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PRE HIRE INFORMATION
Thank you for choosing to hire The Phoenix Garden for your upcoming
event. As a charity not in receipt of any regular funding we rely heavily
on the revenue from hires to raise the 100k per year we need to operate.
By choosing us as a venue for your event you not only enjoy the truly
unique and iconic setting of the only wildlife garden in central London,
but directly support the important work that we do.

THANK YOU!
This document outlines some important and useful information to bear
in mind before your booking commences. Please read it carefully and do
not

hesitate

to

contact

us

if

you

have

any

queries

using

admin@thephoenixgarden.org or 07716 480 049
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SECURING YOUR BOOKING
We are unable to reserve dates for prospective bookings due to the
number of enquiries we receive. To secure your booking date we require
a 50%, non-refundable deposit.
Please note that The Phoenix Garden reserves the right to refuse venue
hire and preliminary discussions regarding a proposed event do not
constitute a hire agreement.

CANCELLATION POLICY
Should you wish to cancel your booking, your deposit will be retained by
The Phoenix Garden. If you need to amend the date of your booking you
can do so without any additional fees.
There are certain circumstances whereby we may consider waiving the
above policy. However, this will be assessed on a case-by-case basis and
is at the discretion of The Phoenix Garden’s Manager and/or Trustee
Board.

COVID-19 CANCELLATION CLAUSE
In the instance that your booking cannot go ahead due government
imposed covid restrictions, you have two options:
To cancel your booking altogether and receive a refund of any
payment made
To amend your booking date for an alternative point in time

BEFORE YOUR EVENT
In the lead-up to your booking, The Phoenix Garden’s Manager will be
available to discuss planning aspects and to answer any questions you
may have. It is important to make us aware when you have arranged
catering, entertainment, deliveries, or anything else pertaining to your
booking so that we can make a note of this. Please also let us know
what kind of room set-up you would like so that we can organise this in
advance of the booking period.
Please note that the minimum venue hire time is 4 hours

GETTING HERE
Our address is 21 Stacey Street, WC2H 8DG. The closest tube stations are
Tottenham Court Road, Leicester Square and Covent Garden (all of
which are approximately a 5-10 minute walk from the garden). The
below map details the nearest bus stops and routes

There are limited on street parking spaces available on New Compton
Street and an NCP in Covent Garden which is approximately a 5 minute
walk from The Phoenix Garden.

ARRIVING AND SETTING UP
The start time of your hire period will be pre-agreed with a
representative of The Phoenix Garden in writing (stated on your invoice
and in email correspondence). Please do not arrive earlier than your
start time. Please ensure that setting up has been factored into your hire
time. If you require additional time to be added to your booking, please
contact a member of staff who will discuss this with you (please note
that this will incur additional costs).
When you arrive, a member of staff will be on site to assist you with
setting up and to familiarise you with the building. They will remain on
site at all times throughout the duration of your booking should you
need anything.

CLEARING UP
After your booking has ended, we would appreciate your assistance in
clearing the building and/or garden as much as possible. Please ensure:
Any waste from the event is the hirers responsibility to manage and
dispose of. A representative of The Phoenix Garden can provide bags
for waste collection at an additional cost of £5 per bag.
Any equipment belonging to The Phoenix Garden is neatly stored
ready for staff to pack away.
Personal belongings or externally hired equipment are taken away
with you.
Staff will be on hand to help with this.
Please ensure that your booking finishes promptly at the agreed end
time (stated on your invoice and the email this document is attached
to). ***Bookings that overrun may incur additional hire charges***
Please ensure that you vacate the premises quietly, bearing in mind that
we are neighboured by residential accommodation.

KITCHEN & BATHROOM FACILITIES

The following amenities are available for hirers to use:
Small fridge with a freezer compartment
Microwave
Domestic oven and hob
Assorted crockery, cutlery and glasses.
Our kitchenette has a boiling water tap instead of a kettle. Hirers are
asked to please ensure their safety when using this by adhering to the
instructions located in the kitchen (on the wall behind the faucet). Staff
will also clarify how to use this if needed.
Refreshemts can be provided for an additional charge per person,
please see pricing sheet.
There are 2 gender-neutral toilets on-site, one of which is wheelchair
accessible. Baby changing facilities can be made available if required.

ADDITIONAL HIRE ITEMS
We have approximately x30 black plastic chairs, x3 6ft rectangular tables
and 5 x 4ft circular tables that we can make available to you at no
additional charge.
Beyond this, most clients bring their own equipment with them for
bookings. However, we do have ‘extras’ available on site should you
require during your event, including;
Large Marquee (white, 6x3m) x 1
Small Marquees (green, 3x3m) x 2
BBQ
Bluetooth Speaker
Projector and Screen
White Board and Pens
Flip Chart
Bunting
Festoon Lights
These items come at an additional charge, please see separate pricing
list.
If there is something missing from this list that you think we should
offer please do let us know.

HEALTH & SAFETY
Your Premises Officer will be on site for the duration of your booking ,
they will give you a brief Health & Safety overview, explain how the
building works and are on hand to be of assistance and answer any
questions you may have.
If you are bringing any additional items for your hire, you must inform a
representative of the Phoenix Garden, who will carry out a risk
assessment if necessary.
Any electrical items must have passed a recent PAT test.
If you are running activities as part of your hire this needs to be
discussed with a representative of the Phoenix Garden so that it can be
risk assessed and is compliant with our insurance policy.
Teachers/activity leaders must supply proof that they are covered by
their own Public Liability Insurance.

FIRE EVACUATION PROCEDURE
In the unlikely event that there is a fire alarm during your booking,
please exit the building via the nearest available emergency exit (the
main door to New Compton Street or either of the two fire doors leading
into the garden).
The assembly point is located at Valentino Dry Cleaners, Stacey Street.
The Premises Officer will be responsible for making sure everyone has
left the building and that it is secure and will direct you when it is safe to
re-enter the building.

FAQS
Can I store anything at The Phoenix Garden before or after my
event?
Unfortunately, we are unable to store any items whatsoever in
advance of a booking or once an event has finished. Please ensure
that you factor this into planning your event.
What is the capacity of the venue?
For building only bookings, the venue capacity is 30 people seated
and 50 people standing.
For Building and Lawn Hire, capacity is 70.
For building and whole garden bookings, the capacity is 150 people.
(Please note that these figures apply when no social distancing
measures are in place. During the pandemic, government
guidance will inform maximum capacity)
Will The Phoenix Garden be open to the public during my booking?
If you have chosen the ‘Building only’ or 'Building and Lawn' option,
the garden/remainder of the garden, will remain open to the public
during your event.
Will I have access to WIFI during my booking?
Yes, the password will be provided to you upon request.
Can I play music during my event?
Yes, you can play low-level (ambient) amplified music during the
event. Live music must be accoustic, though vocals may be
amplified. Sound levels will monitored to ensure reasonable levels
of noise, bearing in mind that we are situated in a residential area.
Music is not permitted outside after 8pm
Do you charge a corkage fee?
Please note that a corkage fee of £5 per head applies.

FAQs continued

Will I have to pay for any damages or breakages?
If any damages occur during your event please ensure that you
report this to a member of staff. You may be subject to additional
charges for repairs/ replacements if this situation arises. Please
ensure that you respect the space and any equipment you may use.
Will I have to pay any cleaning charges?
If any damages occur during your event please ensure that you
report this to a member of staff. You may be subject to additional
charges for repairs/ replacements if this situation arises. Please
ensure that you respect the space and any equipment you may use.
Are registrars fees included in the hire fee for my wedding booking?
No, registrars fees are additional to the venue hire fee. Please book
your

registrar

directly

through

Camden

Council

via

https://www.camden.gov.uk/book-a-registrar
Do I need a temporary events notice (TEN) for my event?
You may require a TENs licence from LB Camden for your event. For
example, if you are selling alcohol or providing entertainment such
as live music or dancing.
Do I need a temporary events notice (TEN) for my event?
You may require a TENs licence from LB Camden for your event. For
example, if you are selling alcohol or providing entertainment such
as live music or dancing.
You must apply directly with Camden Council at least 10 days prior
to the event.
A TENs licence costs £21.00.
Please check Camden’s website for further information:
https://www.camden.gov.uk/temporary-events-notice

