Event booking form
Thank you for your interest in firstsite. To secure your booking, please complete this form and email it back to us at venuehire@firstsite.uk.net We will confirm your booking once we have received the completed form along with a 40% deposit. 
	
Company / organisation
	

	
Billing address

	

	
Contact name
	

	
Email
	

	
Telephone no
	

	
Company PO/ref.
	


	
Date/s required
	
from
	
to



Please mark your choice/s with an X. NB: Full-day conferences entitle the hirer to use meeting rooms 1 & 2 and half of the education/function space, provided the booking is for more than 45 delegates. Half-day conference bookings entitle the hirer to use meeting rooms 1 & 2 only.
	Full-day conference (auditorium)
	
	If you require additional spaces, please select from the choices below. Additional charges 
may apply.

	Half-day conference (auditorium)
	
	

	Meeting room 1 
(up to 20 delegates)
	
	Function space
	

	Meeting room 2 
(up to 20 delegates)
	
	Foyer space
	

	Function space (Education suite)
	
	Meeting room 1
	

	Restaurant event
	
	Meeting room 2
	

	Exhibition space - foyer
	
	Mosaic space
	

	Exhibition space - mosaic
	
	Restaurant
	


	Timings
	I require occupancy from
	
	to
	

	
	Event runs from
	
	to
	

	
	Arrival refreshments
	
	Mid-morning refreshments
	

	
	Lunch
	
	Mid-afternoon refreshments
	

	

	Number of delegates / attendees
	
	Special dietary requirements?
	 Yes / No



If you answered Yes to the above, please specify
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golden opportunities





I would like to base my booking on the proposal sent on _______________________ (please state date)
Or please choose from the menu options in the Venue hire brochure, and mark your choice with an X
Menu A          Menu B          Menu C          Menu D Function menu Other – please state 
Declaration
I have been given the authority by the organisation named above to undertake this booking.

Print name

Signature


Date

Please email your completed form to venuehire@firstsite.uk.net
Alternatively, post to firstsite, Lewis Gardens, High Street, Colchester, Essex CO1 1JH
Where did you hear about firstsite’s venue hire?

	Search engine 
(eg Google)
	
	On a visit to the gallery
	
	Direct marketing from firstsite
	

	Sales call
	
	Venue hire web portal 
(eg Venuefinder)
	
	Personal recommendation
	

	Attended a corporate function or event (please specify which)

	firstsite advert / editorial in print publication (please specify which)

	Website (please specify which)

	Other (please specify)


In consideration of the Fee, the Owner agrees to permit the Hirer to use the Venue for the Event during the Hire Period and the Hirer agrees to hire the Venue on the terms of and subject to the General Conditions and the Special Conditions of this Agreement. The Hirer agrees with the Owner to observe and perform the General Conditions and the Special Conditions. Where the provisions of the Special Conditions conflict with the provisions of the General Conditions the provisions of the Special Conditions shall prevail.
General conditions
"Capacity" means the number of delegates permitted in the Venue;

"Deposit" means 40% of the total amount payable for the Hire unless agreed in writing otherwise;

"Event" the event being the purpose of the hiring as set out on page 1 of the Event Booking Form;

“Event Booking Form” means the form at the beginning of this document, which is completed by the Hirer and the Owner;

"Delegate Fee" is the amount per attendee as set out on the Event Booking Form plus VAT on the prevailing rate;
"General Conditions" means these general terms and conditions;
"Hire Period" as set out on the Event Booking Form;

“Hirer” means the organisation as set out on page 1 of the Event Booking Form;

“Owner” means [Firstsite Limited] registered with company number: 02884347 of 2 Beacon End Courtyard, London Road, Stanway, Colchester CO3 0NU;

"Rules" means the rules relating to the Venue and firstsite;

"Special Conditions" means the additional agreed terms, a copy of which has been provided to the Hirer and is annexed to these General Conditions, which shall form part of these General Conditions;

“Total Fee” means the Delegate Fee x the amount of attendees;

"VAT" means value added tax; and

"Venue" means the area in firstsite as set out on the Event Booking Form.

1. Charges
1.1. Subject always to the other provisions of these General Conditions, the Hirer will pay to the Owner without set off or deduction the Total Fee fourteen (14) days before the Hire Period.
1.2. Contemporaneously with the Hirer's execution and return to the Owner of these General Conditions, the Hirer will pay to the Owner the Deposit unless otherwise expressly provided or agreed.
1.3. Without prejudice to the other provisions of these General Conditions, the Owner shall be entitled to charge the Hirer the cost/expense in respect of damage, additional cleaning and the like occasioned to the Venue by the Hirer or its agents and guests.
1.4. Subject to the provisions of 1.5, if the Event is cancelled more than one (1) month before the Event is due to take place then half of the Deposit (less any expenses/costs already incurred by the Owner in connection with the Event) is fully refundable. If the Event is cancelled within one month of its taking place then the Deposit is non-refundable and a cancellation fee plus any expenses/costs already incurred by the Owner in connection with the Event shall be payable to the Owner by the Hirer on demand.
1.5. If the Hirer cancels the Event at any time and the Owner can re-hire the Venue for the Hire Period on the same or better commercial terms before the date of the cancelled Event then, at the sole discretion of the Owner, the Owner may return the Deposit to the Hirer.
1.6. In addition to the Total Fee, the Hirer agrees to pay within 7 days of the Event and shall be responsible for the following costs incurred by or on its behalf:
1.6.1. any costs incurred as a result of any music or video played or performed;

1.6.2. any additional catering, staffing, or other requirements notified to the Owner after the Event Booking Form has been submitted; or

1.6.3. any other costs incurred by the Owner in respect of the Event.
2. Hirer's obligations
2.1. The Hirer shall:
2.1.1. pay promptly on the terms provided all sums and charges in respect of the Deposit, the Delegate Fee and any charge or otherwise;
2.1.2. use its best endeavours to ensure that the Events and all things connected with it are conducted in a proper and orderly manner;
2.1.3. ensure that no sound checks or performances may occur without all relevant sound doors being closed;
2.1.4. strictly comply with the Rules;
2.1.5. if agreed in writing (see Special Conditions of this Agreement) with the Owner that the Hirer may use his own staff or security personnel, then the Hirer undertakes to ensure that all such security or staff are registered with and recognised by the relevant local authority or police (as required) for the Venue;
2.1.6. satisfy itself that as regards the facilities and services available at the Venue and acknowledges that the Owner shall not be responsible for the inadequacy of such facilities, services or specification;
2.1.7. effect and maintain its own insurance in respect of public liability cover, insurance for any temporary construction or display and the equipment introduced by the Hirer into the Venue for the Event and to ensure that all such equipment and the like complies with all the safety regulations and is correctly/properly used and operated in good and safe working order;
2.1.8. not permit any form of filming or recording of the Venue without the prior written approval from the Owner and subject to such terms as the Owner may in its sole discretion impose;
2.1.9. not bring in or permit to be brought in any intoxicants, food, drink, tobacco or refreshment of any kind for the use of patrons without the prior written consent of the Owner; and
2.1.10. indemnify the Owner on a full indemnity basis from and against all losses claims, damages claims, costs, expenses and other demands suffered by the Owner as a result of the Hirer breaching any of the General Conditions or Special Conditions.

3. Obligations of the owner

3.1. The Owner undertakes with the Hirer:
3.1.1. on the commencement of the Hire Period to give access to the Venue to the Hirer free from obstructions and in good condition;
3.1.2. to appoint and nominate an event manager to liaise with the Hirer in respect of the Event;
3.1.3. to provide sufficient and adequate staff;
3.1.4. to advise the Hirer of any health and safety requirements specifically applicable to firstsite with any other rules of conduct applicable to the Event or the Venue;
3.1.5. to provide relevant information as requested by the Hirer in connection with the Event; and
3.1.6. to comply with the applicable statutes and the rules and regulations of any local or other competent authority where a breach of which would restrict or prevent the staging of the Event.
4. Acknowledgements

4.1. The Hirer hereby confirms and acknowledges to the Owner that:
4.1.1. it has obtained all relevant approvals, consents and licences as required in connection with the Event;
4.1.2. that the Owner shall have the right at its sole discretion to object to and require cessation of any song, speech, dialogue, performance, motion or costume which it may consider distasteful, prejudicial or contrary to law;
4.1.3. unless otherwise agreed, it is responsible for all advertising of the Event at its own cost and that it will ensure that no advertising/promotional material shall infringe or violate any copyright, trademark or other proprietary right of any other person or render the Owner liable to any proceedings whatsoever;
4.1.4. all its obligations under this Agreement and further undertakes with the Owner as follows:
a. the Hirer shall produce to the Owner not less than thirty (30) days before the commencement of the Hire Period details of all equipment and items to be suspended from or affixed to the roof, walls or other structural parts of the Venue and the Hirer shall be responsible for procuring any necessary licences, inspections and consents for all such equipment and items; and
b. the Hirer shall be responsible for making all administrative and other arrangements to ensure that the maximum number of persons in the Venue does not exceed the Capacity;
4.1.5. the Owner has the right to refuse entry and the right to eject any delegate at any time.

5. Cancellation and closure
5.1. Subject always to the provisions of sub-clause 5.2 below, the Owner may at any time close the Venue or firstsite (and therefore also closing the Venue) in the case of force majeure event including fire, epidemic, wars, strikes, lockout and industrial disputes, civil commotion, earthquakes, act of God or other reason which the Owner reasonably considers necessary or desirable in which event neither party shall be entitled to any remuneration, damages etc. arising from such closure save as provided in this Agreement.
5.2. The Owner may at any time whether in advance of or during the Event in its sole discretion close the Venue, or firstsite, cancel the Event and/or otherwise terminate this Agreement.
5.3. In the circumstances specified in sub-clause 5.2 the Hirer shall notwithstanding cancellation/closure remain liable for payment of all sums incurred as if the Event had proceeded or would proceed and for the avoidance of doubt the Hirer's indemnity contained in this Agreement shall apply.
6. Supply of Catering Services
6.1. The Owner will supply the Catering Services for the Hire Period in consideration of Delegate Fee at the Venue as detailed in the Event Booking Form and subject to the terms and conditions in this Agreement.
6.2. The Owner shall provide the Catering Services:
6.2.1. with reasonable care and skill; and
6.2.2. in accordance with food catering industry standards for hygiene and general cleanliness concerning:
a. the preparation and cooking of food; and
b. the handling and service of food, beverages, utensils and tableware; and
c. in compliance with statutory and regulatory requirements affecting the preparation, cooking, handling and service of food.
7. Delegate Fee, and payment
7.1. All amounts stated are exclusive of VAT and any other applicable taxes, which will be charged in addition at the rate in force at the time the Hirer is required to make payment.
7.2. The Delegate Fee is based primarily on:
7.2.1.  the number of persons who will be attending the Event;
7.2.2.  the type of menu chosen;
7.2.3.  the day the Event is to take place; and
7.2.4.  the time of day when the Event will be held.
7.3. If the Hirer changes one or more of these elements after the Event Booking Form has been signed by the Hirer then the Owner shall have the right to recalculate the Delegate Fee payable. If the Hirer will not agree to pay the new Delegate Fee then the Owner may cancel this Agreement as set out in clause 8 below.
7.4. If the Hirer does not make payment by the date stated in any invoice or as otherwise provided for on the Event Booking Form or in this Agreement then the Owner shall be entitled to:
7.4.1. charge interest on the outstanding amount at the rate of 4% a year above the base lending rate of Barclays Bank plc, accruing daily;
7.4.2. require the Hirer to pay in advance for any Catering Service which have not yet been performed; and
7.4.3. not perform any further Catering Services.
7.5. If there is a period of more than 120 days between when an order is placed by the Hirer and the Hire Period then the Owner reserves the right to increase the Delegate Fee if there is an increase in the price charged to the Owner for food, equipment or hired labour. If the Hirer will not agree to pay the new Delegate Fee then the Hirer may cancel this Agreement, subject to payment of the relevant amount (depending when cancellation is made) as set out in clause 8 below.
8. Cancellations or changes in the number of persons attending the Event
8.1.  The Hirer acknowledges and recognises that:
8.1.1. the Owner needs to purchase food and other consumables in advance before the Event;
8.1.2. at the time of a cancellation or a reduction in the numbers of persons attending the Event the Owner may have already purchased the food and other consumables and may not be able to use the food for any other function, or the food may not be appropriate for any other function that the Owner is undertaking;
8.1.3. food will deteriorate or become unfit for human consumption if not used by a particular date or by any given 'use by' dates; and
8.1.4. food bought by the Owner cannot normally be returned to the supplier.
8.2. If the Hirer cancels the Event less than 5 working days before the date of the Event the Hirer shall pay the whole of the Delegate Fee, less any amounts that the Owner can reasonably avoid paying for food.
8.3. If the Hirer reduces the numbers of persons attending the Event less than 5 working days before the date of the Event then the whole of the Delegate Fee shall normally be payable. If the Hirer notifies the Owner more than 5 workings days before the date of the Event, then the Owner may be able to purchase less food and other consumables and will, where possible, reduce the Delegate Fee to reflect the lesser amounts purchased.

9. Catering obligations on the Hirer
9.1. The Hirer shall:
9.1.1. ensure that the persons attending the Event behave in a polite and reasonable fashion to the Owner and its staff or agents during the Event and do not engage in threatening or offensive behaviour or make or use threatening, offensive, derogatory, sexual or racial comments or words, any of which shall entitle the Owner to immediately stop providing the Catering Services, but shall not relieve the Hirer of the obligation to make any payments as if the Catering Services had been completely performed;
9.1.2. ensure that the equipment, tableware, cutlery and linen are not damaged by the persons attending the Event; and
9.1.3. ensure that the Event does not continue beyond the Hire Period. If the Event continues beyond the Hire Period, the Hirer shall pay any additional costs which are incurred by the Owner, including but not limited to, staff costs.

10. Liability and indemnities
10.1. Except in the case of death or personal injury caused by the Owner's negligence, the liability of the Owner under or in connection with this Agreement whether arising in contract, tort, negligence, breach of statutory duty or otherwise howsoever shall not exceed the Total Fee paid by the Hirer to the Owner under this Agreement. The provision of this clause 10.1 shall not apply to clause 10.4.
10.2. Neither Party shall be liable to the other Party in contract, tort, negligence, breach of statutory duty or otherwise for any loss, damage, costs or expenses of any nature whatsoever incurred or suffered by that other Party of an indirect or consequential nature including without limitation any economic loss or other loss of turnover, profits, business or goodwill. The provisions of this clause10.2 shall not apply to the indemnities give under clauses 10.3 or 10.4.
10.3. The Hirer shall indemnify and hold harmless the Owner from and against all Claims and Losses arising from loss, damage, liability, injury to the Owner, its employees and third parties, infringement of third-party intellectual property, or third-party losses by reason of or arising out of any information supplied to the Hirer by the Owner, its employees, or supplied to the Owner by the Hirer within or without the scope of this Agreement.
10.4. The Owner shall indemnify and hold harmless the Hirer from and against all Claims and Losses arising from loss, damage, liability, injury to the Hirer, its employees and third parties, infringement of third-party intellectual property, or third-party losses by reason of or arising out of a breach of this Agreement or any act neglect or default of the Owner or any of its agents’ representatives or employees, including any successful claim by any third party alleging libel or slander in respect of any statement made by the Owner or any of its agents, representatives or employees.
10.5. In this clause 10:
10.5.1. 'Claims' shall mean all demands, claims, proceedings, penalties, fines and liability, whether criminal or civil, in contract, tort or otherwise; and
10.5.2. 'Losses' shall mean all losses including without limitation financial losses, damages, legal costs and other expenses of any nature whatsoever.

11. Duration and termination
11.1. This Agreement shall come into effect on the date that the Owner signs the Event Booking Form, and, unless terminated earlier in accordance with the provisions of this clause 11 or as otherwise provided in this Agreement, shall terminate automatically on the satisfaction of the Hirer’s obligations.
11.2. Without prejudice to the other remedies or rights a Party may have, either Party may terminate this Agreement at any time on written notice to the other Party ('Other Party'):
11.2.1. if the Other Party is in material breach of its obligations under this Agreement and, if the breach is capable of remedy within [3] days, the breach is not remedied within [3] days of the Other Party receiving notice specifying the breach and requiring the breach to be remedied; or
11.2.2. if the Other Party becomes insolvent or if an order is made or a resolution is passed for the winding up of the Other Party (other than voluntarily for the purpose of solvent amalgamation or re-construction), or if an administrator, administrative receiver or receiver is appointed in respect of the whole or any part of the Other Party's assets or business, or if the Other Party makes any composition with its creditors or takes or suffers any similar or analogous action in consequence of debt.
11.3. The Owner shall be entitled to terminate this Agreement forthwith on notice to the Hirer in the event that any monies due and payable under this Agreement (whether demanded or not) have not been paid on the due dates for payment.
11.4. The notice shall take effect as specified in it.
11.5. On termination of this Agreement under this clause 11:
11.5.1. the Hirer shall pay for all Catering Services provided up to the date of termination, and for all expenditure falling due for payment after the date of termination from commitments reasonably and necessarily incurred by the Owner for the performance of the Catering Services before the date of termination; and
11.5.2. the Hirer shall return to the Owner all equipment, food, cutlery or other items of the Owner.

12. Force majeure
12.1. If by reason of force majeure (including fire, explosion of any kind, failure or neglect on the part of any utility supplying electricity, gas or water, labour strife, civil commotion, war, fire or explosion or any other event beyond the control of the Owner) other than a shortage of money the Owner is or anticipates that it will be prevented or hindered from fulfilling the substance of its obligations under this Agreement, then the Owner shall forthwith ensure that the Hirer is aware of the occurrence of any such event and the Hirer shall be entitled at any time after notice, so long as such cause still subsists, to cancel or suspend this Agreement by notice in writing to the Hirer.
12.2. In the event of cancellation or suspension pursuant to clause 12.1 above, the Owner shall be under no liability to the Hirer or any other third parties for any loss which they may sustain in consequence of any such cancellation or suspension.

13. Notice

Any notices required to be given under the provisions of these General Conditions shall be in writing and shall be deemed to have been duly served and if hand delivered or sent by fax within the United Kingdom by first class registered or recorded delivery post and outside the United Kingdom by registered airmail post correctly addressed to the relevant party's address as specified in these General Conditions or of such other address as either party may designate from time to time in accordance with this clause.

14. Miscellaneous

14.1. Corporate Hirer: If the Hirer is a corporate body, the Hirer must no later than 30 days before the commencement of the Hire Period notify to the Owner in writing the name, address and telephone number of an individual who will be personally responsible to the Owner for the obligations of the Hirer under the Agreement jointly and severally with the Hirer.

14.2. Facilities: Use of the Venue includes the areas outlined in the Event Booking Form. 

14.3. User: No part of the Venue is to be used for any purpose other than the purpose set out in the Agreement. No part of the Venue is to be used for any unlawful purpose or in any unlawful way.

14.4. Electrical Fittings: No lighting, heating, power or other electrical fittings or appliances in the Venue are to be altered, moved, overloaded or in any way interfered with.

14.5. Supervision: During the Hire Period the Hirer is to be responsible for [any equipment brought to the Venue and any structure, display or installation erected by the Hirer;

14.6. Decorations: No bolts, nails, tacks, screws, bits, pins or other like objects are to be driven into any part of the Venue nor is any adhesive substance to be attached to it. No placards or other articles are to be fixed to any part of the Venue unless otherwise agreed in writing.

14.7. Capacity: The maximum number of persons to be admitted to the Venue is not to exceed the Capacity and the Hirer must keep a note of the number of persons admitted and show the same on demand to any officer of the Owner.

14.8. Statutory Requirements: The Hirer must not do or permit any act, matter or thing which would or might constitute a breach of any statutory requirement affecting the Venue or which would or might vitiate in whole or in part any insurance effected in respect of the Venue.

14.9. Licence: The Hirer must comply with all conditions and stipulations of the public entertainments licence or liquor licence for the Venue (so far as the same may be relevant to the function) and a copy of these will be supplied to the Hirer on request.

14.10. Broadcasting and Filming: The Hirer is not to grant broadcasting or filming rights without the prior consent of the Owner.

14.11. Smoking: Smoking is not to be permitted in the Venue.
14.12. Expiration of Hire Period: At the expiration of the Hire Period the Hirer shall leave the Venue in a clean and orderly state free of litter.

14.13. Personal Agreement: The benefit of the Agreement is personal to the Hirer and not assignable or capable of being sub-contracted.

14.14. Right of Entry: The Owner reserves the right for duly authorised members or officers or employees of the Owner to enter the Venue at any time for any authorised purpose.

15. General

15.1. These General Conditions set out the entire agreement between the Hirer and the Owner. Any additional conditions or amendments shall be of no effect unless agreed in writing by both parties.

15.2. These General Conditions shall not be assigned or sub-contracted in whole or in part by the Hirer without the prior written consent of the Owner.

15.3.  These General Conditions shall have the benefit of and be binding upon the respective parties' successors and permitted assigns and/or legal personal representatives and estates as appropriate.

15.4. No third party shall have a right to enforce any provisions of these General Conditions. If any of the provisions of these General Conditions are found by the court or other competent authority to be void or unenforceable such provision shall be deemed to be deleted from these General Conditions and the remaining provisions of these General Conditions shall continue in full force and effect, notwithstanding the foregoing the parties shall thereupon negotiate in good faith in order to agree the terms of a mutually satisfactory provision to be substituted for the provisions they found to be void or unenforceable.

15.5. The rights of any party shall not be prejudiced or restricted by any indulgence or forbearance extended to the other parties and no waiver by any party in respect of any breach shall operate as a waiver in respect of any subsequent breach.

These General Conditions shall be governed by English law and the parties hereby submit to the exclusive jurisdiction of the English courts.




























