
 

Community Venue Hire 
Terms and conditions  

 
Ipswich Museums are pleased to offer free room hire for not-for-profit organisations and groups.  
We offer four free half-day room bookings per quarter. These room bookings are offered on a first 
come, first served basis.  
 
The bookings become available on the next working day after April 1st, July 1st, October 1st and 
January 1st. To book a room please contact museums@colchester.gov.uk or telephone 01473 
433550. 
 
Due to our schools programme, we may not be able to offer you your first choice of room booking. 
Please be aware that rooms are most likely to be available after 2.30pm, weekends and during 
school holidays. Community hire is only available during the Venues opening hours. If we are not 
able to meet your first choice we will try to find you an alternative room or time. 
 
Applications to hold an event will be accepted only if they are considered reasonable and 
appropriate to the buildings concerned and the values of Ipswich Borough Council.  Those placing a 
booking must fully and fairly represent the purpose for which the Venue is required; any 
misrepresentation may result in cancellation of the function. 
 
After preliminary discussion, we will write to the Hirer detailing the reserved date and including a 
Booking Form.  The Hirer is asked to sign the Booking Form and return it to confirm the booking. The 
signed form constitutes acceptance of these Terms and Conditions. 
 
If you wish to play music or any sound recordings please contact us regarding this matter well in 
advance of your event. 
 
 
Cancellation by Us 
We appreciate how important your booking is to you. However, we reserve the right to cancel your 
booking if: 

 The Venue is unsafe (or will be when the event is due to take place)  
 The Venue no longer holds a licence to hold events; or 
 There are actions out of our control which make it reasonable to cancel 

  
If we cancel your booking under this paragraph, then we will give you as much notice as we can. We 
will not be liable to pay you any compensation for cancelled bookings. 
 
We may terminate the booking at any time and require everyone to leave in any of the following 
situations: - 

 There is an emergency 
 The police have to be called 
 Any illegal activity is being carried out on the premises 
 There is disorder or bad behaviour in the premises 
 The Venue is required for council, civic or parliamentary purposes or an emergency   

 



We will, if possible, transfer the Booking to another Venue or an alternative date as the original 
Booking. If this is not possible we may, at our discretion, cancel the Booking and notify the Hirer of 
the reason(s). We will not be liable to the Hirer for any costs incurred by such a cancellation. 
 
Due to ongoing programmes of repair and maintenance, we have the right to facilitate this and as a 
result parts of the buildings may be closed, scaffolding erected for access and screening for 
protection or security.  If this happens we will try our best to offer alternative accommodation or 
dates, however we will not be liable for any loss resulting from the cancellation. 
 
We cannot be held liable for any events or activities taking place outside of the Venue at the same 
time as your event, for which we are not responsible. 
  
The buildings are all working Museums/Art Galleries and include listed buildings; therefore, there 
are strict limits about what we can allow. 
 
The level of heat, light and moisture in the buildings are fixed for conservation reasons.  These 
cannot be altered. The Hirer must make sure that these conditions are suited to the needs of 
the guests before making a booking. 
 
Without our express prior written consent, you must not bring into the Venue: 

 Firearms (including ammunition) 
 Live animals 
 Flammable or explosive substances or equipment e.g. candles, flambeaux 
 Indoor fireworks or helium filled balloons 
 Articles producing an offensive smell 
 Steam or other engines 
 Heavy staging or scenery 
 Laser beams 
 Smoke generating machines 
 Dry ice machines 
 Or any other item which we might regard as incompatible with use at an event with guests 

and/or an audience. 
 
All equipment, or anything else, introduced into the Venue must comply with the current Health and 
Safety requirements and can only be used with our express prior consent. All electrical items if 
agreed by management must have a current PAT tested certificate/sticker.  
 
All current Health and Safety requirements will be enforced by our staff. If you fail to comply with 
these requirements in any way, we can cancel your booking immediately. 
 
The Venue will be clean and tidy and must be returned to this state by the hirer after the event. 
 
Overcrowding in such a manner as to endanger the safety of the public or to interfere unduly with 
their comfort shall not be permitted. Maximum attendance levels must be agreed with us prior to 
your event.  
 
You must not block gangways, passageways or fire doors and exist. All exit and entrance doors shall 
be kept unlocked and unobstructed during the time the premises are open to the public/event. The 
instructions of the on-duty staff regarding these matters are final. 
 
You must assist us by ensuring the safety of your guests during your event at all times.  



 
The Disability Discrimination Act 1995 (Part III) makes it unlawful for you to treat disabled people 
who want to attend your event less favourably for a reason related to their disability. The Act also 
requires you to make reasonable adjustments for disabled people, such as providing extra help or 
making changes to the way you provide your event. You should ensure that people employed by you 
are aware of their duties under the Disability Discrimination Act. 
 
The Hirer is responsible for ensuring that their Event does not contravene Part III of the Public Order 
Act 1986 which makes it an offence to use threatening, abusive or insulting words or behaviour with 
intent or likelihood to stir up racial hatred. 

 
The Hirer is responsible for the behaviour of their guests and everyone they bring into the Venue.  
This includes musicians and people making deliveries for the event.   
 
The Hirer must inform/ensure that their guests do not smoke inside the Venue. 
 
The Hirer must appoint a Nominated Person to ensure that people behave in the Venue.  This 
Nominated Person must be identified to us. 
 
If you are using outside caterers, you should supply their name and business address. Please ensure 
that your caterer is approved by us prior to your event. 
 
You may not leave property or equipment either prior to or after your event without our express 
permission.  We do not promise to look after property belonging to the Hirer or the guests and do 
not accept any responsibility for any loss or damage. 
 
No fixtures, fittings, furnishings or any item belonging to the Venue may be removed without our 
prior consent. You must not do anything which might in any way damage the interior or exterior of 
the Venue or furnishings or fixtures and fittings. For instance, you must not affix posters or notices 
either internally or externally at the Venue without our express prior permission. 
 
If we consider you to be at blame for any costs, expenses or losses we incur; compensation we have 
to pay; or damage we have to repair as a result of your booking of the venue whether this relates to 
damage: 

 to the exterior or interior of the venue 
 fixtures and fittings 
 theft of any fixtures and fittings 
 property of anyone present during the booking 
 because of the death or injury of any person lawfully present during the booking  

 
You will have to pay us the full amount we have to pay to any person or persons as a result of any of 
these occurrences.  

 
After the event, the Hirer must pay to us the total cost of: 

 making good any damage to the venue during the booking caused by the Hirer or any of the 
guests, or anyone they bring into the venue; 

 making good damage to or loss of any of the venues' contents caused by the Hirer or any of 
the guests or anyone they bring into the venue; and 

 cleaning the premises or the immediate surrounding area (if the Council reasonably decides 
that a mess made by the Hirer or any of the guests needs clearing). 
 



Television or radio broadcasting must not be made from inside or outside the venue without our 
express prior consent. We reserve the right to levy an additional charge when the venue is used for 
these purposes and the activities of those engaged in such work must be expressly approved by us. 
  
Although you have hired the venue you cannot refuse entry to any part of the venue to our staff or 
other Council officials and persons who have a lawful right to be there, including but not limited to 
the emergency services and safety personnel who are on duty and acting within their official 
capacities.  Any expenses we incur in summoning any emergency services personnel (such as police 
or fire officers) will be re-charged to you and are payable by you on demand. 
 
All persons must vacate the facility by the time specified on your Hire Form. If your event finishes 
later than stated, a charge may be levied. 
 
If you infringe our licence conditions, then we reserve the right to require you to reimburse us for 
the cost of any penalties, fines or financial costs incurred as a result of any legal proceedings or the 
settling of any legal proceedings resulting from a breach by you of our licence. 
 
 
Insurance 
The Hirer is advised to obtain appropriate insurance. Injury to persons and loss of property - the 
Council will not be liable for the death of or injury to any person attending the venue for the event, 
the subject of the hiring or for any losses, claims, demands, actions, proceedings, damages, costs or 
expenses or other liability incurred by the Hirer in exercise of the rights granted by the agreement 
except where such death injury or loss is due to the negligence of the Council. 
 
The Council will not under any circumstances accept responsibility or liability in respect of any 
damage to or loss of any goods articles or property of any kind brought into or left at the Venue 
either by the Hirer for his own purposes or by any other person or left or deposited with any officer 
or employee of the Council. 
 
The Hirer will indemnify the Council against all such liabilities as are mentioned above. 
 
 
Assignment 
The Hirer cannot assign the booking to any other person without our written permission. This 
permission must be obtained before any assignment. 
  
All conditions of hire should be observed and adhered to. The on-duty staff at the Venue are 
entrusted with the enforcement of all regulations within the Venue and their decisions are final. If in 
their opinion the conditions of hire are not being complied with and the instructions of the on-duty 
staff are ignored regarding these matters, then our staff are empowered to stop an event in the 
interests of safety or because of non-compliance. 
  
 
Variations to Conditions 
We reserve the right to vary these conditions at any time. Any variation shall be deemed to be 
incorporated in these conditions. 
 
Terms and Conditions of Hire for EVENTS to be read in conjunction with general Terms and 
Conditions of Hire 
These conditions will apply to all event bookings unless alterations are agreed with us in advance. 



 
Important considerations - Do not: 

 announce or publicise an event and/or 
 make any arrangements or commitments until you receive a receipt for your deposit or the 

booking has been otherwise confirmed by us in writing. 
 
We will determine whether or not you are running the event for charitable, private or commercial 
purposes. Our decision is final. 
 
Front of House Fire Marshalls are provided by the venue to satisfy the Premises Licence. Any 
additional Front of House staffing requirements will be subject to an additional charge for this 
service. 
 
Each public event will be assessed beforehand by us and we will decide whether or not registered 
door supervisors, and/or professional security personnel are required in addition to front of house 
stewards. This decision will be based upon Health and Safety, Licensing conditions and 
requirements. The Hirer will be informed of this decision prior to the event and must adhere to it in 
order for the function to go ahead. SIA registered Door Supervisors who are used for security 
purposes must be registered beforehand on the National Door Supervisor Scheme. We are unable to 
supply the Registered Door Supervisors. 
 
If you are promoting an event that may be deemed lewd and crude, then we reserve the right to 
refuse or cancel the booking at any time. 
 
You must not carry out or permit anyone else to fly post your event. All notices advertising the event 
must only be affixed to premises or be placed on land or on the highway (this includes lamp-posts 
and “street furniture”) with the prior consent of the owner and/or occupier or anyone else legally 
responsible for the premises, land or highway. Fly posting is a criminal offence for which the Council 
can prosecute. 
 
Please note that it is also an offence to consume alcoholic drink in the streets and areas around the 
venue, and so you and your guests and your audience must not attempt to leave the venue while in 
possession of such drinks. 
 
Your caterer will need to produce all necessary documents to satisfy legal and other legislative 
requirements.  Please note that you will be charged as the “person in charge” for any damage 
and/or extra cleaning costs incurred as a result of your caterers' actions whilst at the venue. Every 
attempt will be made to bring such problems to your attention prior to the completion of your 
event. However, this is not always possible, and you will be contacted as soon as practicable 
afterwards. 
 
Please note that your guests, any member of your audience or anyone else attending your event 
should not be exposed to an equivalent continuous sound level greater than 185 DBA for the 
duration of the performance. In addition, the peak sound noise should never be situated within 2 
metres of any member of the audience. You should have proper means of ensuring that this is 
complied with. 
 
No music from any regulated entertainment shall be played or relayed outside the premises. 
 



You must not infringe anyone's copyright and you agree to reimburse us for any sums of money we 
may have to pay to any person holding, or acting for the person holding the legal rights in the 
copyright by reason of any infringement of copyright by you during your event . 
 
All windows and doors in rooms where entertainment takes place must be kept closed whilst 
entertainment is in progress except in the case of an emergency. 
 
For certain functions open to the general public you must take out 'Public Liability Insurance' for a 
minimum coverage of £5,000,000. A copy of this insurance must be sent with your Hire Form. 
 


