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Room Hire Terms & Conditions 
Quick Guide for Hirers (Summary) 

 

This page is a summary only. The full Terms & Conditions apply. 

Bookings & Payments 

• Booking are taken via HallMaster. Full room hire fee is due at booking, or 7 days 

before the event (whichever is later). 

• No transfers or subletting. 

Cancellations 

• 5 working days before: Full refund 

• 48 hours–5 working days: 50% fee 

• < 48 hours: 100% fee 

• If we cancel for reasons beyond our control or for safety/legal reasons, we’ll refund 

fees paid or offer to reschedule. 

Using the Venue 

• Keep within agreed times, capacities and room(s). Leave the room as found; 

cleaning charged at £40/hour + materials if extra cleaning is needed. 

• No smoking or vaping anywhere. 

• Alcohol sales are not permitted. Food/drink only with our prior permission. 

• No illegal, unsafe, extremist or disruptive activities. 

Health & Safety 

• Provide a risk assessment on request. Keep exits and corridors clear. 

• Fire: follow our briefing on arrival; assembly point is rear car park by large fence. 

• First aid kits: main reception (No. 19) and ground‑floor kitchen (No. 21). 

• Report accidents within 48 hours to the Centre Manager (form at reception). 

Equipment 

• You are responsible for your equipment. Portable electricals must be PAT‑tested. 

• Do not fix anything to walls/ceilings or alter electrics/layout without written consent. 

Parking 

• As we are unable to offer parking at the venue, do not park at the rear without our 

prior permission. Vehicles are left at owner’s risk. 

Liability & Insurance 

• You must take reasonable care and indemnify us for loss/damage caused by you or 

your attendees. 

• Please hold Public Liability Insurance of at least £1,000,000 (or £5,000,000 for 

public/open events). Vendors attending must also be insured/licensed. 

• We are not liable for loss of profit or indirect loss. We do not exclude liability for 

death/personal injury caused by our negligence or for fraud. 

Contact 

Email: enquiries@19wilsonpatten.com | Tel: 01925 483069 


