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Many thanks for your time. Your help to compile this list is very valuable to us. 

By completing the form you will help to bring the space you have available for hire to the attention of potential customers. 

By post to:

Katherine Nightingale, Fenland Arts, March Town Hall, Market Place, March, Cambridgeshire PE15 9JF 

By email to: info@fenlandarts.org.uk (you can download a copy of this form from the Links section on the home page of our website: www.fenlandarts.org.uk)

By phone:  01354 652769 or 07928 486596
The information provided will be collated and made available on Fenland Arts’ website and it will be stored by Fenland Arts on computer and updated periodically. Please read our Privacy Policy on our website.

Please complete as much of the form as you can. Thank you.

Location and contact details:
	Venue name
	

	Venue address
	

	Contact Address 

(if different from above)
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Please tick this box if you do not wish this address to be published 


	

	Contact phone number
	

	Contact fax number
	

	Contact email
	

	Venue website
	

	Body responsible for venue
	

	Clearly signposted from the road and on the building itself
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Yes    
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No

	Please describe parking available and public transport to the venue


	

	Please give brief details of any restrictions on the times when the venue is for hire
	

	
	


Licensing

The venue’s Premises Licence includes:
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plays




Yes 
No  
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film shows


Yes
No
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indoor sporting events


Yes
No  
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live or recorded music


Yes
No  
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dance



Yes
No             
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The venue holds a Performing Rights Society licence

Yes
No
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The venue has a Public Performance Licence

Yes
No

Health and Safety

The venue has:
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A Children and Vulnerable Adults Protection Policy

Yes
No
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Up to date risk assessments for fire and electrical safety

Yes
No
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Clear information for hirers on fire and electrical safety

Yes
No
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A current inspection certificate for any gas/lpg installations

Yes
No

Access
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5.1
Is there level access to the Venue’s main entrance?

Yes 
No  

5.2
If no, please describe any alternative entrance arrangements available to wheelchair users.

[image: image29.emf] 

 


Individual Spaces

If the venue has more than one space available for hire, please complete this section separately for each space.

	Name of space:
	

	Capacity:
	

	Description:

(please include details of access for wheelchairs etc., the types of activity for which it is suitable, chairs and tables, equipment available, catering facilities, whether it has a stage, stage lighting etc, whether it can be blacked out.) 
	


	Name of space:
	

	Capacity:
	

	Description:

(please include details of access for wheelchairs etc., the types of activity for which it is suitable, chairs and tables, equipment available, catering facilities, whether it has a stage, stage lighting etc, whether it can be blacked out.) 
	


	Name of space:
	

	Capacity:
	

	Description:

(please include details of access for wheelchairs etc., the types of activity for which it is suitable, chairs and tables, equipment available, catering facilities, whether it has a stage, stage lighting etc, whether it can be blacked out.) 
	


HIRE FEES
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10.1
What is the standard hourly hire fee for this space?
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10.2
Do you offer concessions for ‘not for profit’ or other bookings?
Yes
No

10.3
If ‘yes’, please say what the rate is and for whom is it intended
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10.4
Is preparation and clearing up time included in the hire charge?


10.5
Please note briefly here any items of equipment or services you offer that incur an additional cost.


10.6
Finally, please add here anything you think is distinctive about your venue / space or anything you think makes it particularly attractive to users, e.g. setting, acoustics. 

11. DECLARATION

11.1
I confirm that the information given above is correct, to the best of my knowledge and belief

	SIGNED
	

	PRINT NAME
	

	POSITION WITHIN ORGANISATION
	

	ON BEHALF OF
	

	DATE
	


On behalf of The Fenland Arts Association, I would like to offer our thanks for your time in completing this questionnaire.

It is only through people and groups like yours that we are able to publish this information and so help you generate income, revenue and interest in your Venue.

Please do let other venues know about this, or ask them to get in touch. Thank you.
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