
504: Terms and Conditions of  use

Please be aware that in hiring or agreeing to hire 504 you are entering into a contract. 
The terms and conditions that follow form the basis of  that contract and any individual or 
organisation (including their guests and associates) in breach of  them will be held legally 
responsible and liable for the cost of  reparation of  any damage(s) physical or otherwise that 
they may cause.

TOILET FACILITIES

1. 504 is part of  a small community of  spaces managed by the same Community Interest 
Company. 504 is a self  contained space, and a couple of  these neighbouring arches have 
access to 504’s toilet facilities. Their visits are respectful and tend to be infrequent.

BOOKING & CANCELLATION POLICY

2. The balance due for the cost of  hire must be paid and cleared before taking possession 
of  the space on the first day of  the booking. We do not guarantee to hold dates until the 
agreed fee has been received.

3. For bookings under £250, full payment is needed to secure your booking.

4. For bookings over £250, an agreed deposit must be paid to secure your booking.

5. Our cancellation policy (“Notice period” relates to the number of  days before a Session):

 Notice Period / Your refund:

 7 days prior to start of  booking / Full Refund

 0-7 days prior to start of  booking / No refund

6. 504 reserves the right to cancel bookings and is not liable for costs incurred by those 
bookings.

HOUSEKEEPING

7. Those hiring 504 must leave the space clean and tidy, putting rubbish in the bin and 
washing any cups or utensils used for refreshments.
8. You are responsible for leaving the space and its surroundings in the condition you found 
it, including furniture tidied away. Basic cleaning materials and apparatus are provided to 
cope with accidental spills etc.
9. Clients agree that they may need to lock up 504 after their booking. This is an easy 
process and a full induction will be given on arrival.
10. AT NO TIME should the arch shutter be left open whilst the venue is unattended.
11. Those using 504 should respect the archway and its contents. Clients must inform 504 
of  any damage they or their colleagues have caused immediately by phone, text or email 



so that it can be repaired. We reserve the right to invoice individuals to recover the cost of  
repairing any damage caused.
12. Clients shall not affix anything other than blue tack or electricity tape provided within 
the venue to the floor or the curved walls. Damages to the floor incurr a £50 fine. 
13. Clients shall not move the piano. It is very heavy and may result in injury. If  the piano 
is moved and knocked out of  tune, you will be billed for it to be re-tuned, which can cost in 
excess of  £100.
14. There is one parking spot location outside of  the archway. NO OTHER PARKING is 
allowed on Ridgway Road from Monday - Saturday.
15. It is illegal to smoke inside the premises.
16. Due to the self  contained nature of  504, those occupying the space may need to take 
occasional deliveries.

EVENTS

17. ALCOHOL POLICY: All consumption of  alcohol on site must be purchased through 
the venue. Persons on site carrying their own alcohol will be asked to leave the venue and 
barred from the event. If  you are interested in buying band/performers drinks or setting 
up a tab, contact 504arch@gmail.com.
18. INCLUSION POLICY: When running an event, you become part of  the team that 
makes 504 a safe, non-violent and welcoming space for many different types of  people. 
There is a zero tolerance policy on racism, ageism, sexism, transphobia, classism, ableism, 
homophobia or fatphobia. This includes lyrical content of  music and a complete setlist of  
performers needs to be provided to the venue in advance of  the event.
19. We are a socially minded arts venue opposite a residential area; we are not a nightclub. 
There is a limit to amplification of  sound you can produce. Soundcheck is required 
and noise level agreed upon before each event. If  this volume is exceeded, the sound 
equipment will be turned off.
20. Organisers are expected to help with set up/down for gigs.
21. All repairs to damaged equipment or infrastructure by performers or guests must be 
paid for in full.

CCTV
22. The installed CCTV system is designed to reduce risk to the user and to the premises. 
All data is collected in accordable with GDPR and disposed of  within 2 weeks.

LIABILITY

23. 504 is covered by a public liability insurance policy, however we recommend that you 
seek the appropriate insurance for you booking / event.
24 We accept no liability for any loss or damage to possessions while using the space.
25. We accept no liability for any injuries sustained while using the space.
25. If  there is an emergency, lock up 504 and notify Mary on 07515169843. There is a fire 
extinguisher located to the right of  the door on exit, below the light switches.


