Savannah Rapids Pavilion (SRP) and

Canal Head Gates Buildings

3300 Evans-to-Locks Road

Martinez, GA  30907

706-868-3349

Policies, Procedures and Rental Rates
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The Savannah Rapids Pavilion is a 25,000 square foot multi-purpose banquet and meeting facility capable of accommodating groups that range in size from 12 occupants in one room to 750 if you rent the entire building.  The Savannah Rapids Pavilion sits on an 80-foot bluff overlooking the Savannah River offering its clientele the feeling of being in a relaxing, park-like setting.  

The Historic Canal Headgates Buildings are situated along the banks of the Augusta Canal at the Headgates. It shares its 33 acre park with the Savannah Rapids Pavilion.  The Dance Pavilion, Dining Hall and the BBQ Pit have been utilized for recreational purposes since the 1880’s.  They are the perfect site for weddings, receptions or family reunions.  Even in the middle of summer, the river breezes keep this area comfortable for any type of event.

Facilities can be rented through the Sales Office located in the Savannah Rapids Pavilion at 3300 Evans-to-Locks Road, Martinez, GA 30907 and can be reached by calling (706) 868-3349 or found on the County website at www.columbiacountyga.gov.   No weekend tours are offered, but walk-ins are welcome Monday-Friday 8:30 AM – 4:30 PM.  


Directions from I-20 :  




I-20 to Exit #200




Turn right at the bottom of the ramp




Go to Stevens Creek Road and turn right at traffic light (Augusta Back Neuroscience at corner)




Go approx. 3.5 miles to the flashing red light and turn on Evans-to-Locks Road

Evans-to-Locks Road dead ends at the Savannah Rapids Park

Rental Procedures

All agreements are between the Renter and the Columbia County Rental Facilities & Venues Department.  Any failure by a renter to comply with all of our guidelines will result in loss of all or a portion of the damage deposit.  We strongly suggest that you, the renter, make yourself and any one else helping you, very familiar with all the rules and regulations contained in this information packet.

· A signed Rental Application and a deposit of 50% of room rental fee are required to guarantee a room and date.  Full payment may be required for events booked less than two months before event date.    

· If additional time is required beyond the specified time, there is an extra fee charged for each additional hour.
· The remaining rental balance, damage deposit, and miscellaneous charges are due 60 days prior to the event date. 
· A 10% penalty fee will be incurred if final payment is not received before the 60 day required deadline. 
· Damage deposit refund will be processed when the Sales Office has confirmed that all contractual requirements have been fulfilled.  A check-out sheet must be completed and signed by the Manager on Duty before leaving the facility.

· Refund of damage deposit will be issued by Columbia County Finance Department and received approximately 10 - 15 business days after function date.

· No props, decorations, linens, or any other item used for an event can be delivered early or stored after an event. 
· Final details and floor plan must be received more than 48 hours before your event.    

· Items left behind are not the responsibility of Columbia County.
· Deputies are required at all events serving alcohol and events with minors aged 13-21.  All deputies are to be paid by the renter.  Scheduling of the deputies is handled by the Sales Office.  More than one deputy may be required depending on type of event and number if guests.
Cancellation Policies
Savannah Rapids Pavilion (SRP)
1. All cancellations must be made in writing to be accepted and processed.

· If the event is cancelled within 24 hours of contract signing, 100% of payment is returned.

· If the event is cancelled 2-59 days prior to event, the entire rental fee is lost – the kitchen usage fee and refundable damage fee will be returned, if paid.  

· If cancellation is 60-119 days prior to event, fifty percent (50%) of rental fee is lost.
· If cancellation is 120 days or more prior to event, 100% of monies paid minus $25 administrative fee is refunded. 
· If contract signing is less than 60 days prior to the event, a 24 hour grace period is offered.  After that all existing cancellation deadlines apply. 

· Emergency military deployment will exempt renter from cancellation penalties except the $25 administration fee.
2. The event date can be changed one time if the event is more than 120 days away. Full payment is due upon making that change. 
3. If the date is changed and then cancelled, then no refund will be made and the entire rental fee is lost or due if not already paid.  Damage deposit, kitchen usage and any other ancillary fees are refunded.
4. Corporate functions (Mon-Fri, 8 AM - 5 PM) must be cancelled at least 1 week prior to the event date to avoid penalties.  For functions booked for more than 3 consecutive days, cancellation must be 30 days prior.  
Dance Pavilion (DP) and Dining Hall (DH)
1.  All cancellations must be made in writing to be accepted and processed.

· If the event is cancelled within 24 hours of booking, 100% of payment is returned.

· If the event is cancelled 2-5 days prior to event, the entire rental fee is lost.
· If cancellation is more than 6 days prior to event, 100% refund minus $25 administrative fee. 
· If the renter is a no-show, only the damage deposit will be refunded.

2. If the renter has also rented a room in the SRP, then the renter is held to the SRP cancellation policy stated above.
House Rules and Regulations

Alcohol and Bartenders:
· Delivery and pick up must be done during the specified rental time as dictated by the renter.

· When using a refrigerated tap, please monitor the drip bucket to avoid spills.

· SRP will provide mats to be placed at the bar area to avoid spilling on the floor, upon request.
· For events on the main level of the SRP, no SRP glassware is allowed to be dispensed from the bar, plastic must be used or rentals brought in.

· Ice is offered for use on the bar in all SRP rooms except the Red Cedar room.

· All clean-up and trash removal of the bar area is expected to be done by the bartending staff unless other arrangements have been made. If special arrangements have been made, then inform the Event Coordinator.

· BYOB is never permitted.

· All events serving alcohol must have at least one deputy (possibly more) present from the beginning of the party through the clean-up hour.

· If alcohol is sold by the drink or by ticket, then the renter must have a County and State alcohol permit.

· Anyone working the bar must be at least 21 years old.

Caterers:
· The renter is responsible for ensuring the caterer follows all the rules and regulations and should give the caterer a copy of the House Rules and Regulations.

· The caterer must check in and check out with the Event Coordinator.

· The Event Coordinator has a checklist and instructions on how to operate and clean-up the kitchen.

· Deductions from the renter’s Damage Deposit will be taken if caterer fails to follow the House Rules and Regulations.  

· Items not included include serving utensils, water pitchers, salt/pepper shakers, linens, chafing dishes, sterno, or other serving/preparation supplies.

· Children under the age of 16 are not allowed in the kitchen.

· A coffee urn can be checked out at no cost.

Clean-Up Responsibilities for Renters and Caterers: 

· All clean up must be completed by the end of the rental time indicated on the contract.

· Damage deposit deductions will occur if all clean up requirements are not met.  A Check-Out sheet must be completed to assure refund of the damage deposit.  

· Load-in, set-up, and clean-up are to be done during the specified rental time.  

Room clean-up:
· The renter is responsible for cleaning up the room that was used.  
· All debris larger than a dime must be removed from the floor.
· All trash generated by the event must be taken to the dumpster on-site at the end of the rental.
· All linens that have been rented from the Savannah Rapids Pavilion should be left on the tables and will be removed by the Event Coordinator.
· Leave tables and chairs in place.
· Any decorations (including staging, drapes, AV equipment, etc.) must be removed from the building.
· If your set up was more extensive than most, you may need to end your event more than 60 minutes prior to the end of rental to accomplish a complete clean up/breakdown.
· Boxes need to be broken down before putting in dumpster.  Fund-raising events must remove boxes from the site.

· If the portable bar is used in the Loblolly Pine Room, it must be wiped down and must be left dry.

Kitchen clean-up:
· All self caterers are to adhere to the kitchen rules, the same as a professional caterer.

· Renter/Caterer must bring hand dishwashing detergent, paper towels, potholders, and cleaner for countertops.

· All counters, appliances and sinks must be wiped down prior to departure.  

· Refrigerator must be emptied and wiped out.
· Leave the mopping until the end of the check-out time.  Floors must be clean mopped before departure.

· Silverware must be sorted by type and put in the appropriate container, doubled-washed, and returned to the china closet.

· If the deep fryer is used, all oil is removed and fryer is boiled out by the caterer or client.

Communication:
· In order for an event to go smoothly, the Event Coordinator must be able to speak with the renter during the event.  If English is not spoken by the renter, then the renter must have an adult who speaks English designated to assume this responsibility.  This individual must be present during the whole rental time.

Damage Deposit deductions can be caused by:
· Breakage, damage, and/or loss of items from kitchen or facility.

· Entry before specified rental time and/or departure after rental time.

· Violation of rules by renter or vendors contracted by renter.

· Destruction of facility or other Columbia County property.

· Failure of renter and caterer (if used) to check out with the Event Coordinator.

· False fire alarm pulled by a guest of an event. (Total loss of damage deposit)
· Misrepresentation of use of facility.

· Any damage or vandalism done to the water feature in the lobby of SRP.

Decks:
· Always public access.

· No furniture or grills.

Decorations:
· Nothing causing permanent damage may be used in any facility:

· All decorating must be done during the specified rental time on event day.

· Candles are allowed but must be enclosed in glass (e.g., votive candles, floating candles, etc.).   When lit, flames must burn below the rim of the glass enclosure.

· Candelabras may be lit for ceremonies only.  Smokeless, drip-less chase candles must be used. Smokeless and drip-less Unity candles may only be lit during ceremonies.

· Nothing can be hung from sprinkler piping.
· No real flower petals may be scattered inside and no artificial flowers may be scattered outside.  Artificial flowers may be scattered inside, but all must be picked up during the clean-up hour.

· Pyrotechnics/fireworks including sparklers are strictly prohibited.  

· No hay, straw, or sand is allowed inside any facility.

· No nails, staples or tacks can be used.  ONLY blue (sensitive wall) masking tape is allowed on the walls but must be removed carefully.  Push pins are allowed only along the top ledge of window trim; not on the face. Poster putty can be used only on walls, not on chairs.  No double sided tape is allowed.

· Confetti, glitter, silly string or similar items are strictly prohibited.  

· Any item that is “sprinkled” on tables is strictly prohibited. (Sand, shiny confetti, pebbles, etc.) 

· Fog machines are only allowed at outdoor facilities.

· Birdseed or ecology safe rice is allowed but must only be thrown outside of the building.  

· Bubbles are strictly prohibited inside or outside all rental facilities.

· All decorations must be removed during the last hour of rental.   Nothing may be left behind for pick up at a later time. 

· Floors must be left in a vacuum-able condition.  Anything larger than a dime must be swept up, by the renter, during the last hour of rental.

Fire Codes and Regulations:

· All indicated fire aisles and exits must be barrier free.  The Event Coordinator and/or Fire Marshal must approve of room arrangement or the event will be closed down.
· No barbecue grills or tandori ovens will be allowed to be set up closer than 35’ from the building.

· No event will take place if the guest count exceeds the allowable number in any given room.
Floor Plans and Final Details:

· Final details and floor plan must be received more than 48 hours before your event.   No changes will be made.  Minor changes may be made if approved by the Event Coordinator on the day of the event.

· Movable walls will not be moved during the event.
· Number of chairs per table will not exceed 8 per round or rectangular table.
Florists:

· Delivery and pick up must be done during the specified rental time as dictated by the renter.

· In all cases, the florist is responsible for cleaning after the delivery or construction of arrangements.  

· Removal of any pots, plants, or any other props is required during the last hour on the day of the event.  No items will be stored.

General:  

· All Columbia County facilities and property are non-smoking.

· All parking is first-come, first-serve.  No parking spots will be reserved.

· Items left behind are not the responsibility of Columbia County.
· Load-in, set-up, and clean-up are to be done during the specified rental time.
· Final detail gathering may include appointments with Event staff prior to the event date.
Hours:   

· All rentals are consecutive hours and events must end by midnight.

· With a 12-hour rental, additional hours can be purchased at $50 per hour.

Kitchen:  

· Unless one group rents the Grand Ballroom, the kitchen will likely be shared. 

· Kitchen usage for the Grand Ballroom, Rapids Room, and Combination Room is $150 and includes the use of the china, flatware, and water and wine goblets.  On Saturday, the kitchen usage for the Grand  Ballroom is included with the rental fee.

· Loblolly Pine rental includes use of its kitchen. 

· Red Cedar Room offers no kitchen facilities.  

· Only a sink and small prep area are available in the Dining Hall. 
Lights:

· Lights must be kept on at a reasonable level as determined by the Event Coordinator and/or deputy on duty.  At no time will an occupied room be allowed to be completely darkened.
· Lighting on the upper level of SRP can only be adjusted by the Event Manager.

· Security lights must be on at all times.
Lobby:

· The lobby area is not a rentable area.  It will remain open to the public as a common area that is to remain available for all patrons in the building.  The renter’s area starts at the door to the rented room.
· No lobby furniture is to be moved.
Music:

· Only groups renting the entire upper level may use a band.

· Delivery and pick up must be done during the specified rental time as dictated by the renter.

· Any mess made during the set-up or load-in is the responsibility of the band/DJ.

· If the noise level makes it impossible for other parties to co-exist, you will be asked to turn it down.  If the level remains too high, your music will be stopped without refund.

· All break-down must occur during the last hour of rental.

· A pig tail adapter can be rented for $35, if needed.

Noise:

· A decibel reader will be used to determine whether or not the noise levels are acceptable if there are complaints.  
· It is understood that daytime (Monday-Friday) events held during business hours, will have moderate noise levels.  If your group has something different in mind, please describe your plans when booking. 

· If your group makes it impossible for other groups to conduct their meeting, you will be asked one time to stop the disruptive behavior.  If the disruptive behavior continues, your group will forfeit all rental fees and be asked to leave the building immediately.

· Air horns, noisemakers, etc., are strictly prohibited unless the entire building is held by one client.

Open to the Public Events (e.g., festivals, fundraisers, etc.):   

· Any events that are open to the public will require a $2 million liability policy listing the Columbia County Board of Commissioners as a secondary insured.

Security:

· The Sales Office schedules deputies and fire marshals, if needed, but the renter pays the deputy/fire marshal on the day of the event.  More than one deputy could be required at larger events.

· Events for ages 13-21 are required to have a deputy assigned. 

· All events with more than 60 guests and/or all events having alcohol must have a deputy assigned. 
Larger events will require more to be in attendance.

· Deputies are to be present at the beginning of the party through the clean up time.
· At no time is any room allowed to be completely dark if it is occupied.

· The renter needs to be prepared to pay additional security the night of the event, if additional deputies are warranted due to unexpected additional guests or undesirable behavior of guests.

· Any vulgar or offensive behavior by a guest could result in your event being stopped.

 Vendors:

· All vendors are expected to adhere to the renter’s specified times.

· Staging or portable dance floors must be removed from the facility during the clean up hour on the rental date, even on the weekends.
Wedding Rehearsal Time:  

· One hour of free time is offered prior to the scheduled event date, if available.  

· The offered space may be different than the room that has been rented for the event.

· If a desired rehearsal requires a guaranteed date and location, a rental is necessary.  

· Blocking a specific room without a contract and payment is not permitted.

Decorating Do’s and Don’ts

Nothing causing permanent damage may be used in any facility.

All decorating must be done during the specified rental time on event day.

1.  Candles are allowed but must be enclosed in glass (e.g., votive candles, floating candles, etc.)   Flames must burn below the rim of the enclosure.

2. Candelabras may be lit for ceremonies only.  Smokeless, drip-less chase candles must be used
3. Drip-less Unity candles may only be lit during ceremonies.

4. Nothing can be hung from sprinkler piping.

5. Pyrotechnics/fireworks are strictly prohibited.  No hay or straw is allowed inside any facility.
6. No nails, staples or tacks can be used.  ONLY blue (sensitive wall) masking tape is allowed on the walls but must be removed carefully.  Push pins are allowed only along the top ledge of window trim; not on the face. Poster putty can be used only on walls, not on chairs.  No double sided tape is allowed.
7. Confetti, glitter, silly string or similar items are strictly prohibited.  Any item that is “sprinkled” on tables must get prior approval before use.  Fog machines are only allowed at outdoor facilities.

8. Birdseed or ecology safe rice is allowed but must only be thrown outside of the building.  

9. Bubbles are strictly prohibited inside or outside the SRP.

10. All decorations must be removed during the last hour of rental. Nothing may be left behind for pick up at a later time. 

11. Floors must be left in a vacuum-able condition.  Anything larger than a dime must be swept up, by the renter, during the last hour of rental.

Savannah Rapids Pavilion, Dance Pavilion, and Dining Hall Rental Rates*
*These rates were approved in May of 2008 by the BOC.   SRP offers a 20% Non-Profit discount from Sun – Wed.
	
	Damage Deposit
	Rental Fees – After 5pm

	
	(refundable)
	12 hours

	Entire Building*
	           $500
	$3,000 (Saturdays  incl .kitchen & china)

	Grand Rapids Ballroom*
	           $500
	$2,250 (Saturdays  incl. kitchen & china

	Sunday - Friday

	
	
	6 hours
	9 hours
	12 hours

	Grand Rapids Ballroom *
	            $500
	$1,250
	$1,600
	$1,800

	Grand Rapids Room *
	            $350
	$   900
	$1,200
	$1,400

	Combination Room *
	            $250
	$    475
	$   550
	$   650

	White Oak Room *
	            $150
	$    300
	$   400
	$   450

	Sycamore Room *
	            $100
	$    150
	$   165
	$   175

	Loblolly Pine Room
	            $200
	$    450
	$   540
	$   625

	Red Cedar Room
	            $100
	$    225
	$   260
	$   300

	Canal Buildings – Rates include damage deposit

	Dance Pavilion
	$360 for 1st 4 hours
	$15.00 for additional hours

	Dining Hall
	$210 for 1st 4 hours
	$15.00 for additional hours

	Dance Pavilion + Dining Hall
	$385 for 1st 4 hours
	$15.00 for additional hours


                                       * Kitchen usage fee ($150) applies only when utilizing upper level kitchen.
                                   * Sycamore and White Oak are not available on Saturdays- unless 30 days prior to event.
Please note:  There are no clothing changing rooms available with the rental of the Dance Pavilion or Dining Hall
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