Request from a member of the Department

 to use Cybercafé or Meeting Room facilities 

for functions. 
	Group
	

	Reason for Function 
	

	Date:
	
	Time from
	Time to

	Location (please ()
	Cybercafé

Unilever Foyer

Other/Specify



	Anticipated number of people
	

	Will they all be members of the Department?  

Yes/No.

	Who will be responsible for meeting guests at the door and escorting them in and out of the building 

	No charge can be made for entrance

	What will be provided 

(all that apply

Food

Alcohol 

Music: Amplified/non Amplified
Entertainment
	Please give details

	Name of Senior Academic responsible for function
	

	Signature of above
	

	Office use only

Use authorized by
	


Please note:

· Provision of food: 
· Due to the risks involved, except in the case of Light refreshments (low risk foods) such as Hot & cold beverages, Biscuits, Nuts or crisps, which can be arranged through the Cybercafé, Only use catering from companies on the University’s preferred suppliers list. This can be found at http://www.unicen.cam.ac.uk/food-safety.  Further help and guidance can be sought from the Catering committee via smb28@cam.ac.uk or catering@ch.cam.ac.uk 
· No food is to be left out over night
· When ordering alcohol, be aware of the Department policy on
Alcohol and limits, more information available at 
http://www-ch-int.ch.private.cam.ac.uk/staff-resources/arcr2009/alcohol 

· Under no circumstances is anyone to enter ANY of the Laboratories if alcohol has been consumed
· All tidying up must be done at the end of the event.
· Bins must be emptied (Bags will be provided)

· Tables are to be wiped clean

· Except by prior arrangement

· Tables and chairs must be returned to usual setting ready for opening next day.

· No parking is available on site.

· No music to be played after 11:30.

· Absolutely no smoking in any part of the building, including the outside terrace.

· No external doors are to be opened except with the express permission of Security.

· Make sure your guests are aware of the procedure in case of emergency
