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Sawtry Community College

Fen Lane

Sawtry

HUNTINGDONSHIRE

PE28 5TQ

Tel: 01487 830701






Folio ............

APPLICATION FOR HIRE OF PREMISES

Organisation ........................................................................................................

Date .......................................Time From .................................To .....................

Date .......................................Time From .................................To .....................

Date .......................................Time From .................................To .....................

Access - Please state time access required..............................................................

Nature of Function ............................................... Numbers expected ..................

Accommodation Required ....................................................................................

Any Other Relevant Information ..........................................................................

Applicants Name (BLOCK CAPITALS PLEASE) ...................................................

Address ...............................................................................................................

............................................................................................................................

Telephone Number ...............................................................................................

Invoicing Name ....................................................................................................

Address ...............................................................................................................

............................................................................................................................

Signed ...................................................  Date .....................................................

Position held ........................................................................................................

FOR OFFICE USE ONLY

Agreed by ………………………………….

Booking Confirmation Sent:

Quoted:

Bar/Catering Booked:

.......................................

............

.............................…..
NO SMOKING – THANK YOU

The Hirer must be over 18 years of age and a responsible adult must be on the premises for the duration of the event for which the College has been hired.

The Hirer undertakes to see that the facilities booked are left in a clean state by the expiration of the function and that all tables will be wiped down and chairs restacked, floors cleaned and swept where necessary and toilets left in a clean state.  In the event of the cleaning not being satisfactory, the Hirer will be charged for excess cleaning.

The Hirer will undertake to see that the guests vacate the premises by the time stated.  Should a function finish earlier than arranged, a responsible person must stay on the premises until the time arranged for the site officer to arrive.

The Hirer will, during the period of the hiring, be responsible for the supervision of the premises, the fabric and the contents, their care, safety from damage, however slight or change of any sort and the behaviour of all persons using the premises whatever their capacity, including proper supervision of car parking arrangements so as to avoid obstruction of the highway.  In the event of damage to the Hall, the Hirer must pay all costs for repairing or replacing any equipment, furniture or structure.

The Hirer shall provide the correct number of Stewards, one per 50 visitors, which must be provided for functions where members of the public pay admittance.

If the Hirer wishes to cancel the booking less than 48 hours before the date of the event and the College is unable to conclude a replacement booking, a cancellation fee will be levied - £50.00.

A security deposit of £50 will be levied and is payable in advance of the booking

In order to secure the bar licence for a function, there will be a charge of ₤30.00 payable in advance of the booking.

Please note that the Public Entertainments Licence covers the hours 10am to 12 midnight only (excluding New Year’s Eve).  Number of persons permitted by this Licence is 300 seated and 250 for a dinner/dance.  Please ensure that NONE of the corridors or emergency exits are blocked.

At the end of the hiring, the Hirer shall be responsible for leaving the premises and surrounds in a clean and tidy condition, and any contents temporarily removed from their usual positions properly replaced, otherwise Sawtry MultiTask shall be at liberty to make an additional charge.

Sawtry MultiTask reserves the right to refuse any booking they consider unsuitable. In compliance with the Health Act 2006 Sawtry Community College is a non-smoking establishment.  Smoking is prohibited at all locations within the boundaries of the college site including car parks and entrance roads at all times.  Thank you for your co-operation.

