Park Lane Centre
Venue Hire Terms and Conditions
These Terms and Conditions apply to all room and facility hire at Park Lane Centre (“the Centre”). By submitting a booking request, the Hirer agrees to comply with these Terms and Conditions.

1. Definitions
• Centre / Park Lane Centre – The venue and its authorised representatives.
• Hirer – The individual, organisation, or company making the booking and responsible for payment and compliance with these Terms.
• Booking – A request to reserve rooms, facilities, equipment, or services at the Centre.
• Event – The meeting, activity, or function taking place during the booking period.
• Working Day – Any day Monday to Friday excluding UK public holidays.

2. Provisional Bookings
• Provisional bookings may only be made by email to:
reception@parklanecentre.co.uk
• Provisional bookings will be held for a maximum of 7 working days from the date acknowledged by the Centre.
• A booking remains provisional and is not legally binding until the Centre confirms the reservation in writing or via email.
• The Centre reserves the right to release any provisional booking without notice if confirmation is not received within the 7-day period.
• Provisional bookings submitted with incomplete or inaccurate information may be refused or cancelled by the Centre.

3. Booking Confirmation
• A booking is confirmed only when the Centre accepts the reservation in writing or via email.
• Confirmation must include:
• Date(s) and time(s) of the booking
• Any agreed set-up and clear-down times
• Estimated number of attendees
• Preferred room layout
• Catering and refreshment requirements (if applicable)
• Equipment requirements
• Any additional requests
• Full contact and payment details
• All confirmation correspondence must be sent to:
reception@parklanecentre.co.uk
• The Centre reserves the right to reallocate rooms if operationally necessary, provided that the alternative space remains suitable for the Hirer’s requirements.

4. Online Bookings
• All online bookings, including those made through Lemon Booking or any other third-party platform, are subject to these Terms and Conditions.
• Submission of an online booking request does not constitute a confirmed booking. A booking is only confirmed when the Centre provides written or email confirmation.
• The Hirer is responsible for ensuring that all information submitted through online booking platforms is accurate and complete, including dates, times, room layouts, catering requirements, equipment needs, and contact/payment details.
• When making an online booking, the Hirer must ensure the selected booking time includes all time required for event preparation, set-up, and clear-down.
• The Centre cannot guarantee access to rooms outside the confirmed booking period.
• The Centre is not liable for loss or inconvenience resulting from technical failures, platform downtime, or submission errors.
• The Centre’s written or email confirmation takes precedence over online submissions.
• The Centre may refuse, modify, or cancel any online booking where information is incomplete, inaccurate, unsuitable for the venue, or where operational or safety requirements require changes.
• Changes, amendments, or cancellations made through a booking platform must also be confirmed directly with the Centre via email.

5. Booking Times and Use of Rooms
• Hirers may only access rooms during the confirmed booking period stated in the Centre’s written or email confirmation.
• The Hirer must ensure sufficient time is booked for event preparation, set-up, and clear-down.
• The Centre may allow up to 15 minutes either side of the booking period where operationally possible; however, this cannot be guaranteed and should not be relied upon.
• Additional time required must be requested in advance and may incur additional charges.
• If an event finishes early, full charges remain payable unless otherwise agreed in writing.
• Rooms must only be used for the purpose stated at the time of booking.

6. Final Numbers and Event Requirements
• Final attendee numbers and event requirements must be confirmed at least 5 working days before the event.
• Failure to provide final details may result in services being delivered based on the most recent confirmed information.

7. Payment Terms
A final invoice will be issued once all charges have been calculated.
• Invoices are normally issued monthly in arrears.
• Payment must be made within 28 days of the invoice issue date unless otherwise agreed in writing.
• Late payments may incur an administration charge of £10 per invoice per month.
• Failure to pay may result in suspension or cancellation of future bookings, and the Hirer remains liable for all outstanding charges.

8. Changes to Bookings
• Confirmed bookings may be rescheduled subject to availability.
• The Centre cannot guarantee requested changes and reserves the right to apply revised charges where necessary.

9. Cancellation Policy
• All cancellations must be confirmed in writing.
• Room hire:
• More than 48 hours before the event – No charge
• Less than 48 hours before the event – 50% of confirmed charges
• Non-attendance – 100% of confirmed charges
• Charges include room hire, catering, equipment, staffing, and any other services confirmed as part of the booking.
• Times are calculated in working days.

10. Catering and Catering Cancellations
• Catering services may be available upon request.
• Dietary requirements must be provided at the time of booking confirmation.
• Hirers must notify the Centre of any allergies or special dietary needs.
• Catering cancellation:
• More than 7 working days before the event – No charge
• Less than 7 working days before the event – 100% of confirmed catering charges
• Non-attendance – Full charge applies

11. Damage to Property
• The Hirer is responsible for any loss or damage to the premises, equipment, furniture, or surrounding property during the hire period.
• This includes damage caused by guests, contractors, or suppliers.
• Hirers must not affix items to walls, floors, ceilings, or furniture without permission.
• Fly posting or unauthorised advertising is prohibited.
• The Centre reserves the right to charge the Hirer for repairs, replacements, additional cleaning, or waste removal resulting from the event.

12. Decorations and Room Alterations
• Permission must be obtained before installing decorations, signage, or displays.
• Decorations must not damage surfaces, furniture, or fixtures.
• Nails, screws, drawing pins, adhesives, tape, or other fixings must not be used unless approved by the Centre.
• Confetti, glitter, rice, candles, naked flames, smoke machines, or similar items are not permitted without prior approval.
• All decorations must be removed before the end of the booking period.
The Centre may charge for cleaning or repairs resulting from decorations.

13. External Contractors and Suppliers
• Where external contractors or suppliers are engaged by the Hirer, including entertainers, caterers, equipment suppliers, or instructors, the Hirer is responsible for ensuring they comply with Centre policies.
• Contractors must operate within the booked hire period, including set-up and clear-down.
• The Centre may request documentation including public liability insurance and risk assessments.
• The Centre reserves the right to refuse entry to contractors who do not meet safety or operational requirements.

14. Noise and Disturbance
• Hirers must ensure that noise levels remain reasonable and do not disturb other Centre users or neighbouring properties.
• The Centre may require the Hirer to reduce noise levels where complaints are received.
• Failure to comply may result in the event being terminated without refund.
• Hirers are responsible for the behaviour of their guests when arriving at and leaving the premises.

15. Insurance and Liability
• The Centre maintains building and public liability insurance.
• The Centre accepts no responsibility for activities organised by the Hirer.
• Hirers are responsible for ensuring that adequate public liability insurance is in place where required.
• Hirers must carry out their own risk assessments and comply with all relevant health and safety legislation for their needs.                                                                                                                                                                                                    • Hirers may need own insurance, depending on the activities they are undertaking. 


16. Safeguarding and Child Protection
• Where activities involve children or vulnerable individuals, the Hirer must:
• Maintain an appropriate safeguarding or child protection policy
• Ensure trained personnel are present at all times during the booking
• Ensure that appropriately trained safeguarding personnel are on-site for the duration of the event
• Designate a named Safeguarding Lead for the group, who is responsible for overseeing safeguarding and child protection matters and is available at all times during the session
• Comply with all relevant safeguarding legislation

17. Health and Safety
• Hirers must comply with all health and safety regulations.
• Each room contains a Room Information Folder Which Hirers must read upon arrival
• Hirers and attendees must follow all fire safety instructions, including evacuation procedures, alarm responses, and assembly point guidance provided on-site or by Centre staff
• Failure to comply may result in termination of the event

18. Behaviour and Conduct
• The Centre reserves the right to terminate any event where behaviour is considered unsafe, disruptive, abusive towards staff, volunteers, or other visitors, or in breach of these Terms and Conditions.
• In such cases no refund will be provided and the Hirer remains liable for all charges.

19. Accessibility
• The Centre provides accessible facilities including lift access to upper floors and accessible toilet facilities.
• Hirers should inform the Centre in advance of any specific accessibility requirements.

20. Car Parking
• Parking is available at the front and rear of the Centre.
• Spaces cannot be guaranteed.
• Parking may be prioritised for disabled visitors or facilitators.
• The Centre accepts no liability for vehicles parked on site.

21. Smoking
• Smoking is not permitted inside the building.
• This includes cigarettes, e-cigarettes, and vaping devices.
• Smoking is permitted only in designated outdoor areas.                                                                                                              • When smoking outside smokers must be at least 1.5m from the building or overhangs per HSE guidelines.

22. Alcohol
• The Centre does not hold a licence for the sale of alcohol.
• Hirers are responsible for obtaining any required licences and ensuring compliance with relevant legislation.

23. Music Licensing
• The Centre holds a PRS for Music licence.
• Hirers must inform the Centre if music will be played during their event.                                                                             • The Centre’s license does not allow for the playing of music other than royalty free, groups playing music should obtain a license or only play royalty free music, party or event hires should check that any DJ hired has an appropriate license.

24. Closure Periods
• The Centre is normally closed on Bank Holidays and between Christmas and New Year.
• Bookings during these periods may be arranged in advance and may incur additional charges
• Weekend bookings will incur additional charges 
• Hirers with regular bookings must confirm attendance or non-attendance during these periods.

25. Force Majeure
• The Centre is not liable for failure or delay due to circumstances beyond its control including natural disasters, fire, flooding, severe weather, industrial disputes, government restrictions, utility failures, or public health emergencies.
• Where possible the Centre will notify the Hirer and may offer alternative dates.

26. Data Protection (GDPR)
• The Centre processes personal data in accordance with UK GDPR and the Data Protection Act 2018.
• Information collected may include contact details, organisation information, and payment details.
• Data is used for booking administration, communication, payment processing, and legal obligations.
• Data is stored securely and retained only for as long as necessary.

27. Refusal of Hire
• The Centre reserves the right to refuse or terminate any booking where:
• The event is unsuitable for the venue
• These Terms and Conditions are breached
• The safety or wellbeing of staff, volunteers, or visitors may be at risk.

28. Governing Law
• These Terms and Conditions are governed by the laws of England and Wales.

29. Acceptance of Terms
• Submission of a booking request, booking form, or online booking constitutes acceptance of these Terms and Conditions.


