-down. The front doors are strictly reserved to visitors and will only be opened during the 
shows and/or exhibitions. This procedure must be clearly defined in the exhibitor guide.   

 

Exhibitor guide 
 
The promoter agrees to provide all necessary information to their exhibitors by means of a 
guidebook. You will find a check list for the preparation of the exhibitor guide at the end of the 
present document.  

  

mailto:amelie.boissonneau@destinationsherbrooke.com
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Specific information –  
Special events and meeting rooms   
 
 

Payment policy 
 
Full payment for the rental must be done at the time of the signing of the agreement and all 
extras paid 10 days after invoice is received.  

 

PA system check 
 
In order to maintain a tolerable noise level within the building, the PA system must be checked 
and approved by the operations supervisor.  

 

Rental of kitchen for caterer  
 
In the case of special events (fund-raising night, gala, special menu, etc.), a catering firm other 
than the exclusive caterer of the Sherbrooke Exhibition Centre may be allowed to use the 
kitchen in return for rental charges.   

 

Security 
 
A security camera system ensures the general safety of all visitors and exhibitors. The promoter 
is responsible for all the goods left inside the space rented.   

In case of specific needs like the protection of VIPs, security guards for rooms or crowd control, 
these services can be provided at an additional cost. Our team will be pleased to assist you.  

In the case of a dance, a gala, a show or other similar activity, the promoter is responsible for 
the security of all common areas, indoors and outdoors including the parking.  
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Services  
 

Materials handling 
 
All handling of merchandise received for the exhibition and stored inside the building must be 
done exclusively by the Sherbrooke Exhibition Centre personnel. Charges will be incurred.  

 

Catering service 
 
The food and beverage service for shows and exhibitions is tied to an exclusive right. The caterer 
has been chosen following a rigorous selection process in order to guarantee the highest 
standards. All food requests must be done in advance by contacting this catering firm directly.  
 
 

Electric service 
 
The Sherbrooke Exhibition Centre offers a modern and state-of-the-art electric service. There 
are many options available to you and the exhibitors. For more information, contact:   
 
 

Louis Brien  
Operations Supervisor 
louis.brien@destinationsherbrooke.com 
Tel.: 819-560-8888, ext. 3202 
Cell: 819-212-5131 

  
Ève Desruisseaux  
Assistant to Operations 
eve.desruisseaux@destinationsherbrooke.com 
Tel.: 819-560-8888, ext. 3204 
 

 

mailto:louis.brien@destinationsherbrooke.com
mailto:eve.desruisseaux@destinationsherbrooke.com
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Internet service  
 
A secured access to a high-speed Internet connection or wireless access is available to all 
exhibitors in return for a user fee. Our team will be pleased to assist you. 

 

Ticketing 
 
A ticketing service is offered at a cost of ten percent (10%) of the total gross revenue (excluding 
taxes) derived from the ticket sales for the event. This includes pre-sales, a rebate of 10% or a 
minimum of $ 0.50 per ticket sold. Administrative costs of 2% will be billed to the lessee for all 
transactions done by credit card and ¢0.05 for each transactions done by Interac.  
 
 

Exhibition equipment 
 
The official supplier of the Sherbrooke Exhibition Centre for all equipment rentals is:    

Décor Experts Expo Inc. 
778, Jean-Neveu 
Longueuil, QC J4G 1P1, Canada 
 
Toll free: 1-800-559-5452 
Longueuil   Tel.: (450) 646-2251 Fax : (450) 646-6342 
Québec       Tel.: (418) 666-7133 Fax : (418) 682-6697 
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Loading platforms 
 
There are 4 loading platforms in the building, one at ground level and 2 doors leading directly in 
the exhibition area. Please refer to the attached plan.   
 
Dimensions  
Outside doors 1 and 9 – direct access to areas A and C: 
 Width: 15 ft 3 in.  
   Clearance: 17 ft 6 in.  

Outside door 6 – ground level: 
    Width: 9 ft 6 in.  
   Clearance: 11 ft 6 in. 
 
Loading platforms (Doors 2, 3, 4, 5)  
 Width: 7 ft 6 in.  
   Clearance: 9 ft 6 in.  

Platform exits to areas A, B and C 
Width: 8 ft 6 in.  
Clearance: 9 ft 6 in.  
 
 

Cloakroom 
 
A minimum amount will be charged to cover the use of the cloakroom, if this service is needed 
by the promoter. 

 

Promoter’s office 
 
Each of the exhibition areas has a small office reserved for the promoter, equipped with a table, 
two chairs and a telephone. The room must be returned to its original condition.  
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Lighting 
 
The high-performance lighting system can adapt the light intensity as required in each section of 
the building.  

 

List of suppliers 
 
The success of an event is often closely related to the quality of the services available. The 
Sherbrooke Exhibition Centre and Destination Sherbrooke have published a list (see attached) of 
all the service providers in the Sherbrooke area. From logistics to animation, you will find all you 
need to ensure the success of your event. 

 

Cleaning service 
 
The general housekeeping in the common areas is done by the staff of the Sherbrooke 
Exhibition Centre and the space rented is under the responsibility of the promoter. Cleaning of 
the aisles can be done upon request with extra fee whatever the surface, rug (vacuum cleaner) 
or cement (floor polisher). All rooms rented must be returned to their original condition and the 
signage must be removed entirely by the promoter. The parking must also be cleaned and all 
garbage picked up at the end of the event.  

 

Web site 
 
A text describing your event with photo, logo, Internet address, price, opening hours and 
contact phone number must be forwarded at the signing of the contract.   
 
Amélie Boissonneau | Coordinator - Communications and Public Relations 
amelie.boissonneau@destinationsherbrooke.com  
Tel. 819-560-4280 ext.305  

  

mailto:amelie.boissonneau@destinationsherbrooke.com


18 
 

 
 
Sherbrooke Exhibition Centre personnel 
 
The team at the Sherbrooke Exhibition Centre is available to answer all of your questions and 
assist you in the organization of your event.  
 
Contact us!  

 

Paul Beaudoin | Director 

T. 819 560‐8888 ext. 3219 
paul.beaudoin@destinationsherbrooke.com 

 

Pierre Fortin | Coordinator – Planning and Logistics 
Tel. 819 560‐8888 ext. 3201 
pierre.fortin@destinationsherbrooke.com 
 
 
Christian Gagné | Floor Supervisor 
Tel. 819 560‐8888 ext. 3210 
christian.gagne@destinationsherbrooke.com  
 
 
 
Jean‐François Fortier | Attendant/Material handler 
Tel. 819 560‐8888 
jean‐francois.fortier@destinationsherbrooke.com 
 

Ève Desruisseaux | Assistant to Operations 

Tel. 819 560‐8888 ext. 3204 
Cell 819 574‐8435 
eve.desruisseaux@destinationsherbrooke.com  
 
 

  

Dominique Gagnon | Sales Advisor – trade shows and 
exhibitions 
Tel. 819 560‐8888 ext. 3250 
Cell 819 574‐4280   
dominique.gagnon@destinationsherbrooke.com 
 

Louis Brien | Operations Supervisor 
Tel. 819 560‐8888 ext.3202 
Cell 819 212‐5131 
louis.brien@destinationsherbrooke.com 
 
Jessica Veillet | Assistant to Operations 
Tel. 819 560‐8888 ext. 3205 
Cell 819 212‐4820 
jessica.veillet@destinationsherbrooke.com 
 

Maude Proteau | Secretary 
Tel. 819 560‐8888 ext. 3264 
maude.proteau@destinationsherbrooke.com 
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Check list for the preparation of the 
exhibitor guide  
 
 .Set up and take-down. 

Identify dates and deadlines for set up and take-down.  

 
It is important to specify that exhibitors must always enter and exit using door 6A at the rear of 
the building; this guideline applies to both set up and take-down.  

 
 .Access to docking areas. 

Provide plans and procedures covering access to loading platforms.  

 
 .Exhibitor parking. 

Specify in parking plan the space reserved for exhibitors. 

 
 .Sign hanging and handling. 

All sign hanging and material handling must be carried out by the Sherbrooke Exhibition Centre 
personnel at an additional cost. 

 
Charges will also apply to any exhibition materials shipped directly to the Sherbrooke Exhibition 
Centre and handled by the personnel.  

 
 .Security. 

A security camera system ensures the general safety of all visitors and exhibitors.  

 
 .Insurance. 

The exhibitor must provide their own public liability insurance.  

 
 .Identification and adhesives. 

Rooms can ONLY be identified using Tuck tape 85 adhesive paper or equivalent and Tuck tape 
99 or equivalent, as well as Echo double sided tape DC-w188F. Only reusable adhesive putty is 
permitted on the walls. If a surplus of adhesive must be removed by Sherbrooke Exhibition 

Centre personnel, you will be billed $80/hour for the extra work.  
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 .Fire prevention. 
Exhibitors must abide by the standards of the Sherbrooke Fire and Rescue Service, as 
established for exhibitors.   

 
 .Exhibition suppliers. 

Provide list of suppliers.  

 
 .Restrictions. 

Specify restrictions for the promoter (aisles, animals, decorations, etc.). 
 

 .Purchase orders. 
Provide purchase order forms to exhibitors: 

- General purchase order 
- Purchase order for electric service 

*Purchase orders must be sent to Operations at least 5 working days before the event, 
otherwise an additional charge of 30% will apply.  
 

 .Waste management and eco responsibility. 
The exhibitor must use the various containers available for waste recycling (paper, cardboard, 
glass, plastic). This applies to set up and take-down as well as for the duration of the exhibition.  

 

 



 

Plans of the  
Sherbrooke Exhibition Centre 
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Fire Safety 



Revised May 9, 2012    

FIRE SAFETY REQUIREMENTS FOR TRADE SHOWS AND CONVENTIONS 

 
EVENT PROMOTER

 

Madam/Sir:  

This is to inform you of the general fire safety requirements for trade shows and conventions as 
stipulated in section 5.8.3 of the Ville de Sherbrooke’s By-law 1.  

As the authority having jurisdiction, the Ville de Sherbrooke’s fire protection department, the 
Service de protection contre les incendies, reserves the right to require any additional measures it 
deems necessary, and the right to demand the removal of equipment it deems to be dangerous. 
Please note that this pamphlet does not, in any way, constitute an exhaustive checklist.  

The event promoter is responsible for providing its exhibitors with the “Fire Safety 
Requirements for Trade Shows” and for ensuring these requirements are respected (see the 
attached pamphlet).  

1. One copy of the floor plan must be submitted to the fire department for approval at least 10 
working days before the activity is to be held. Note that the general layout of the booths 
must respect the plan submitted.  

2. Aisles must be a minimum of 3 metres (10 feet) wide and must remain unobstructed at all 
times.  

3. All exit doors must be accessible by an aisle providing access to at least one other exit. At 
any given point, these aisles must provide access to exits in two opposite directions.  

4. The maximum distance to an exit door must not exceed 45 metres (150 feet) from any given 
point if the floor area is entirely covered by sprinklers or 30 metres (100 feet) if the floor 
area is not entirely covered by sprinklers.  

5. Only extension cords equipped with a ground and bearing CSA certification are allowed.  

6. Electrical power bars must be equipped with a circuit breaker and be CSA-certified.  

7. When rows of seats are planned, the floor plan must comply with NFPC 2005, section 2.7 
and be submitted to Sherbrooke’s fire department for approval.  

8. It is forbidden to attach, hang, or suspend anything on the sprinkler pipes.  

9. It is mandatory that the fire resistance integrity of the structure be preserved.   



Revised May 9, 2012    

Jointly with the building manager

  
10. A minimal clearance of 45 cm (18 in.) under the sprinkler heads is required and must be 

respected at all times.  

11. Exits and accesses to exits must be clearly identified and visible given the height of some 
booths.  

12. Evacuation routes, including aisles, must be unobstructed at all times. As well, emergency 
exit doors must be unlocked when the building is occupied.  

13. Verify if the fire safety plan has been adjusted based on the activities.  

14. Verify the presence of portable fire extinguishers and their condition, taking into account the 
layouts planned for the rooms.  

15. Fire hose cabinets and other equipment to fight fires must be easily accessible and the 
equipment must be in its proper place.  

16. An electrician must supervise the use of electrical equipment for supplying electricity to 
booths, unless the building was designed accordingly.  

17. Priority access lanes planned for emergency vehicles, as well as fire hydrants and fire 
department connections, must be kept unobstructed at all times. At certain times, personnel 
may be assigned to monitor this requirement.  

18. Any closed area (for example, a room, a booth, etc.) that can contain 60 or more people 
must have at least two emergency exits.  

19. The storage of boxes, cases, wooden pallets, as well as any equipment used to transport 
goods is prohibited in the exhibition area open to the public. No material may be stored 
along the sides, behind, or inside the booths, with the exception of promotional material 
intended for distribution in an amount reflecting the anticipated daily distribution 
requirements.  

For more information, don’t hesitate to contact the prevention division of the fire department 
between 8 a.m. and 4:30 p.m. at 819-821-5517.  
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5 7 Fire Safety 
Requirements

for Trade 
Shows and
Conventions

Miscellaneous
� Booths and objects being exhibited must not 

interfere with the width of the aisles, obstruct 
access to exits, or block exit and �re equipment 
sign visibility.

� Only inert gases are authorized for the set-up of 
in�atable structures.

� Oil-based smoke machines are strictly forbidden.

� Hay, straw, wood shavings, and other similar 
combustible materials are prohibited, with the 
exception of those used for the daily feeding 
and care of animals. These materials must be 
stored outside or in a room with a one-hour 
�re-resistance rating. A 2A, 10B:C type extinguisher 
must be located nearby.

� It is forbidden to place tanks or bottles of 
compressed gas in exits, within one metre of an 
exit, and under outdoor stairways.

� Electrical installations must comply with CSA 
standard C22.1.

� Only extension cords equipped with a ground 
and bearing CSA certi�cation are allowed.

� Electrical power bars must be equipped with a 
circuit breaker and be CSA-certi�ed.

� In�atable games must be certi�ed, according to 
their indoor or outdoor use, by a recognized 
Canadian organization.

For more information, don’t hesitate to contact 
the �re department (Service de protection contre 

les incendies) between 8 a.m. and 4:30 p.m. at
819 821-5517.

Use of an open flame 
� With the exception of cooking appliances (see 

item 4), the use of an open �ame, whether from a 
candle, para�n lamp, or any other source is 
prohibited. 

Vehicles and 
other combustion engines

� Batteries on vehicles exhibited inside the building 
must be disconnected (with the exception of 
emergency vehicles).

� All fuel tank caps on vehicles and combustion 
engines exhibited must be locked or sealed with 
tape to prevent them from being opened (with the 
exception of reservoirs that have never held 
fuel).

� Propane gas tanks used with trailers, recreational 
and utility vehicles, or other vehicles must be 
removed before the vehicles enter the exhibition 
hall (with the exception of reservoirs that have 
never held fuel).

� No vehicle may be moved (except when it is 
brought in or taken out).

� Keys for the vehicles must be kept in the 
promoter’s o�ce.

Please note that this pamphlet does not, in any way, constitute an exhaustive compliance checklist.
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E x h i b i t o r

Use of an open flame 
� With the exception of cooking appliances (see 

item 4), the use of an open �ame, whether from a 
candle, para�n lamp, or any other source is 
prohibited. 

Vehicles and 
other combustion engines

� Batteries on vehicles exhibited inside the building 
must be disconnected (with the exception of 
emergency vehicles).

� All fuel tank caps on vehicles and combustion 
engines exhibited must be locked or sealed with 
tape to prevent them from being opened (with the 
exception of reservoirs that have never held 
fuel).

� Propane gas tanks used with trailers, recreational 
and utility vehicles, or other vehicles must be 
removed before the vehicles enter the exhibition 
hall (with the exception of reservoirs that have 
never held fuel).

� No vehicle may be moved (except when it is 
brought in or taken out).

� Keys for the vehicles must be kept in the 
promoter’s o�ce.

This document presents the minimum �re safety 
requirements that must be respected when 
setting up a booth in the Ville de Sherbrooke (as 
stipulated in section 5.8.3 of By-law 1). 

Refer to the following subheadings to �nd 
the information you need:

Booth construction

Booth design

Flammable liquids and gases

Heating and cooking appliances

Use of an open flame

Vehicles and other 
combustion engines

Miscellaneous

Booth construction 
� Booths will be authorized only if they are built of 

wood with a minimum thickness of 7 mm (1/4 in.) 
or of material with a minimum �ame-spread 
rating of 150.

� The use of fabric (drapes, curtains, or material 
including textiles and netting, whether natural 
or synthetic) that are not �re retardant to 
form the walls and ceilings of your booths is 
forbidden1.

� Sheets of polypropylene (Coroplast), plastic 
foam, or Styrofoam are not accepted in booth 
construction.

Booth design
� Structures with roofs, including recreational 

vehicles, exceeding 37.16 m2 (100 ft2) must be 
equipped with smoke detectors.

� Closed booths must be equipped with an 
emergency lighting system.

Flammable liquids and gases 
and compressed gas

� No propane gas tanks are allowed inside (except 
for forklifts, outside of event business hours).

� Bottles of compressed gas (ex.: helium, oxygen) 
must be securely installed and �tted with caps.

� Flammable liquids and gases must not be used 
inside the building.

� Toxic gases must not be used inside the 
building.

Heating and 
cooking appliances

� Any use of a heating or cooking appliance must 
be preapproved by the city’s �re department, 
the Service de protection contre les incendies 
de Sherbrooke.

� No portable wood charcoal, gas, propane, or 
butane cooking appliance can be used indoors2.

� Electrical cooking appliances and single-use 
warming units are accepted.

� The use of any combustion heater is prohibited2.

� Open fryers are forbidden.

� Cooking appliances must be kept at least 0.6 m (2 ft.) 
from visitors and any �ammable materials or at 
distances speci�ed by the manufacturer.

� Appliances must be anchored solidly to a non- 
�ammable surface.

� A portable �re extinguisher with a minimum 
capacity of 2A-10B:C must be kept on hand in 
each booth with a cooking appliance.

1 Fabric must meet the CAN/ULC-S109 “'Flame Tests of Flame-Resistant Fabrics and 
Films” or NFPA 701 “Fire Tests for Flame-Resistant Textiles and Films” standard.

2 With the exception of equipment certi�ed for this type of activity by a 
Canadian organization.



 

Instructions in case of emergency 



POWER FAILURE EARTHQUAKE 

 Any person on the premises at the time of a power failure must, WITH 
generator start: 
 

• Stay in place and wait for the generator to start and the emergency 
lighting system to come on; 

• Reassure people around them (clients, visitors, etc.); 
• Return to their department using the stairs; 
• If trapped in an elevator, use the intercom to report where they are; 
• Use only flashlights (do not use open flame for lighting); 
• Anticipate the possibility of a generator stoppage;  
• Follow the safety procedures established by the area manager.  
 

Any person on the premises at the time of an earthquake must: 
 

If they are indoors: 
 

• Stay there. Do not rush outside; 
• Seek cover under a table, a desk or other solid piece of furniture 

and hang on; 
• If they are in a hallway, crouch down along an inside wall; 
• Do not stand in a doorway, it could collapse and cause injury; 
• Protect their head and face; 
• Stay away from windows, glass partitions and mirrors. 
 

If they are outdoors: 
 

• Stay there. Try to move to a secure location, away from windows, 
from the building and from utility poles. 

 

After the earthquake: 
 

• If unharmed, take care of other people in need; 
• In case of injury, administer first aid if they have first aid training, if 

not contact emergency rescue; 
• If possible, proceed to the designated assembly area; 
• Wait calmly for instructions from the coordinator of emergency 

measures. 

Any person on the premises at the time of a telephone system failure must: 
 

• Notify all employees in their work area of the telephone system failure; 
• Ask all persons present whether someone has a cell phone and use such 

phone for emergencies.  

TELEPHONE FAILURE 

 

DRINKING WATER SHORTAGE / CONTAMINATION (CODE PINK) 

 Any person on the premises at the time of a drinking water shortage must:  
 

• Notify all other employees of the drinking water shortage; 
• Locate the drinking water distribution point in their area; 
• Shut all valves and faucets; 
• Make sure every employee has enough water for their personal use.  
 

Any person on the premises at the time of a drinking water contamination 
problem must: 
 

• Notify all persons in their area that water consumption is prohibited; 
• Locate the drinking water distribution point in their area; 
• Use only bottled water; 
• Post a written notice on all fountains, coffee machines and ice-making 

machines that water consumption is prohibited; 
• Empty all water containers (glasses, pitchers, etc.) in use; 
• Refrain from drinking water immediately after the service is restored; wait 

for the official notice that water is safe. 

PERSONAL THREAT (CODE WHITE) 

 Any person witnessing an act of violence must:  
 

• Ensure their own safety and the safety of visitors first; 
• Notify the receptionist by dialing “6666”. Give their name and 

their exact location in the building, as well as the nature of the 
incident taking place; 

• Try to communicate with the violent person in order to calm them 
down. Make an effort to appear sympathetic to their situation. 

 

Any person noticing an intruder in the building: 
 

• Ensure their own safety first; 
• Notify the receptionist by dialing “6666”. Give their name and 

their exact location in the building, as well as the physical 
description of the intruder and the place where they were seen; 

• Ensure the safety of visitors in the area; 
• With the help of a second person, ask the intruder to identify 

themselves. 
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SEVERE WEATHER / ISOLATION 

 Severe weather includes: 
 

• Observation of a tornado, very strong winds, violent thunderstorm; 
• Reception of a weather alert from the media. 
 

Any person witnessing a situation of severe weather must: 
 

• Notify the receptionist by dialing “6666”; 
• Notify all employees in their work area;  
• Close the doors; 
• Seek cover and wait for the severe weather to end; 
• In case of a tornado, stay away from the windows. 

 Emergency procedures 

 In case of 
emergency 
dial 
6666 

ACTIVE SHOOTER 

Any person on the premises at the time of a shooting must: 
 

• Avoid being an immovable target or becoming a target and stay clear of 
the menace;  

• Escape from the premises if possible; if not, try to hide;  
• Refrain from speaking to the aggressor or even try to dissuade them; 
• Adopt a submissive attitude, look down, avoid getting in the way; 
• Increase the distance between the shooter and them; 
• Alert all people in the surroundings; 
• Barricade themselves in a room and lock the door whenever possible. 
 

To barricade in a room 
 

If it is possible to barricade in a room, one must: 
 

• Allow others to seek refuge inside before closing the door; 
• Close and lock the door whenever possible; 
• Place objects in front of the door (tables, chairs, trashcan, etc.) in order to 

restrain access to the room; 
• Turn off the lights; 
• Lie on the ground (near a wall if possible) and use a table for protection; 
• Keep quiet and refrain from any noise that could attract attention.   
 

Once barricaded 
 

One must: 
 

• Signal their presence by dialing the emergency number “6666”  or reveal 
their presence in the room by agitating a sweater in a window or by 
phoning “911”; 

• In a safely manner, write down on a sheet of paper the number of people 
present in the room, the number of injured if applicable and stick the paper 
on an outside window; 

• Evaluate the possibility of leaving the building in a safely manner; 
• Ignore the fire alarm unless evidence of fire exists; 
• Wait for the police to come. 
 

If attempts are made to smash down the door, it is not the police. Police do not 
smash in the doors; they ask for cooperation and give clear orders.  
 

1 Source: Montréal Police Service, 2008. 



 

FLOODING / SEWER BACK-UP 
 

 

Any person noticing a fire or the presence of smoke must: 
 

Apply the following principles without delay: 
 

1. Alert:  Sound the alarm by pulling a manual station or by dialing 
“6666”; 

2. Save:  Move or evacuate any person in the vicinity of the fire 
area; 

3. Close:  Isolate the fire area by closing doors; 
4. Put out:  Use a hand-held extinguisher and attempt to put out the 

fire source, if this can be done safely. 
 

Instructions when a fire alarm sounds (30 rings a minute): 
 

When a fire alarm sounds, it means that a fire prevention system has 
been activated somewhere in the building.  
 

When a fire alarm sounds, everyone must:  
 

• Consult the annunciator panel on their floor, if such panel exists, 
and confirm whether the fire alarm originates from their sector; 

• Follow the safety procedures established by the area manager; 
• Pay attention to messages that could be addressed to them; 
• Prepare to evacuate if an evacuation order is issued; 
• Wait for instructions (cancellation of code RED or preparations for 

evacuation); 
• Intervene in any area where help will be requested by means of a 

general call message.  
 

Instructions when a fire emergency siren sounds (120 rings a 
minute): 
 

When a fire emergency siren sounds, full evacuation is in order and all 
occupants must leave the building using the closest exit.  
 

At the sound of a fire emergency signal, everyone must: 
 

• Pay attention to messages that could be addressed to them;  
• Follow the safety procedures established by the area manager; 
• Apply instructions related to a general evacuation order  

(Code GREEN: evacuation). 

Any person noticing flooding or a sewer back-up must:  
 

• Move everyone away from the point of leakage; 
• Notify the receptionist by dialing “6666”; 
• Mention where the flooding / sewer back-up has occurred; 
• Give a description of the leakage; 
• Stay away from the flooded area; 
• Avoid contact with water to prevent electrocution; 
• Close the doors to the flooded room;  
• Follow the safety procedures established by the area manager.  

Any person witnessing a cardiopulmonary arrest must: 
 

• Notify the receptionist by dialing “6666”; 
• Transmit the following information: 
• Exact location of the incident (floor, room number); 
• Their name; 
• The telephone number where they can be reached. 
 

Any person witnessing a medical emergency must: 
 

• Notify the receptionist by dialing “6666”, mentioning their name, 
location and specifying the nature of the medical emergency; 

• Ask for a doctor to be called (if there is one on the premises); 
• If the person is conscious, try to stabilize their condition if you 

know how; 
• Reassure the person, try to obtain as much pertinent information 

as possible (name, age, allergies, description of incident) in order 
to inform the emergency responders upon their arrival. 

CARDIOPULMONARY ARREST / MEDICAL EMERGENCY (CODE BLUE) 

 

TOXIC RELEASE OUTSIDE / CONFINING (CODE GREY) 

 Any person noticing a toxic release outside must:  
 

• Notify the receptionist by dialing “6666”; 
• Identify themselves and the area from which the call is made; 
• Describe the nature of the release: nature and color of the cloud, wind 

direction, symptom of intoxication; 
• Close all doors; 
• Shut off the ventilation system in the immediate area (if possible); 
• Follow the safety procedures established by the area manager. 

EVACUATION (CODE GREEN) 

 Actions of first witness: 
 

• In case of imminent danger to people in the immediate vicinity, 
proceed with the evacuation of all persons present;  

• Once the evacuation is complete, call for help by dialing emergency 
number “6666”.  

 

Responsibility of evacuated employees: 
 

• Stop all activity in the area to be evacuated; 
• Follow the procedures given by the area manager; 
• Pay attention to messages that could be addressed to them; 
• Take part in the evacuation operations; 
• Shut off all possible ignition sources before leaving; 
• Request the help of visitors if necessary; 
• Bring all personal effects if these are readily accessible; 
• Evacuate through the emergency exit identified by the area manager; 
• Proceed to the designated assembly area and wait for instructions; 
• Remain as a group in the assembly area, without leaving; 
• Never return inside the evacuated area before authorization has been 

confirmed by the coordinator of emergency measures.  
 

ORDER TO RETURN 
 

Please note that, once the situation is back to normal and no danger exists for the 
occupants, only the coordinator of emergency measures can order the return to 
the evacuated areas, after such authorization has been granted by the officer in 
charge of public safety. 

FIRE (CODE RED) 

 
BOMB THREAT (CODE BLACK) 

 Any person receiving a bomb threat call must:  
 

• Remain calm; 
• Adopt a polite and courteous tone; 
• Never interrupt the caller; 
• Try to obtain as much information as possible; 
• Note all the relevant details (sex, age, tone of voice, accent, etc.); 
• Immediately notify the receptionist by dialing “6666”; 
• Cease all communication with cell phones and two-way radios, as 

the case may be; 
• Never discuss the call with their co-workers to ensure consistency 

of information; 
• Complete the applicable bomb threat call form; 
• Remain at their work station until the police arrive; 
• Follow all the instructions issued by the coordinator of emergency 

measures. 
 

If possible, ask the caller:  
 

• Where they placed the bomb? 
• How much time before the bomb explodes? 
• Why they placed the bomb? 
• What type of bomb it is? 
• What their name is? 
 

Once the call has ended, the following details must be noted:  
 

• Age; 
• Sex; 
• Language used (English, French); 
• Complete message (write down all details); 
• Tone of voice; 
• Type of voice (hoarse, nasal, accent, etc.); 
• Background noise (traffic, machinery, etc.); 
• Physical and psychological state (drunk, drugged, nervous, calm, 

etc.); 
• Date, time, duration of call; 
• Does the caller seem to know the premises? 
 

If an area manager requests a full search of the area, one must: 
 

• When searching a location, proceed with a visual search of a 
room, office or hall on a clockwise rotation and from top to bottom 
to identify any suspicious package; 

• Place a trash can in front of the door to a room, office or hall that 
has been searched; 

• If a suspicious package is found, it must not be touched. Inform 
the area manager immediately; 

• Inform the area manager once the search is complete.  

Any person noticing a chemical spill indoors must:  
 

• Ensure their own safety first; 
• Notify the receptionist by dialing “6666”; 
• Move or evacuate any person in the room or near the location of 

the spill; 
• Isolate the location of the spill by closing all doors to the room; 
• Remain on the premises (in a safe zone) in order to provide all 

the information concerning the nature of the spill and the 
circumstances of the incident; 

• Follow the safety procedures established by the area manager. 

CHEMICAL SPILL (CODE BROWN) 

 

I N  C A S E  O F  E M E R G E N C Y  D I A L  6 6 6 6  

Any person noticing a natural gas or propane leak must: 
 

• Move everybody away from the area of the gas leak; 
• Notify the receptionist by dialing “6666” from a location away from the leak; 
• Identify themselves and specify the origin of the call; 
• Send a description of the type of leakage; 
• Refrain from handling any object which could produce a spark or flame 

(lighter, telephone inside the room where gas leak exists, light switch or 
electrical appliance, flashlight, manual fire station, etc.);  

• Close the door of the room to isolate the leak. 

NATURAL GAS - PROPANE LEAK (CODE YELLOW) 
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