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Step-by-step approach to request a permit (i.e. booking) for meeting space. 

 

eBase is the Division’s application to facilitate and manage non-recreational bookings in its sites.
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Login to eBASE 

You can find the link to log into eBASE on the epsb.ca website under SUBMIT A RENTAL REQUEST. 

 

 
 
Once you click the link, you will be directed to the Edmonton Public Schools Online Rental Booking System, eBASE. 

Please follow the instructions as outlined. 

 

4 

https://epsb.ca/schools/communityuse/rentals/?_gl=1*1d4fsed*_ga*MTk2MDcyOTIwNS4xNzQyMjE5MDg0*_ga_XVK8L3KTMN*czE3NDg5NzE2ODEkbzE0JGcxJHQxNzQ4OTcxNjkzJGo0OCRsMCRoMA..*_ga_EV04EGJZ2F*czE3NDgyOTA1NTQkbzEzJGcxJHQxNzQ4MjkwNTU3JGowJGwwJGgw


 

 
 

Step 1/5 - Enter Details About Your Event 

DETAILS 

 
Permit type: 
●​ McKay Avenue (Archives & Museum) - Room Bookings - Evening and Weekend 
●​ McKay Avenue (Archives & Museum) - Room Bookings - Weekdays 
 
Purpose: enter a short description. 
 
Attendance: enter number of people. 
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INSURANCE 
General Liability Insurance in the amount of $2 million or $5 million is required before the start date of your event 
rental. 

 

EQUIPMENT 
●​ Fill in the required information. 

QUESTIONS 
●​ Fill in the required information. 

Step 2/5 - Manage the Bookings For Your Event 

ADD BOOKING(S) 

 
 
How would you like to add your bookings? 
●​ Click on Build. 
●​ When - enter required information. 
●​ Where 

●​ Select McKay Avenue (Archives & Museum) from the drop down menu. 
●​ Under Details, choose the room(s). 
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Refer to McKay Avenue (Archives and Museum) Event Rentals and Room Bookings Summary Sheet for room information 
 

Third Floor Legislative Assembly Hall Theatre Style 

Third Floor Legislative Assembly Hall Banquet Style 

Alberta Room 
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https://docs.google.com/document/d/1HSFmaWZtfEn9I9dyUK7JJtvZrYaBbFE34WIYWJZ9a0c/edit?usp=sharing


 

Reading Room 

Inspector’s Room Theatre Style 

Inspector's Room Round Tables 

Northwest Territories Room 

The Theatre 
 
●​ Click on Add Booking. 
 
The next screen will show you what you’ve requested. 
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Step 3/5 - Estimated Costs 
The final amount will be updated when Rental Services has reviewed your permit. 
●​ Permit costs 
●​ Booking costs 
●​ Total 

Step 4/5 - Additional Information 

EVENT SUPERVISORS 
●​ This must be filled out even if the supervisor is the same as the person booking. 

●​ Click on the green plus sign to enter the information. 

●​ If there is more than one supervisor, add that information as well by clicking on +Add again. 

ADDITIONAL INFORMATION 
Categories that best describe the type of event. Check all that apply.  

 
 
Space Details 
●​ Drop down menu for Third Floor Legislative Assembly Hall and Inspector’s Room 

●​ Please choose from the available options 
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Equipment 
●​ Check if required. 
 
Food and Beverage 
●​ Yes/No response. 
 
Alcohol 
●​ Yes/No response. 
 
Tablecloth Rental 
●​ Yes/No response. 

Step 5/5 - Review and Submit 
●​ In each section (Details, Insurance, Bookings, Estimated Costs, Event Supervisors, Additional Information) click on the 

down arrow to confirm that the information is correct. 
●​ If you need to make any changes to your booking, click on Back to the appropriate section and make the necessary 

changes.  
●​ Click on Submit. 

Next Steps 
●​ Your application will be reviewed in the order it was received. 
●​ Rental Services will contact you if additional information is required. 
●​ Once Rental Services has approved your application, you will receive an email notification with your permit. 
●​ Please have the permit in hand when you arrive. 
●​ Should the permit request be denied, you will be provided with information as to why. 
●​ All rentals must be paid for in advance. 
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