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TERMS AND CONDITIONS - HIRE OF MEETING ROOMS

Standard Operating Hours
« Monday to Friday 09:00 -16:00 (excluding public or bank holidays).
« Each tenant company will be allocated 10 hours per month of free meeting room packages. Any
additional hours will be charged at £12.50 per hour. (This includes out of hours).

Out of hours services
« We are unable to provide a reception service after 4pm Monday - Friday. If you book out of hours in a
meeting room that is not in your building, we will provide you with a fob (if applicable). The fob should
be signed for and returned to a receptionist the following day (please do not leave on an empty
reception counter). We will charge £20 for any fobs that are not returned

Cancellations
« Cancellations up to 2 working days prior to the booking will result in no charges. Please cancel the
booking via the portal.

Refreshments/ Additional Services
« Please contact Campus Kitchen if you require Breakfast or a lite lunch for you and your guests on
01904 322030.

Attendees of the meeting
» Please keep a record of all people who are attending the meeting.

Cleaning

» YSPL will provide hand sanitiser in the room, please ensure all participants use it at the start and end of
the meeting. A disinfectant spray and cleaning roll will be provided in each meeting room, please clean
down all table surfaces after use.

» The meeting rooms will be cleaned by the cleaning team each evening.

Liability
» You accept responsibility for your own equipment whilst on the premises and you are liable at all times
for the loss or damage to any of YSPLs’ equipment, premises or any other matter not listed. You must
have your own insurance in place.
» Tenants must ensure they fulfill their Health & Safety obligations for attendees of the meeting, this
includes staff and visitors.
« Fire & Safety regulations are always to be observed.

Out of hours procedure
« Please ensure you leave the room as you found it and follow the Out of Hours Procedure. A copy of
which can be found on each Reception desk and on our tenants portal.

Bookings

« All bookings and cancellations should be made via the portal, any amendment to a booking should be
forwarded to conferencing@yorksciencepark.co.uk.

« A booking is only valid once a confirmation email is sent to you.

- Use of all services are subject to availability.

« All outstanding rental & services invoices are to be paid in full before rooms are offered free of charge.

« YSPL reserves the right to withhold services (including for the avoidance of doubt, denying tenants
access to its services) while there are any outstanding fees.

« To ensure all tenants have fair access to the rooms we do not allow multiple block bookings.

Changes in terms
o YSPL reserves the right to amend these terms and conditions at any time.
» Meeting Rooms cannot be booked for third party companies.
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