
Events Guidelines
Welcome to Artfix! We’re happy to have you on board.

Here are a few guidelines to help you organise and run your event as smoothly as possible

ADMINISTRATION / SET UP
❏ Every event organiser / hirer / facilitator would have to complete a space hire form - Appendix 1

❏ All bookings must be discussed and agreed with our events manager

❏ Payments from attendees can be processed online via Artfix website or a direct link from your
website / event page where applicable
❏ The organiser is responsible for set up/clear up on the day and within the hours agreed

❏ Artfix may apply a charge if the presentation of the space is not satisfactory

WHAT WE OFFER
❏ Adequate, flexible and equipped spaces for your event

❏ Promotion on our website and social media platforms

❏ Direct contact with our everyday customers at the cafes

WHAT WE ASK FOR
❏ A clear and engaging description of the event and/or organiser(s)

❏ 2 / 3 high resolution images to be used for marketing purposes

❏ Links to social media platforms

❏ A direct website registration link if not done through Artfix

MARKETING
❏ We will cover the basic marketing but please note that it is up to you to promote your event
actively to ensure success

❏ You may want to share your event on related social media’s groups and pages, create the
poster/ leaflets to display where you see fit

❏ For public events, all publicity and marketing materials must include Artfix’s logo. Please share
#artfixlondon | @artfixlondon on all social media posts



REFRESHMENTS
❏ Any food and drinks consumed in the premises must be purchased from our cafe

❏ Artfix can provide catering tailored for your event. Please contact us for further details

EVENTS SPACES - VENUE HIRE FEES - PER HOUR

COMMUNITY
EVENTS

PRIVATE
EVENTS CAPACITY OPENING

HOURS

VENUE Mon-Fri Sat-Sun Mon-Fri Sat-Sun Standing Seating **

Woolwich

£ 25 £ 40 £ 40 £ 55

50 40 9 - 18

Greenwich 60 50 9 - 18 ***

Kidbrooke 50 40 9 - 17 ***

❏ Deposit: £ 100.00 - To be returned once confirmed that the room in its pre-event state

❏ * Community Events: Events and/or workshops which are open to public, with interest for the
community, charities or students

❏ * Private Events: Events which are closed to public and/or corporate

❏ ** Opening hours: Approximately as these may vary. Extra fee of £15 per hour will apply for
hiring outside opening hours

❏ ***Weekends at Greenwich venue are subject to have a minimum consumption charge

❏ Cafe areas may also be available for hire. Please enquire for more information

For any further queries, please contact us at:

info@artfixlondon.com

Thank you,
The artfix team



APPENDIX 1: Space hire agreement

DATED __________ / __________ / __________ BETWEEN:

The charity known as The Artfix Circle, represented by George Neris of 29-31 Oxford St. London W1D2DR;
and

______________________________________________________________________________ (the hirer)

_______________________________________________________________________ (the hirer address)

IT IS AGREED:

In consideration of the hirer wishing to use the space at artfix (specify venue) ________________________

and hold the event called __________________________________________ the parties agree as follows:

1. The hirer has paid, or agrees to pay within two days of signing this agreement, the hire fee to the
designated bank account.
2. The hirer will be held liable for any damage to the space and/or equipment and must repair/replace this at
his own cost. As safety against this incident, the hirer has paid a security deposit specified in schedule 2,
which shall be returned to him once it is confirmed that no such damage was inflicted. The hirer is also
responsible for any loss or damage to the goods he may be displaying and will arrange all necessary
insurance for them and their staff while it is in artfix’s premises and during the event.
3. The hirer must set up and clear up his event on the day and within the hours agreed herein in schedule 2.
Unless previously agreed anything left longer than the event dates and times agreed artfix will charge for
storage per day.
4. All delivery arrangements must be made by the hirer.
5. This agreement represents the entire agreement between the parties and the parties submit to the
exclusive jurisdiction of the English Courts. Any amendments to this agreement must be in writing.

SCHEDULE 1: Event details

Type of the event (workshop, class, conference, show, etc):

_____________________________________________________________________

Description of the event:

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________



SCHEDULE 2: Fees, dates and times

Payment fees are agreed as follows:

Total amount of £ ____________ for space hire

Refundable security deposit paid: £ ________________

Dates & times of the event (s) are agreed as follows:

________________________________________________________________________

________________________________________________________________________

The hirer: __________________________ Signed: _____________________________

BANK DETAILS:
❏ Name: The Artfix Circle
❏ Bank: Barclays bank
❏ Account: 80802441
❏ Sort code: 20-47-34

PAYMENT INSTRUCTIONS:
Bank transfer with the total amount of the hiring fee should be made to the bank account above
Please use the event’s name as the reference

The refundable security deposit must be paid separately online following the link below:
https://buy.stripe.com/6oE5ku3pb7gx6XK3cc

https://buy.stripe.com/6oE5ku3pb7gx6XK3cc

