TERMS AND CONDITIONS

Maynooth College Hospitality (hereafter MCH) manages conference and accommodation services on the
campus at St. Patrick's College, Maynooth. The contract for hire of the on-campus facilities and services is
between the client and MCH.

BOOKING PROCEDURE
The procedure for making a booking with MCH is set out below:

l.
2.

A visit to inspect the campus and its facilities prior to booking is strongly recommended.
In order to make a booking, the client must provide in writing to MCH details of requirements,
where applicable, under the following headings:

1. Accommodation

2. Catering

3. Facility/room hire

4. Equipment

5. Supplementary services

6. Arrival and departure dates and times

7. Expected numbers - attending and requiring accommodation.

. A contract detailing booking requirements and payment arrangements will issue following receipt of

this information. The contract should be signed and returned within seven days of issue. MCH will
hold the booking for a period of seven days from the issue date of the contract. MCH reserves the
right to release some or all elements of the booking if the signed contract has not been received after
seven days.

. Upon receipt of the signed contract, a pro forma deposit invoice to the value of 20% of the total

costs will issue. The deposit is non-refundable and non-transferrable. Deposit payments are retained
on a pro rata basis. Payment is required within fifteen days of the invoice date. The booking is not
secured until payment has been processed.

. No later than eight weeks prior to arrival, final information on all aspects of the event is required.

Requests for additional services after this point will be facilitated subject to availability.

. A second pro forma deposit invoice will then issue and is payable no later than 42 days prior to

arrival. This invoice will be based on the details agreed in (4) or to take account of amendments
made in (5).

. Final catering numbers are required five working days before the start of the event. These are the

minimum numbers that will be charged for.

. To secure a booking made within eight weeks of the start date a non-refundable deposit of 80% is

required.

. The invoice for the balance due will issue within ten days of departure and must be paid within thirty

days of issue. In the event of failure to settle in full by the agreed date, MCH reserves the right to
pursue payment through all appropriate avenues. Charges incurred in so doing will be borne by the
client.



PAYMENT SCHEDULE

Timing Amount Due
Initial booking 20% of contract value
42 days prior to arrival/start date 60% of contract value

Within 10 days of final reconciliation Outstanding balance to be paid in full

All deposits are non-refundable and non-transferrable. Deposit payments are retained on a pro rata basis.
Payments must be made by credit transfer, quoting the booking reference. All bank charges are the
responsibility of the client. Failure to meet payment schedules may result in withholding of services.

CANCELLATION

Timing (prior to due date for arrival) Cancellation Charge

>42 Days 20% of contract value
<42 Days 80% of contract value
<14 Days 100% of contract value

In the event of cancellation of the booking by the client, MCH will withhold all non-refundable deposits.
MCH reserves the right to cancel a booking in the following circumstances:

1. The college authorities deem the event to be contrary to the ethos of the institution
2. The true nature and purpose of the event is not fully disclosed at the time of booking and is
subsequently deemed to represent
1. A threat to the reputations of the on-campus institutions, and/or
2. A risk to the safety of potential attendees, staff, students and any others on or near the
university campus, and/or
3. A threat to the property of SPCM.

In the event of a cancellation in one or more of the circumstances listed above, MCH reserves the right to
withhold in full any deposits.

MCH also reserves the right to cancel a booking in circumstances where unforeseen institutional
requirements make it impossible for MCH to meet its contractual obligations to the client. In such a
scenario, any deposits will be refunded in full.

INSURANCE

1. MCH requires that hirers of the facilities must hold and produce evidence of insurance to indemnify
the hirers, St. Patrick's College, Maynooth in respect of all liabilities relating to
1. loss of or damage to property
2. accidents or illness suffered by any person.
2. St. Patrick's College, Maynooth is insured against legal liability arising from the use of these
facilities.

SECURITY AND SAFETY

It is the responsibility of the client to ensure that adequate arrangements are in place regarding the security
and safety of their guests. In the case of certain types of event, such as programmes for youths and for
elderly people, adequate supervision is the responsibility of the client. The client will be liable for any
damages which arise as a result of misconduct by guests. Clients should note that all buildings are strictly
non-smoking. It is the client's responsibility to ensure that all attendees are aware of this policy and smoke
in designated outdoor areas only.



CHILD PROTECTION

All organisations that provide services to children must have specific policies and procedures in place to
create a safe environment. Anyone whose work or activity involves access to children or vulnerable adults
must be vetted. MCH retains the right to request a copy of the policies and proof of vetting at any time.

RATES

While every effort will be made to maintain the rate originally quoted, MCH reserves the right to alter its
published tariffs if circumstances or changes in minimum/maximum numbers compel such action. Rates
will be automatically adjusted to reflect any amendments to VAT.

AMENDMENTS

MCH reserves the right to alter, in consultation with the client, arrangements and facilities for a booking
where circumstances deem this necessary.
In the event of a reduction in numbers attending MCH reserves the right to allocate alternative facilities.

FORCE MAJEURE

Neither party shall have any liability or be deemed to be in breach of this Agreement for any delays or
failures in performance of this Agreement which result from circumstances beyond the reasonable control
of that Party. For the purpose of this clause the following shall be regarded as such circumstances;

1. Acts of God, extreme weather, explosions, leakage of water, disease, epidemic, pandemic, fire or
accident;

. War hostilities (whether war declared or not), invasion, act of foreign enemies;

. Rebellion, revolution, insurrection, military or usurped power or civil war;

. Riot, civil commotion or disorder;

. Acts, restrictions regulations, bylaws, refusals to grant any licenses or permissions, prohibitions or
measures of any kind on the part of any governmental authority;

. Strikes, work to rule or go slow, lockouts, hostilities, or other industrial actions or trade disputes or
whatever nature;

wm AW N

o))

Due to any of the above causes, either party may suspend or cancel the whole or any part of the booking.
Each party will endeavour to notify the other as soon as reasonably possible if a force majeure event
occurs. All deposits will be refunded, less any applicable banking fees, or may be carried over and applied
to rescheduled events.

MISCELLANEOUS

Hours of Business
08:00 - 20:00
*Hours of Business are subject to change, so please check website to confirm.

Check-in and Check-out Times Check-in time is after 14:00 and before 20:00. Check-
out time is strictly 10:00 on the morning of departure.

MCH reserves the right to apply additional charges for late departures, without any obligation to facilitate
continued occupancy of a room after 10:00 on the day of departure

Access Restrictions
Various access restrictions apply, including the following:

1. The south campus is closed from 01:00 - 06:00 each day.
1. Access during this period is permitted by prior arrangement only.
2. Departures during the period will be facilitated if a prior arrangement is made.



2. Only guests on the guest list are permitted to stay. Admission will be refused to anyone whose name
is not on the list.

3. Security reserves the right to refuse admittance to anyone deemed likely to cause a disturbance.

Guest Details
MCH is required to hold essential information on overnight guests, including name, address and contact
details. The client may choose between two options:

* Provide the required information in electronic format when rooming lists are finalised
® Leave it to individual guests to fill out registration forms at check-in.

Directions, Signage & Maps

Restrictions on signage apply across the campus to protect the material and aesthetic integrity of the
property. MCH does not provide event-specific signage. It is the client's responsibility to ensure that
guests have adequate directions in advance of arrival. MCH is pleased to advise and assist in this matter.

Parking

Parking restrictions apply across the campus and are rigorously enforced by an external contractor.
Regulations vary depending on the parking location, the time of the day, the day of the week and the time
of year. The client undertakes to inform their attendees of the applicable parking regulations in advance of
arrival on campus.

Publicity
The name and logo of St Patrick's College, Maynooth, must not be used by the client on any publicity
material, promotional material or press report without prior written permission from MCH.ond

AV

MCH recommends that as appropriate and relevant, all clients shall book an MCH approved technician in
connection with the IT & AV facilities. If those clients fail to book a technician, MCH accepts no
responsibility for the operation of audio-visual equipment or similar equipment. Any requests for
additional microphones or equipment must be confirmed 8 weeks prior to the start of the event and
additional charges may apply.

Wifi
Complimentary wifi is available across the campus. Guests may use an open-access source, details of
which will be provided to the client in advance by MCH.

Damages
The client is responsible for all damages arising from usage of campus property as a result of the event.



