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Booking form Venue Hire 2024

	Name of Organisation
	

	Title of Event
	

	Date of Event 
	

	Start time (allowing for setting up)
	

	Finish time (allowing for clearing away)
	



Contact details
	Title
	[bookmark: Text5]     

	First name
	
	Surname
	

	Address
	

	Town
	
	Postcode
	

	Phone (daytime)
	
	Mobile
	

	Email
	


Please note you must provide at least one phone number or your email address.

Event Requirements
	Number of people attending
	

	Provision of tea & coffee facilities required
	 

	Lunch* to be booked & time required
	

	Computer/projector/screen 
	

	
Do you require access for unloading?


	

	Do you require accessible parking?
	



Contact and address for invoice for hire charge and *lunch order 
	Title
	     

	First name
	 
	Surname
	

	Address
	

	Town
	
	Postcode
	

	Method of payment:
	In person card payment on day
BACS

	Invoice Fee: 
	Full Day - £200
Half Day - £100
Charity Rate - £100/£50 part day



Please return completed form by email to: 
Sophie Handover (admin officer)  sophie@earthsciencecentre.org.uk


Please note that the information on this form will be stored for 1 Year for reference purposes. After that time, it will be destroyed. For further details please contact us.


Venue Hire Information – 2024

The Somerset Earth Science Centre (SESC) is an education centre and training facility set up and part funded by the Mendip Quarry Producers. We are a registered charity, and funds from venue hire assist with the running costs of the centre. The centre is uniquely situated in a restored quarry area, in a lakeside setting. SESC is accessed via the Wainwright main quarry entrance on the outskirts of Stoke St Michael, approx. 1.5 miles from A361 and A37. There is ample parking on site for 30+ cars and coach drop off and turning facility.
Please advise all attendees to reverse park in the top end of SESC car park, then follow a lakeside footpath to the centre, unless require accessible parking via gate by ramp.

The Centre facilities include: Large main training room overlooking lake, kitchen & m/f & adapted toilets, boot/cloakroom and corridor for display boards and reception/refreshments. The main room is ideal for meetings, training course, events and workshops.  Seating for total of 60 people in theatre style, or up to 30 seated around tables. It is fully equipped with audio visual capability (i.e. projector, screen and speakers) with Wi-Fi. There are fixed white boards/pens available.  This room has a serving hatch to the kitchen. The classroom also has access to outdoor areas for breakout with sheltered decking, benches and picnic tables overlooking the lake. Circular footpath walk around the lake, see map at entrance.  

Please note mobile phone signal is poor at the centre. For emergency contact, please use landline number below. A telephone is in the kitchen for emergency use. You are welcome to use our Wi-Fi to make calls over the internet. 
Wi-Fi code: sciencecentre (lower case no space)

Refreshments/Catering facilities
Lunches – buffet style from local supplier available to order at approx. £12.50 pp. (Please contact the Centre for more information on options and pricing. Please note, special diets may incur a surcharge). 

Kitchen - (shared with staff during working week, serving hatch to close during event).
Please bring your own tea, coffee and milk, unless discussed for SESC to provide. 
Kitchen facilities: Kettle, 1 x 5-litre thermos drinks dispenser, 2 x 2Lt vacuum pumps dispenser, and a 35-litre hot water urn.  3 x Tea pots and an 8 cup cafetiere. Cups/saucers for 40, 30+ mugs, 40 x cutlery, 40 soup bowls, 30 glasses. Microwave, toaster and oven/hob for your use but no dishwasher. We would appreciate it if you could please wash up after yourselves and leave the kitchen clean and tidy as well as wiping down surfaces after use (cleaning equipment in the cupboard under the sink).   Mop & other supplies if needed in adapted toilet cupboard.  
Cancellations can be made up to 1 week before date of meeting. If later, you may be charged for lunch costs if they have been ordered from a caterer.

Venue Hire Fees 
Corporate Users: £200 per day (8.30am-4.30pm) – discuss fee for outside of these hours.
£100 half day morning or afternoon or evening.  Please add £1 per head for teas/coffees per day.
Registered charities/not for profit organisations – minimum £100/day or £50 for part day.
Payment please via in person card payment or BACS transfer to “Somerset Earth Science Centre”. 
Bank details: Somerset Earth Science Centre, Nat West Sort code:  60-19-11 
Account No:  25524887. Please reference visit date & group name when making payment.

Accessible parking and access for Centre building: 
Contact centre staff for access via gateway to park outside the SESC, with level access through two doors, all rooms are on one level. There is a level, but uneven gravel surfaced footpath partly around the lake, but this has a bridge and steps at far end.   A level gravel surfaced path access from main car park. The centre is only open by appointment, and if you have booked the venue, it is for your own use. (Centre staff have access to the office during weekdays and are available to assist you if required, please discuss for event involvement/quarry tours).

Disclaimer: The SESC staff cannot be held responsible for valuables left unattended on site or in parked cars.  Any complaints should be directed to the Centre manager. SESC have Public Liability insurance indemnity. 

[bookmark: _Hlk127783361][bookmark: _Hlk100658097]Covid precautions: To keep others safe, please could you sanitise hands upon entering the building. Please can you open windows in the classroom to ventilate the room and to close them at the end of your booking.  Please wipe down kitchen with antibacterial spray at the end of your booking, and ensure toilets are flushed.   Thankyou.

Closing Up: Please check all lights, Urns and IT equipment are turned off.  We will arrange locking up at end of the event if you have informed us of leave time as discussed on booking.

Contact:
Adel Avery (Business Manager): adel@earthsciencecentre.org.uk
Phone: 01749 840156
Office Hours: 8.30am-4.30pm Mon-Fri.
Website: www.earthsciencecentre.org.uk

Registered Charity Number: 1122738
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