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Durham University Careers, Employability & Enterprise Centre 

Terms and Conditions for Functions and Events 

 

This Agreement is made between the University of Durham whose registered address is at The Palatine Centre, Stockton Road, Durham, 

DH1 3LE (“the University”) who is appointed by the Client, as detailed in the Event Booking Form attached hereto, to deliver goods and 

services to the Client for an event (the “Event”) as detailed in the Event Booking Form.  Provision of said goods and services for the Event, 

by the University to the Client, will be subject to the following terms and conditions:  

 

1.   Bookings 

 

1.1 The details of all goods and services to be provided by the University to the Client for the Event (the “Services”) and which (if 

any) of the University premises will be used for the Event (the “Venue”), will be as detailed in the Event Booking Form attached 

hereto. The Event Booking Form will be signed by both Parties and in addition to these terms and conditions, forms the entire 

agreement between the Parties for the Event (the “Contract”).  The Event Booking form will also detail start and finish dates and 

times for the Event, the number of guests the Client expects  to attend the Event, the applicable charges for the Services and the 

Venue or the basis on which the charges for the Services and the Venue will be calculated (the “Charges”). 

1.2 The Event Booking Form will also include any special terms and conditions the University may choose to impose on supply of 

the Services or use of the Venue.  In the event of any conflict between these terms and conditions and the Event Booking Form, 

the latter shall take precedence.   

 

2.   Confirmations, Numbers and Changes 

 

2.1 All bookings are provisional until the Event Booking Form is signed by both Parties and dated. The Event Booking Form shall 

specify the number of attendees agreed by the University to be expected to attend the Event. 

2.2 The Client must inform the University if the expected number of attendees changes no less than ten (10) working days in advance 

of the Event. 

2.3 Should the Client require the provision of any additional goods and services for the Event following signature of the Contract but 

prior to the Event, provision of said additional services will be confirmed in writing by the University, detailing any applicable 

charges and when signed by both Parties, will constitute a variation to the Contract.  In all other respects the Contract shall be as 

previously agreed between the Client and the University.  Any additional charges will be included in the invoice issued by the 

University in accordance with Clause 3.1. 

 

3.   Payment 

 

3.1 In consideration of the University making available the Venue and supplying the Services, the Client agrees to pay the Charges, 

not less than twenty (20) Working Days from the date of the invoice.  The University will issue an invoice.  

3.2 Time of payment is of the essence. For the purpose of these Terms and Conditions, payment is made when the University 

receives it in cleared funds. Payment by the Client shall be made without any deduction or set off. The University reserves the 

right to claim interest and compensation for debt recovery costs under the Late Payment of Commercial Debts (Interest) Act 

1998 and the Late Payment of Commercial Debts Regulations 2002.  If the Client fails to make any payment on or before the 

date the Charges fall due, the University may cancel the Contract or suspend performance to the Client. The University reserves 

the right to set off sums owed by the University to the Client against sums owed by the Client to the University. 

3.3  Interest on an overdue invoice shall accrue (on a daily basis) from the day when payment becomes due until the date of payment 

(whether before or after judgement) at a rate of 4% above Barclays Bank Plc’s base lending rate at the time of the relevant 

invoice. 

 

4.   Cancellation/Partial Cancellation/Postponement by the Client 

 

4.1 In the unfortunate circumstances that the Client needs to cancel or postpone the Event, the Client shall give the University written 

notice of cancellation as soon as reasonably practicable.  An automatic cancellation charge of 90% of the Charges will become 

payable (the “Cancellation Charge”) by the Client to the University where the Client fails to provide the University with written 

notification of the cancellation or postponement of the Event at least two (2) months prior to the Event.  Any third party charges 

incurred by the University on behalf of the client that exceed the Cancellation Charge shall also be paid by the Client to the 

University.  The Cancellation Charge is exempt of VAT. 

4.2 Where the Client notifies the University of Cancellation at least two (2) months prior to the Event the Client will only be liable 

for any third party charges reasonably incurred by the University on behalf of the Client prior to cancellation. 

4.3 The University shall make every reasonable effort to re-let the Venue following cancellation by the Client. The University can 

only confirm the actual sum of the Cancellation Charge after the intended date of the Event, as the University may reduce the 

Cancellation Charge by a sum proportional to any alternative use of the Services or Venue the University may secure in place of 

the cancelled Event. 

4.4 The Client will ensure that any cancellation, postponement or partial cancellation of the Event is communicated verbally to the 

University as soon as reasonably practicable and, in accordance with Clause 4.1; this should be immediately confirmed to the 

University with written notification.  

The University will issue an invoice to the Client for any Cancellation Charge after the intended date of the Event. The invoice 

will be payable by the Client in full within thirty (30) days of its receipt. 
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4.5 The University advises the Client to procure appropriate cancellation insurance where applicable. 

 

5.   Cancellation of the Event by the University 

5.1 The University may cancel the Event and terminate the Contract with immediate effect, with no liability to the Client where: 

5.1.1 the Event might in the University’s reasonable opinion prejudice the reputation or business of the University of 

Durham;  

5.1.2 the Client (being a body corporate) convenes a meeting of creditors or enters into liquidation (whether voluntary or 

compulsory); 

5.1.3 the Client has a receiver, manager or administrative receiver appointed of the whole or any part of its undertaking, 

property or assets; 

5.1.4 a resolution is passed or petition presented to any court for the winding-up of the Client or any person takes any step 

to appoint an administrator of the Client; 

6.1.5 any proceedings are commenced relating to the insolvency of the Client in any jurisdiction to which  the Client or any 

of its assets is subject; 

5.1.6 the Client has, suffers or allows any execution to be levied on its assets or obtained against it; 

5.1.7 the Client commits a material breach if any of its obligations under the Contract; 

5.1.8 the Client is unable to pay its debts within the meaning of section 123 of the Insolvency Act 1986 

5.1.9 the Client ceases or threatens to cease trade. 

5.2 Termination of the Contract by the University in accordance with Clause 5.1 shall not affect the rights and duties the Parties 

accrued under the Contract prior to termination. 

5.3 Where the Contract is terminated in accordance with the provisions of this Clause 5, the University reserves the right to impose 

Cancellation Fees as outlined in Clause 5. 

6.   Changes to the Venue 

The University reserves the right to change the Venue for an alternative of equal suitability where the Universirty has reasonable 

commercial or operational reasons for doing so (including, but not limited to, the carrying out of works on the relevant Venue or the Venue 

being otherwise unavailable). The University shall endeavour to give the Client reasonable prior notice should this become necessary. 

7.  Services Provided by Third Parties 

 

7.1 The Client will seek prior written consent from the University to use any entertainment or services for the Event which will be 

supplied by a third party. Any such services must comply with all and any statutory codes and regulations. It shall be the 

responsibility of the Client to ensure that, where applicable, all electrical equipment used has a current Portable Application Test 

Certificate(s). 

7.2 All third party contractors brought into the Venue by the Client must be covered by their own Public Liability Insurance. 

7.3 The University reserves the right to object to the Client’s intended use of any third party which the University reasonably 

considers to be unsuitable and to require the Client to, or to undertake their removal from the Venue and the Event. 

7.4 The Client agrees to indemnify the University in full against any claims, costs and expenses incurred by the University as a result 

of the University granting any consent to the Client under the provisions of Clause 7.1. 

 

8.   Use of the Venue 

8.1 The Client undertakes to the University:- 

8.1.1 to use the Venue only for the purpose of hosting the Event on the dates stated in the Event Booking Form; 

8.1.2 not to use the Venue or any part of the Venue for any activities which could reasonably be considered to be 

dangerous, offensive, noxious, illegal or immoral or which are or may become a nuisance to the University or the 

owner or occupier of any neighbouring property; 

8.1.3 not to do anything which might invalidate any insurance maintained by the University in respect of the Venue or 

which might increase the insurance premium payable for the Venue. 

8.1.4 not to bring to the Venue or any part of it any animals (except guide dogs for the blind); and/or wines, spirits, food or 

beverages without the prior consent of the University; 

8.1.5 to observe all applicable laws, licences and regulations relating to the use of the Venue for staging the Event, 

including the University’s Code of Practice (copy available on request); 

8.1.6 to indemnify the University in respect of the cost of making good any damage to the Venue suffered during the Event 

(excluding only fair wear and tear);  

8.1.7 to indemnify the University against any damages, losses, costs, claims or expenses incurred by the University towards 

a third party arising out of or in connection with the Client’s use of the Venue and/or the provision of the Services by 

the University, whether arising by reason of negligence of the University or otherwise; 

8.1.8 not to park or allow another person to park on or obstruct any highway route allowing access to the Venue; 

8.1.9 not to make any alterations or attachments or additions to the Venue without the prior written consent of the 

University; 

8.1.10 to procure that the Event takes place during the period agreed on the Event Booking Form and to ensure that all guests 

have left the Venue no later than the end of said period or such time as the University shall have agreed in writing. 
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8.2 No vehicle belonging to the Client, the Client’s employees, agents, sub-contractors or guests will be allowed to park at the Venue 

or the premises of the University without a valid car parking permit. The University accepts no responsibility for any damage, 

however occasioned to any vehicle parked on University premises. 

 

9.   Etiquette 

9.1 The University reserves the right to judge acceptable levels of noise or behaviour at the Event whether this is by the Client or the 

Client’s guests, representatives or contractors. The Client must ensure compliance with the University’s directions as to noise or 

behaviour. 

9.2 The University reserves the right to exclude or eject any person from the Event or the Venue where the University reasonably 

considers such person to be objectionable; and to terminate the Contract and stop the Event without liability to refund any 

charges to the Client or offer any form of compensation, where necessary to prevent or terminate unacceptable noise or 

behaviour.  

9.3 The Client shall indemnify the University against all and any losses, costs, damages and expenses suffered or incurred by the 

University arising out of any exclusion, ejection, termination or stopping the Event and circumstances giving rise thereto. 

9.4 The University may wish to take photographs during a hosted event, unless stated otherwise in writing the Client gives the  

University permission to use these photographs for internal and external marketing purposes. 

 

10.   Health, Safety Legal and Licensing Requirements 

10.1 The Client must comply fully, and ensure full compliance of all sub-contractors, employees  

and guests with the Health and Safety Manual of Durham University a copy of which can be found on 

http://www.durham.ac.uk/healthandsafety.manual/ or as can be supplied on request by the University in compliance with all legal 

requirements. 

10.2 The Client must maintain free access to fire exits at all times and must obtain prior approval from the University before using any 

special effects equipment on University premises. All electrical equipment must be PAT tested and a representative of the 

University may demand to see proof of the Client’s compliance with this requirement before allowing its use at the Venue. 

10.3 The Client must comply with all advice and/or instructions supplied by the University relating to the use of the Venue which are 

necessary to ensure that any goods or equipment supplied as set out in the Contract will be safe and without risk to health at all 

times when they are being set, used, cleaned or maintained by any person at work. 

10.4 The Client shall indemnify the University in respect of any and all claims arising as a result of the Client’s or the Client’s guests, 

representatives or contractors activities during the Event. 

 

11.   Guests’ Clothing and Personal Property 

 

11.1 The University does not accept responsibility for the Client’s property or that of the Client’s guests, employees or sub-

contractors. In some instances cloakrooms may be available for the convenience of the Client but any goods deposited in the 

cloakrooms or left unattended at the Venue are deposited at the owner’s risk and without any liability on the part of the 

University. 

11.2 If any items are to be delivered to the Venue or any of the University’s premises prior to the Event, arrangements must be made 

with the University in advance. The University will use reasonable endeavours for the safekeeping of such items which will 

nevertheless remain at the owner’s risk and the University will not be held responsible in the event of loss, theft or damage.  

11.3 The University does not accept any liability for loss or damage to any item of equipment, furniture, stock or the like left in 

storage on University premises 

 

12.   Liability of the University 

 

12.1 The following sets out the entire financial liability of the University (including any liability for the acts or omissions of its 

employees, agents or sub-contractors) to the Client in respect of any breach of these Terms and Conditions and any 

representation, statement, act or omission (including negligence) arising under or in connection with the Contract and in respect 

of and contemplated performance or lack of performance. 

12.2 Nothing in these Terms and Conditions excludes the University’s liability if the University’s negligence causes personal injury or 

death. 

12.3 The University shall have no liability for any loss of profit, financial loss, depletion of goodwill or any indirect loss, damage, cost 

or expense whatsoever in each case which arises out of or in connection with the performance of the Contract or its contemplated 

performance or lack of performance. 

12.4 Subject to the provisions of Clause 12.2, the University’s total liability in Contract, tort (including negligence or breach of 

statutory duty), misrepresentation or otherwise, arising in connection with the performance or contemplated performance or lack 

or performance of the Contract shall be limited to a maximum of two times the total value of the Contract. 

 

 

 

 

 



 
 
 

Page 4 of 5 
 

13.   Written Approval 

 

13.1 The Client must obtain the University’s prior written approval if the Client wishes to attach any item to the walls, floors or 

ceilings of the Venue. 

13.2.1 The Client may not use any of the following without written permissions from the University; 

13.2.2 the name “University of Durham” or “Durham University”; 

13.2.3 the University’s Crest or any College Crests; 

13.2.4 the Name or logo of any of the University’s Colleges, Departments or Institutes; 

13.2.5 Any photographs of any part of the University or any intellectual property of the University or its Colleges. 

 

14.  Law 

The Contract shall be governed by and construed in all respects in accordance with the laws of England. The University and the Client 

hereby submit to the exclusive jurisdiction of the English courts. 

 

15.   Freedom of Information 

The Client acknowledges that the University is subject to the requirements of the Freedom of Information Act 2000 and shall assist and co-

operate with the University to enable the University to comply with all statutory obligations regarding information disclosure required by the 

provisions of this Act. The Client shall ensure that all information produced in the course of the Contract or relating to the Contract is 

retained for disclosure and shall permit the University to inspect such records as requested from time to time. 

16. Overseas Clients 

Where the Client does not have a United Kingdom (UK) address or where the UK is not the Client’s main place of residence/business, the 

University reserves the right to ask the Client for a guarantee of payment from a UK bank and where the guarantee is not provided within 

thirty (30) days of said request, to terminate the Contract without liability to the Client.   

17. Disputes 

Any complaint or dispute arising out of the Contract must be made in writing by the Client to the University within seven (7) Working Days 

of the Event. 

18.  Force Majeure.  

Neither the Client nor the University shall be liable for any delay in performance or failure to perform their obligations under the Contract 

where such delay or failure results from circumstances beyond the affected Party’s reasonable control. Such delay or failure shall not 

constitute a breach of the Contract and the time for its performance shall be extended by such period as is equal to the delay or by which 

performance is prevented. 

19.  General 

 

19.1 Each right or remedy of the University under the Contract is without prejudice to any other right or remedy the University may 

have, whether or not under the Contract. 

19.2 Should any provision of the Contract be found by any competent authority to be invalid, unenforceable or unreasonable, it shall 

be severed from the remainder of the Contract which shall continue in full force and effect. 

19.3 Failure or delay by the University in enforcing or partially enforcing any provision of the Contract is not a waiver of any of its 

rights under the Contract. 

19.4 Any waiver by the University of any breach by the Client is not a waiver of any subsequent breach 

19.5 The Contract does not create, confer or purport to confer any benefit or right enforceable by any person not a party to it by virtue 

of the Contracts (Rights of Third Parties) Act 1999. 

 

20.  Notices 

 

20.1 Any notice to be given by either Party to the other under the Contract must be in writing addressed to that other Party at its 

principle place of business or such other address as may have been notified for these purposes. 

 20.2 Notices shall be delivered personally or sent by first class post. 

20.3 A notice is deemed to have been received:- 

21.3.1 If delivered personally, at the time of delivery; 

21.3.2 If sent by prepaid first class post, on the second working day after posting (exclusive of the day of posting). 
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21.  Entire Agreement 

 

Any variation to the Contract is of no effect unless agreed in writing by an authorised representative of the University. The Event Booking 

Form and these Terms and Conditions constitutes the entire agreement between the Client and the University for the use of the Venue and 

the provision of the Services for the Event. No employee or agent of the University is authorised to make any representation concerning the 

Contract unless confirmed by the University in writing, and the Client acknowledges that the Client does not rely on, and waives any claim 

for breach of, any such unconfirmed representation (unless such representation is made fraudulently). The Client may not assign the 

Contract, although the University may do so or chose to enter into a sub-contract in respect of the Services where it deems necessary. 


