
 
 

 
Meeting Room Hire – Terms and Conditions 

 
1.​Booking and Confirmation 

 
●​ All bookings must be confirmed in writing and are subject to availability. 
●​ A signed agreement and deposit (if applicable) are required to secure the 

booking. 
●​ Provisional bookings will be held for a maximum of 7 days. 

 
2. Use of the Meeting Room 

●​ The room must only be used for the purpose stated at the time of booking. 
●​ Sub-letting or transferring the booking to another party is not permitted. 
●​ The hirer must not exceed the agreed capacity of the room. 

 
3. Access and Duration 

●​ Access is granted only during the agreed hire period. 
●​ Early access or overrunning the booking time may incur additional charges. 
●​ All equipment and personal belongings must be removed at the end of the 

hire. 
 

4. Parking 
●​ A maximum of 5 parking spaces are available per booking and must be 

requested in advance 
●​ Vehicles exceeding this limit will need to make alternative parking 

arrangements nearby. 
●​ We strongly encourage car sharing to reduce congestion and 

environmental impact. 
●​ The venue is not responsible for any damage or loss to vehicles parked on or 

near the premises. 
 
5. Payment Terms 

●​ Full payment is due [insert number] days before the event. 
●​ Non – Members may be required to pay in full at the time of booking. 
●​ A refundable security deposit may be required. 



6. Cancellations 
●​ Cancellations must be made in writing. 
●​ Cancellation charges: 

o​ 14–7 days before: 50% of hire fee 
o​ 7–1 day before: 75% of hire fee 
o​ Less than 24 hours: 100% of hire fee 

 
6. Damage and Cleanliness 

●​ The hirer is responsible for any damage caused during the hire period. 
●​ The room must be left in a clean and tidy condition. 
●​ Additional cleaning or repair costs will be charged to the hirer. 

 
7. Health and Safety 

●​ All guests must comply with fire, health, and safety regulations. 
●​ Smoking is not permitted inside the premises. 
●​ Any electrical equipment brought in must be PAT tested. 

 
8. Liability 

●​ The venue is not liable for loss or damage to personal property. 
●​ The hirer is responsible for ensuring appropriate insurance cover for their 

event. 
 

9. Force Majeure 
●​ The venue reserves the right to cancel bookings due to circumstances beyond 

its control (e.g., fire, flood, power failure). 
 


