
 
 

TERMS AND CONDITIONS 
 
The following Terms and Conditions are designed to ensure that both parties to the contract clearly understand their 

contractual and legal obligations.  
 

 

 Charges and Payment Terms 

1. The Venue reserves the right to charge a deposit on the signing of the Contract.  Should a deposit or pre-payment be required for 

any Event, this will be specified in the Contract. Additional deposits may be required where the Client requests substantial 

additional facilities and services for their Event. 

Unless otherwise stated in the Event Contract, or where the Client is not granted credit, standard payment terms will apply. Our 

standard payment terms are that the Client pay in full at least two weeks ahead of the Event. 

2. Any charges, which are agreed and additional to those stated within the Contract, shall be paid to the Venue either prior to or 

on the day of the Event unless credit facilities have previously been agreed 

3. Payment may be made by BACS, cash or Credit Card,  the details of which must be provided at the time of confirming 

the booking and returning the Contract. Cheques should be made payable to Faber and Faber Ltd. and be made in 

pounds sterling. 

4. If payment terms are not complied with, or if payment is not made, this Agreement shall be terminated without notice and the 

Venue may cancel the Event without liability, and retain any deposit. The Event is not secured until all payment terms have been 

complied with. 

5. The prices quoted on the Contract are inclusive of VAT at the current rate unless otherwise stated and will be subject to 

alteration should the rate of VAT change before the date of the Event.  

 

Confirmation by the Client 

6. All bookings are considered as provisional until both the Client and the Venue sign the Contract. Once both parties sign the 

Contract, all such facilities and services reserved by the Client will be subject to the terms and conditions of the Contract. 

7. The signed Contract must be returned by the Client and received by the Venue at least 14 days ahead of the Event. If such time 

is not available prior to the start of the Event, then the Terms must be agreed within such time as is feasible, using email, fax or 

post.. If the Venue does not receive the Contract within this period, the Venue reserves the right to release the provisional booking 

and re-let the facilities. 

8. Pricing will be agreed with the Venue at the time of signing the Contract and will be identified in the Contract.  Final timings, 

menus and any special requests must be confirmed to the Venue at least 14 days prior to arrival. Final numbers must be notified to 

the Venue at least 7 days prior to arrival or at the time of confirming the booking if the Event is less than 7 days from arrival.  

Amendments by the Client 
9. Any amendments to the arrangements listed in the Contract must be notified verbally to the Venue at the earliest opportunity and 

subsequently confirmed in writing to the Venue.  

10. Any requests to change the Contract must be made to the Venue in writing. The Venues will then confirm whether these changes 

are possible. Should it be necessary for you to amend the Contract, the Venue may need to amend the Total Charges on the invoice, 

or on rare occasions decline the booking, depending on changes made. 

11. Should the Client wish to increase the number of guests attending the Event to in excess of the contracted number, the Venue 

will use all reasonable endeavours to comply with such a request subject to availability of accommodation, facilities and services 

but will not be liable should it fail to do so. If the invoice has already been paid, the Venue will send an invoice for the extra costs 

in accordance with requests from the Client for increased facilities and services. Alternatively a new invoice will be issued.   

12. The final details of your Event will be agreed with you prior to the Event. 

Cancellation by the Client 

13. In the unfortunate circumstance that the Client has to cancel or postpone the confirmed booking at any time prior to the Event, 

the Venue will make every reasonable effort to resell the facilities on the Client’s behalf. Any cancellation, postponement or partial 

cancellation should be advised to the management of the Venue in the first instance verbally. All cancellations must then be 

confirmed in writing by the Client to the Venue within 48 hours and will be held as effective from the day of receipt. 

14. The Venue’s cancellation policy is to levy the following cancellation charges based on the Total Event Charge plus any other 

costs that have been incurred by the Venue on behalf of the Client: 

Cancellation Charges  
15. Within 7 days of arrival 100% of the Total Event Charge plus any costs described above. Cancellation charges may be reduced 

in circumstances where the Venue has been able to secure alternative business at a value or values in excess of the amount of the 

cancellation charges payable. Definitive cancellation charges due can therefore only be confirmed to the Client after the intended 

date of the Event.  



 
 
16. The Client acknowledges that the cancellation terms set out above represent a reasonable pre-estimate of the damages likely to 

be suffered by the Venue in the event of cancellation or reduction and that they are not intended to operate as a penalty. 

Amendments or Cancellation by the Venue 

17.  The Venue may cancel the Event at any time prior to or during the Event without penalty in the following circumstances: 

a. The Venue, subsequent to the signing of the Contract, has reason to believe the booking might prejudice the reputation of the 

Venue. 

b. The Venue receives evidence of any adverse alteration in the Client’s financial situation. 

c. Should any guests attending the Event behave in any way considered to be detrimental, offensive, and contrary to normal 

expected standards of behaviour. In such instances the Venue will retain all monies paid to date and render an account to the 

Client for all additional charges incurred. 

d. The Client is in breach of any of the terms of these terms and conditions and does not comply with the payment terms.  

18. The Venue will not be liable for any failure or delay in providing facilities, services, food and beverages as a result of Events or 

matters outside its control, (including but not limited to fire, storm, explosion, flood, Act of God, action of any Government or 

Governmental agency, shortage of materials or goods, strike or lock-out.) 

19. Should the Venue, for reasons beyond its control, need to change the Event arrangements then it will use all reasonable 

endeavours to offer the Client alternative comparable facilities at no additional cost or liability. In these circumstances the Client 

may accept the alternative facilities or decide to cancel the Contract (without penalty) and accept the return of the deposit and any 

other monies paid in advance of the Event. This is the limit of the Venue’s responsibility. 

Punctuality 

20. The Client agrees to commence the Event promptly at the time agreed with the Venue and to procure that those persons present 

at the Event vacate the rooms allocated to them at the time agreed between the Client and the Venue. 

21. The Client agrees to ensure that the Venue’s facilities for the Event are cleared of all materials and equipment brought into them 

(other than by the Venue and only in agreement with the Venue) for the Event by the complete technical vacate time as agreed at the 

time of signing the Contract. In default, the Client will pay a further charge to the Venue for any excess period proportionate to the 

Total Projected Charge plus any other costs, charges or expenses payable by the Venue to any subsequent customer due to disruption. 

22. The Client agrees to ensure that all guests and/or contractors will only use the space specified in the Event Schedule above.  The 

Venue reserves the right to charge the Client for any damage or costs incurred by guests and/or contractors outside of the agreed 

space. 

Loss or Damage to Property and Persons                                   

23. Save as expressly provided in these terms and conditions, the Venue’s total liability in contract, tort (including negligence or 

breach of statutory duty), misrepresentation or otherwise, arising in connection with the provisions of services in the performance 

or contemplated performance of the Contract shall be limited to the Total Event Charge plus any additional charge as referred to in 

paragraph 2. 

24. The Client is required to carry Public Liability cover with a limit of Indemnity of at least £5m any one claim. The policy should 

include an Indemnity to Principals clause. 

25. The Venue shall not be liable to the Client for any indirect or consequential loss or damage (whether for loss of profit, loss of 

business, depletion of goodwill or otherwise), costs, expenses or other claims for consequential compensation whatsoever 

(howsoever caused) which arise out of or in connection with the Contract. 

26. The Client shall indemnify the Venue, its employees, agents and guests against any loss or liability incurred by the Venue, its 

agents, sub-contractors, guests or employees, or any third party, arising as a result of the Event or any entertainment, services or 

activities organised by the Client (or the Venue on its behalf) in connection with the Event. 

27. Nothing in these terms and conditions excludes or limits the liability of the Venue and/or the Client for death or personal injury 

caused by the relevant party’s negligence or fraudulent misrepresentation.   

28. The Venue reserves the right to exclude or eject any persons from an Event or the Venue premises who it shall reasonably 

consider to be acting in a manner that is unlawful, offensive, threatening (actual or potential) to our personnel.  We will also take 

action if we believe that the behaviour of individuals or an entire party may cause or does cause damage to our property or our 

employee’s property.  In certain instances the Client will be charged for any actual damage caused.  

29. The Venue does not accept liability for loss of or damage to any object, equipment, furniture, stock or other property of any sort 

brought onto the premise by the Client, or hired by the Venue on the Client’s behalf, howsoever such loss or damage may occur 

unless as direct result of the Venue’s negligence and save in the event of the Venue’s negligence, the Client agrees to indemnify the 

Venue for any claim brought against it in respect of equipment hired by it on the Client’s behalf.  The Client acknowledges that any 

objects, equipment, furniture, stock or other property of any sort brought in by the Client will remain under the control of the Client 

and that the Client is responsible for insuring such property. 

30. The Venue is concerned for the Client’s health and safety and that of the Venue.  The Client is asked to consult with the Venue 

management before fixing items to walls, floors and ceilings, or using any form of electric equipment.  Should the Venue be 

required by the Client to supply mechanical/electrical equipment to use at the Event, then the Client shall indemnify the Venue 

against any claims resulting from damage to property or from death or injury to any individuals appointed by the Client, or the 



 
 
Client’s Contractor in using the said equipment, unless such damage, death or injury is caused by negligence or wilful act or 

omission of the Venue or its employees.   

31. Any portable electrical equipment that the hirer wishes to bring in must be PAT tested before it is brought in and clearly 

marked to this effect. In the event that such equipment has not been PAT tested please contact the Venue in advance to arrange 

for the item(s) to be PAT tested.  This is a Health and Safety and insurance requirement. 

32. The Venue is currently unable to accept wheelchair users due to accessibility restrictions and evacuation 

procedures. However, an alternative room on the ground floor of the Venue which is able to accept wheelchair uses 

may be offered, subject to availability. Any visual or mobility impairments should be notified to Faber Creative 

Spaces in advance. 

33. The Client must ensure that the fire safety and evacuation procedures information (as attached in Schedule A to 

this agreement) is passed on to all attendees. 

34.  The Client must present their health and safety policy and risk assessment upon signature of this agreement.  If 

the Client has not undertaken this then he/she will be expected to a) sign a statement agreeing to abide by the 

Venue’s Health and Safety Policy, and b) authorize the Venue to undertake the risk assessment on the hirer’s 

behalf. 
General 

35. The Venue warrants to the Client that all services will be provided using reasonable skill and care. 

36. The Client agrees, on reasonable request from The Venue, to provide details of the names of guests attending the Event, and type 

and agenda of an Event and details of relevant third parties and any other reasonable information pertaining to the Event, which the 

Venue may reasonably require. The Client shall not use any external Contractors or agents without the prior written agreement with 

the Venue. 

37. The Venues reserves the right to ask for contact details and names of any external suppliers for this Event that have been 

Contracted by the Client, such as audio visual companies, theming and entertainment companies. The Client shall at all times remain 

primarily liable for all terms in this Agreement, and shall retain full responsibility for ensuring that external suppliers and/or 

contractors comply with all requirements of the Venue. 

38. No failure or delay by either party in exercising any of its rights under the Contract shall be deemed to be a waiver of that right, 

and no waiver by any party of any breach of the Contract by the other shall be considered a waiver of any subsequent breach of the 

same or any other provisions. 

39. If any provision of these terms is held by any court or other competent authority to be invalid or unenforceable in whole or in 

part, the validity of the other provisions of these terms and any part of the provision in question not held to be invalid or unenforceable 

shall not be affected. 

 

Schedule A 

 

Fire alarm procedure: 

 

On hearing the fire alarm please leave your personal belongings and proceed down the stairs as indicated by the 

safety signs. Do not use the lifts. Exit through the main entrance in reception or through the door at the far end of 

the building. The assembly point is out of the office, turn left and turn left into Bedford Place. 
 


