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Southwark
CATHEDRAL




CONFERENCES AND EVENTS

FREQUENTLY ASKED QUESTIONS

WHY IS CLAUSE 6 IN THE TERMS AND CONDITIONS, WHICH CONCERNS CATERING AT EVENTS HELD AT THE CATHEDRAL, SO IMPORTANT?

Our Catering partner, Azure, has an exclusive contract for providing all food and beverages across the Cathedral site. We ask all our clients to order their catering through Azure and not to bring any food and drink purchased elsewhere on to the site. Clients who do not observe this will be charged a fee on the basis of our standard day delegate rate for food. This charge will be levied per person attending the event.
HOW DO I BRIEF MY DELEGATES ON HOW TO FIND THE CATHEDRAL AND THE CONFERENCE ROOMS?

There is a tick box to request a map on the Booking Form.  In addition, please note the Cathedral is close to London Bridge Rail Station and Tube Station and can be accessed from either Tooley Street (the River side of the Cathedral) or Borough High Street (the Borough Market side of the Cathedral).

There are signs at London Bridge station directing you to the Cathedral.

Our postcode for SATNAV and Google Maps is SE1 9DA

By Foot:

From London Bridge Tube or Bus Station:  approximately 5 minutes walk.

Directions from London Bridge Tube Station – Tooley Street exit:

Follow the ‘Way Out’ signs for Duke Street.  This exit will bring you out on Tooley Street.  Cross the road in front of you at the traffic lights and head towards St Olaf House and London Bridge Hospital – two buildings right in front of you.  Follow the pavement around the corner to the left.  This will then bring you in front of the underside of London Bridge and ‘Evans Cycles’ will be on your left.  Continue under the tunnel and walk along the cobbled road.  The Cathedral and the Millennium Courtyard is on your left.  Turn in to the Millennium Courtyard.  The Refectory public restaurant is on your left as you enter the Courtyard.  Go straight ahead through the engraved double-doors and this is the North Porch.  Here you will see directional signage to the conference room that you have booked.

WHY DO WE ASK FOR THE EVENT TITLE?
It is important to both the conference organiser and Southwark Cathedral staff that the information is accurate on our Welcome Poster and signage on the day of your event and that the information is accurate.  If we have the correct event title on our signage it reassures those attending your conference that they are at the right location and enables delegates to find the right room.

WHY IS THERE A SPACE ON THE FORM TO CONFIRM ACCESS TIME?

Our welcome team headed up by our Conference Co-ordinator will be on site at the time that the conference organiser has stated on the form.  Please brief your team accordingly to arrive at the time stated on the form.

WHY DO WE ASK FOR NAMES AND CONTACT DETAILS FOR THE FACILITATORS?

Conference organisers will usually book a facilitator or leader to deliver the event.  It is important that our team can make contact with the facilitator if any problems arise on the day and the details may also be used to contact the facilitator prior to the event to double-check requirements.

WHY DO WE ASK FOR LAY-OUT?

Southwark Cathedral employs a dedicated room set-up team.  Your requirements as specified on the booking form will match those instructions i.e. the room is set the evening before your event.  Last-minute changes can be communicated up to two days before but changes on the day will involve us bringing in additional staff at a cost and this may also cause a delay to the start time of your day.  We will endeavour to change the lay-out as swiftly as reasonably possible however bear in mind the impact on your start time.
Last-minute changes to equipment requirements may also delay your start time.

WHY DO WE ASK FOR NAME BADGES AND WHAT TYPE OF BADGES DO YOU NEED TO PROVIDE?

It is necessary for our staff to know who is on site at any particular time in order to comply with Health and Safety regulations, insurance cover and the safe evacuation of the building in the event of an emergency.

All you need to do to meet this requirement is to prepare paper list* with delegates’ names or Company ID badges or named sticky labels.

*WHY IS IT NECESSARY TO PROVIDE RECEPTION STAFF AT THE CATHEDRAL WITH A LIST OF DELEGATES (FOR MEETINGS OVER 10)?

In the event of an emergency evacuation Cathedral staff will use this list to check that everyone has been safely evacuated from the building.

DO YOU NEED TO KNOW WHEN NUMBERS OF DELEGATES CHANGE FROM THE FIRST POINT OF ENQUIRY?

Yes, we do.  This helps us with a guide on lay-out, particularly when extra chairs may be required or, in more extreme cases of number changes, a room change.  It remains the responsibility of the conference organiser to contact the catering company AZURE with changes in numbers for catering.

WHAT ARE THE ROOM MEASUREMENTS, PRICES AND MAXIMUM CAPACITIES?

	ROOM
	
	ROOM CAPACITIES

	
	Lecture
	Cabaret
	U-shaped with tables
	Boardroom
	Horseshoe of chairs
	Standing reception

	Garry Weston Library
	80
	56
	33
	36
	30
	120

	Chapter Room
	30
	20
	21
	24
	18
	60

	Queen Elizabeth Room
	30
	20
	21
	24
	18
	60

	John Trevor Williams Room
	40
	30
	15
	18
	18
	60

	Desmond Tutu Room
	n/a
	n/a
	n/a
	12
	n/a
	n/a

	Edward Charles Boorman Room
	n/a
	n/a
	n/a
	8-12
	n/a
	n/a


Room sizes: (All sizes are approximate.)
Garry Weston Library



18.0m x 5.9m

The Chapter Room 



4.75m x 11.6m

The Queen Elizabeth Room


4.75m x 11.6m

John Trevor Williams Room


11m x 7m

Desmond Tutu Room



4.4m x 4.7m

Edward Charles Boorman Room

3.4m x 4.5m
IS A PHOTOCOPIED BOOKING FORM OR BOOKING FORM AS AN ATTACHMENT VIA E-MAIL ACCEPTABLE?

Yes, but the form must have a signature in the signature box and a date in the date box.
IS THERE ANY PARKING CLOSE TO THE CATHEDRAL AND CONFERENCE CENTRE?

There are no free car parking spaces but there are a few limited parking spaces which can be reserved, subject to availability, for a fee. The Cathedral can arrangements for this for you in advance.  For other options, please check out the www.ncp.co.uk to find your nearest car park. Arrangements may also be made in advance for disabled drivers.

HOW DO I MAKE PAYMENT?
If you are a new first time booker or your room hire charge exceeds £1,000 we will need to take full payment in advance before the event may take place.
Payment will be made to Southwark Cathedral Enterprises, by cheque, bank transfer or credit card. 
If you would like to make this payment by credit card, please give the office a call and we will take your card details over the phone. Please note that there will be a 3% bank charge for credit card payment transaction, however debit cards do not have this same charge. If you would prefer to make a BACs transfer, please entitle your transaction with either the invoice number or the date and room of your booking.
HOW DOES INVOICING WORK?

You will receive an invoice within a week following the date of your event, payable within 30 days.  You will receive one invoice from the Cathedral, for the room hire charge with any equipment hire. For your catering, AZURE require full payment in advance of your event. This is a separate transaction.
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