
New Craven Hall Hire Agreement

Client Details

Event Details
Date: 
Times: 
Hire fee: 

Booking and Payment

A non-refundable 50% deposit is required for all bookings. The requested date will not be booked until the 50% 
deposit has been received and a signed and dated hire agreement has been returned. Initial deposit can be paid by 
either credit or debit card, cash, cheque, or bank transfer. Please note we do not take card payments over the phone 
and this must be considered as part of your own payment schedules. 

The remaining balance is due 1 calendar month before the date of your booking. If we do not recieve final deposit 1 
month before your booking, you will be charged 2% interest on the remaining balance for every week of late payment, 
starting the day after payment is due. 

Any additonal items that you would like adding to your booking need to be selected and 50% paid 3 months before the 
date of your booking. Remaining payment will be added to your final balance. 

If a booking is made less than 6 weeks before the event date full payment is required to secure your booking. 

Any bar tabs paid for as part of a venue hire package before the event date are non-refundable. If you decide to run a 
bar tab on the night of the event you will be invoiced immediately afterwards. On receipt of the invoice you are 
required to settle any bar tab immediately. f this is not paid within 5 working days you will be charged 2% interest for 
every day the invoice is left unpaid. 

Please take into account your own payment schedules. You will still be charged interest for any late payements on 
bookings and bar tabs even if this is stated in your own terms.

Cancellation

In the event that you need to cancel your booking you will need to inform us in writing as soon as possible. All money 
paid towards your booking at this point is non-refundable. If we receive notification of cancellation from you less than 
120 days before the date of your event you will still be required to pay the outstanding balance. 

In the event of cancellation by the venue under any circumstances, immediate notice will be given to the client. If 
cancellation occurs where the venue is responsible (ie structural or legal issues within the control of the venue), refund 
of any payments made will be issued. The venue reserves the right to cancel a booking at any notice and without 
liability should the client be in breach of any of the agreed terms, non-payment of balance within the agreed terms, or 
any other reasonable and unresolvable concern regarding an event or its organiser(s). Please note the venue cannot 
accept liability for any payments made to external persons or suppliers in connection to any booking.

In the instance of a cancellation of an event by the venue as a result of force majeure or Acts of God, the venue 
cannot be held liable for any client's financial loss or additional expenditure. In such cases, we will make efforts to 
allow the event to go ahead or reschedule where possible, but the venue cannot be held liable for any unforeseen 
problems as a result.

Access

Access times are stated at the top of this contract and pre-agreed between the venue and the client. If any additional 
access is required, we must be informed in writing in order to provide a quote for extra time required. We cannot 
always guarantee that any additional access required will be available unless prearranged. Clients must clear the 
venue by the agreed time unless otherwise agreed in writing.

Timings

If a booking is made on the days of Monday, Tuesday, Wednesday, Thursday and Sunday we are able to operate the 
venue for a wedding from the times of 9am-2.30am. Friday and Saturday bookings may operate from 9am-3.30am. 
Alcohol may be served within the hours of 11.00am-3.00am with the last half an hour on Fridays and Saturdays from 
3.00am-3.30am used for guests to vacate the venue. Live music must can be performed between the hours of 
10.00am-2.00am with recorded music being played within the hours of 10.00am-3.00am.

Catering & Suppliers

New Craven Hall have a list of suggested caterers who have worked within the venue on a regular basis or are familiar 
with the space. If the client books an outside caterer who does not feature on our suggested caterers list, we must be 
informed and they must do a site visit before the booking. We cannot be held responsible if any caterer or supplier 
does not undertake a site visit and is unable to fulfil their agreement with you because of this. All caterers are required 
to sign a Liability Waiver before the event, the rooms supplied to external catering suppliers are the property of Eiger 



Studios. New Craven Hall does not own or hold financial responsibility over any space owned by Eiger Studios. As 
such, any damage caused to these rooms is the responsibility of the supplier using them at the time. New Craven Hall 
do no accept liability for any damage fees, repair costs, replacement charges or extra cleaning charges as a result of 
improper use of these rooms by any external supplier. Room inspections are carried out before and after any use by an 
external supplier, and any damages will be reported immediately. Upon invoice for any damages made immediate 
payment is required, if payment is not settled within 5 working days a 2% interest charge will be added to the invoice 
for every week left unpaid. 

All caterers, suppliers and yourself are required to take away any waste products, packaging and general rubbish 
brought onto site for decorations and setup. We cannot throw away any additional rubbish other than the waste that is 
reasonably created from running the event on the day. If any waste is left without us being informed or placed in the 
incorrect bin this will need to be removed immediately and you may be charged for an additonal waste removal. 

Please be aware that there is a charge of £100+VAT per room for the use of our catering rooms, if your caterers 
require use of these rooms please make them aware that they will be charged this fee. We will invoice the caterers 
directly and payment must be made atleast 14 days prior to your booking. 

If you plan to organise and source your own furniture for you event and there is another event at the venue the day 
before or following day, your furniture needs to be dropped off the morning of your booking date, and collected by 
10am the following day. This needs to be guaranteed with your supplier, if this is not possible we may be able to book 
a storge room for this which is charged at £100 + VAT per day. 

Waste Removal

New Craven Hall is only responsible for the disposal of its own waste, i.e. packaging from stock, glass bottles, general 
waste and reasonable waste created from the usual running of an event. It is the client's responsibility to ensure any 
additional waste is removed from site no later than one day after an event. This includes, but is not limited to: 
decorations, packaging from hired furniture, food waste from external suppliers, general waste bags. Clients are liable 
for the full  removal cost of any extra waste left on site following their event.

Damage & Theft

Whilst we understand items such as tables and chairs will receive wear and tear over a period of time as well as 
glasses and other items being accidentally smashed, if any deliberate damage is made to any piece of furniture within 
the venue or has been improperly used which results in damage, it is your responsibility as the client to pay any fee 
for replacement or repair. Damage includes, but is not limited to, stains, tears, marks and scuffs to any fabric or 
furniture whether deliberate or accidental. The client accepts liability for any extra cleaning costs incurred e.g. dry 
cleaning, stain removal etc.

If we find that any items belonging to New Craven Hall have been taken by the client's guests during an event or any 
member of staff or security witnesses a theft it will be the responsibility of the client to reimburse the venue for any 
items. New Craven Hall reserves the right to remove any guests that are seen stealing from the venue by our security.

Security

As part of New Craven Hall's alcohol licence, security must be in operation at the venue at every event after 9pm. 
Whilst we hope that every guest will respect the venue and act in an appropriate manner, if anyone in attendance at 
your event is seen to be acting inappropriately, being rude or aggressive to bar staff, management or security or not 
respecting the venue and its décor, they will be dealt with accordingly; this includes, but is not limited to, a verbal 
warning, ejection from the premises, or a call to the appropriate authorities.

Any guest seen to be in possession or under the influence of any illegal substances will be ejected from the premises 
immediately, and any illicit paraphernalia will be confiscated.

Location

New Craven Hall is situated on an industrial estate south of Leeds city centre. With this in mind all clients must be 
aware that there may be noise from surrounding businesses and highways that may be heard outside the venue. There 
would be no noise disturbance once in the venue. We do not have complete control of the road on the estate as this is 
shared with other businesses. We cannot always guarantee that there won't be other things going on on the estate. 
New Craven Hall is situated next door to another venue, Eiger studios which may have events on at the same time as 
your booking. Both venues and their clientele are kept completely separate at all times and security is used to 
separate events with entrances to both venues being a distance apart. Clients must be aware that there may be people 
using the surrounding area outside the designated yard area and entrance to New Craven Hall from other businesses 
on the estate. Arrangements can be made with Eiger Studios if needed to guarantee no disturbance but this would 
incur an additional hire cost. As other units on the estate are used by a variety of businesses, the use of the 
surrounding units is out of our control and may change. On bookings from Mondays-Fridays the yard area cannot be 
used until 4pm on the day as this entrance may be used by other businesses.

Personal Details

Please keep us informed of any changes to personal details. Failure to do so may impact on your booking and could 
result in cancellation. If we are unable to contact you for any reason exceeding a 60 day period, this could result in 
your booking being canceled.

Bar & Corkage

If you would like to supply any of you own wine or champagne a fee of £5 will be charge per bottle of wine and £6 per 
bottle of champagne. This is on standard sized bottles of 75cl. This is limited to 5 tables wines per table of 10 - 12 and 



welcome drinks only. We do not allow clients to bring any other alcohol into the venue, including spirits. Any guests 
seen drinking alcohol not bought at the bar, that they have brought into the venue themselves will be confiscated. If 
they are found to be continuing drinking any alcohol not sold at the bar they may be asked to leave the premises. 

We do not allow anyone under the age of 18 to drink within the venue, even if they are accompanied by and adult and 
having a sit down meal. 

Parking

We will do what we can to ensure that there is plenty of parking available; however, as it is not our land we cannot 
guarantee parking for every guest. We will, however, provide information on nearby car parks and street parking as 
well as any hotels. Street parking is available on New Craven Gate, although during weekdays this becomes very busy 
and we cannot guarantee parking during Monday to Friday daytimes. It is the responsibility of the client to ensure they 
either make arrangements for guests to arrive at the venue without causing any parking or traffic congestion, or 
advise their guests of local car parks and/or means of public transport. New Craven Hall cannot be held responsible for 
any delays or setbacks in the running of the event due to organisers or guests not making the necessary travel 
arrangements.

Event Management

New Craven Hall, unless otherwise agreed in writing in advance of or as part of the booking, are not responsible for 
the booking of or liaison with external suppliers in relation to any event booking. It is the responsibility of the client, or 
an agent on behalf of the client, to contact and make arrangements with any suppliers regarding (but not limited to) 
catering, furniture, audio visual equipment, venue dressing, or entertainment. New Craven Hall will liaise with 
suppliers to confirm logistics on the day of the event. If New Craven Hall are requested informally or formally, outside 
of this agreement, to book or make arrangements with any external supplier, this will incur a non-commissionable 
management fee of £100 + VAT per supplier.

Space and Storage

New Craven Hall comprises the Main Hall, Bar Area, and for evening and weekend bookings, the Yard. It is the 
responsibility of the client to ensure they can run their event within these areas and without any unforseen issues 
regarding space including (but not limited to) the storage of personal belongings, décor, packaging and/or waste, or 
extra rooms required for event staff and/or guests. 

 

By signing this document you accept all the Terms and Conditions stated above.

Print Name:________________________Client signature:______________________________

Date:______________________________

Address: __________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

Telephone: ________________________________________________________________________

Email:_____________________________________________________________________________


