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	Society of Antiquaries of London
Burlington House, Piccadilly, London, W1J 0BE

Tel: 020 7479 7080  

Fax: 020 7287 6967 

Email: admin@sal.org.uk


Terms and Conditions for venue hire

Bookings

1. Subject to availability, a room or rooms may be hired subject to completion of the necessary booking form. 

2. Please check with the Bookings Secretary the availability of room/s, date/s and time/s required before completing the form. 

3. Generally speaking rooms are not usually available for hire on Thursdays (October – June) when the Society has its own business meetings. 

4. Bookings must be confirmed by the hirer 72 hours in advance.

5. The venue hire rates are reviewed every September, and the rates shown on the venue hire web pages (www.sal.org.uk/venuehire) are always the current rates.  Rates can be confirmed with the Bookings Secretary prior to making a booking. 

6. Half-day sessions are considered to be between 9.30 am-1.00pm or 1.00pm-5.00pm.  Should the hirer require a room between 12.00pm-17.00 pm the full-day rate should apply

7. Organisations who make a minimum of 4 bookings in the calendar year will receive 20% discount rate for repeat bookings. 

Cancellations

8. Cancellations of bookings must be received in writing at least seven days in advance. If not received in good time the Society reserves the right to charge the full amount for the booking including technical assistance and catering. 

9. In the event that a room booking must be cancelled by the hirer due to unavoidable circumstances or emergency, the Society will fully refund the hire charge.

10. Alterations to bookings must be received in writing at least seven days in advance and in consultation with the bookings secretary. 

Catering

11. Any refreshments to be consumed in connection with room hire must be provided through the Society. Details of catering offered are available on our venue hire web pages. Catering orders should be made with the Bookings Secretary.

12. Refreshments are allowed in the Entrance Hall, Council Room and Mortimer Wheeler Room.

13. Food and drink is not allowed in the Meeting Room. 

14. For bookings of less than 30 delegates refreshments will be served by the Society’s staff or staff provided by our caterer at a rate agreed by the Society.

15. For bookings of more than 30 delegates, the hirer can either arrange their waiting staff, or agree to the Society hiring external waiting staff at a rate agreed by the Society. For Health & Safety reasons, there should be at least 1 waiting staff per 25 people (100 delegates would require 4 waiting staff).

16. Because of its location refreshments for the Wheeler Room will be collected by the hirer from the Porter in the Society’s main apartments and must be returned to him afterwards.

Equipment

17. Details of audio visual facilities are available on our venue hire web pages.  Hirers will be given instructions on operating the equipment but are expected to run it themselves.  Lecturers are advised to bring their presentations on a memory stick (portable USB drive) prior to the event. 

18. Hirers are not allowed to bring any electrical or mechanical equipment without prior arrangement. All equipment must have recently passed an Electrical Safety Test.

Fire and emergency evacuation

19. The hirer must make all delegates aware of the fire and emergency evacuation procedure as follows:

In the event of a fire alarm fire exits are located at  

EXIT A -  The Main Entrance or 

EXIT B -  The Back Door on the Ground Floor, (next to the women’s toilets)

All visitors and staff must exit the building at once when the alarm sounds. Do not waste time gathering personal belongings. 

The assembly point is on the opposite side of the Burlington House courtyard

20. All hirers are responsible for the safety of their delegates and individuals in their group.  In the event of an evacuation hirers will be expected to account for all delegates and individuals and must conduct their own head count. The Society will not be held responsible for the personal safety of groups or individuals hiring our rooms.  

General
21. All rooms hired must be left as they were found and any equipment used should be treated with respect and care. Hirers are responsible for any damage to the Society’s premises, furniture or fittings during their occupancy of a room.

22. Furniture and equipment in any of the Society’s rooms may only be moved after consultation with staff. 
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