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Broadacre House meeting and event space 
terms and conditions 

 
The terms and conditions are used to explain to hirers how we run our 
meeting and event space. In these terms and conditions, we use ‘we’, ‘our’ and 
‘us’ to mean Northern Creative Solutions/Broadacre House, and ‘you’ and ‘your’ 
to mean the hirer of the space.  
 
Broadacre House meeting and event spaces 
We have eight meeting and event spaces. Our spaces can be booked between 
9.00 and 21.00 Monday to Thursday and between 9:00 and 6:00 on Friday. We 
are unable to take weekend bookings unless four (or more) meeting rooms are 
booked for a minimum 3 hours. 
 
Booking confirmation 
A booking is not secure until you have clicked confirm on your Bookings Plus 
account. Please do not promote your meeting or event until your booking is 
confirmed.  
 
We reserve the right to cancel your booking if you have not confirmed within 5 
working days of the provisional booking being made. 
 
When making last minute bookings (made with 5 working days or less until the 
booking date) you will be advised by a Host that they will confirm the booking 
immediately.  
 
Cancelling your booking 
You must tell us in writing (email) as soon as possible if you need to cancel 
your booking. We will make the following charges for cancellations: 

● 100% of the booking cost if you cancel 7 days or less before the booking 
date 

● If the booking has been cancelled with more than 7 days’ notice you will 
receive a full refund or credit note. 

 
We reserve the right to cancel or rearrange a hiring, including regular bookings 
at our discretion. We will refund any charges already paid. We also reserve the 
right to change our charges and conditions of use at any time. We will tell you 
about any changes to your booking, charges and terms and conditions.  
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Booking payment 
 Invoices are raised approximately 4 weeks in advance of the booking date. 
 Invoices are to be paid in full within 14 days. 
 Last minute bookings (made with 5 working days or less until the booking 

date) must be paid for in advance before the start of the booking. 
 
IMPORTANT: If you have outstanding invoices, you will not be able to use our 
meeting and event spaces for further bookings until invoices have been paid in 
full. 
 
Payment methods 
GOCARDLESS – click the ‘Pay by GoCardless’ button when viewing invoices in 
your Bookings Plus account. 
 
Cash or cheque:  
To be agreed with us in advance – please call or email us to discuss.  
 
BACS payments: 
The invoice number must be used as a payment reference on all BACS 
payments or alternatively you can email us a remittance. 
 
Using our spaces 
Please allow sufficient time to set up and clear up your booked space. You will 
not be able to access the room before the booked time. 
 
We expect you to stick to the finish time of your booking, so the room is 
available for the next users.  
 
When making your provisional booking we will ask you how you would like the 
room to be set up. If you need to change how the room is arranged, please 
ensure tables are lifted by two people; under no circumstances are tables to 
be dragged. If you need help moving furniture or would like to request 
additional furniture or equipment, please ask one of the Broadacre House 
Hosts. 
 
You must tell us at the time of making your booking if your activities will be 
noisy, so we can minimise disruption to other building users. 
 
Refreshments 
We can provide tea and coffee for your event, please inform us of your 
refreshment requirements when making your booking.  
 
We charge 50p per head for one serving of tea and coffee and 30p per head 
for one serving of biscuits. Our tea and coffee is fair trade and our biscuits are 
sourced locally. 
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Catering 
You may organise your own outside catering; we can provide you with a list of 
recommendations for local caterers. Please inform us as to what time your 
caterers will arrive.  
 
Fire safety, health and safety, and first aid 
We will provide you with a briefing about Health and Safety and Fire Safety at 
Broadacre House. You are responsible for the safety of the people attending 
your meeting or event and for passing relevant safety information onto them. 
 
You are responsible for carrying out your own risk assessment on the meeting 
and event space. If you need to arrange a visit to Broadacre House to carry out 
a risk assessment, please ask one of the Broadacre House Hosts.  
 
A first aid box is provided in reception. If anyone is injured at Broadacre 
House, you must report the accident in our accident report book, which is in 
reception.  
 
Cleaning and damage 
We will provide a clean and tidy room for you to use and we expect the room 
to be left in the same way. If you damage any part of the building, building 
contents or grounds, we may need to pass on the cleaning or repair costs.  
 
Car park 
We are unable to provide free parking for your event. Our underground car 
park has two accessible parking spaces. There are three visitors’ spaces with a 
maximum stay of 1 hour. 
 
Insurance 
Our insurance policy covers injury or accident caused by the building only. You 
are responsible for having the right type and level of insurance to cover your 
activities. 
 
Personal property 
Broadacre House and Northern Creative Solutions cannot accept responsibility 
for any personal property left on the premises nor for any loss or damage 
arising from use of the car park. 
 
Alcohol 
If you want to consume alcohol in Broadacre House, you must inform us in 
advance, and gain our permission to do so.  
 
If you want to sell alcohol as part of your event, you must get our permission 
first and obtain the relevant license from Newcastle City Council.  
 
Smoking 
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Smoking is not permitted in the building or outside the front door. A smoking 
area is provided in the basement car park. 
 


