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INTRODUCTION

This manual has been produced to assist you with the smooth running of your event. Please take a
little time to read the enclosed.

Sales Office
Tel: 0845 370 4606/Fax: 020 7834 2072
Website: www.horticultural-halls.co.uk

Mourad Messari - Conference Centre Manager
Tel: 020 7821 3635/Fax: 020 7931 9850
mouradmessari@rhs.org.uk

Kevin Holmes - General Manager for Leith’s
Tel: 020 7630 9612/Fax: 020 7233 8161

Situated in the heart of Westminster and of equidistant from Victoria, St. James’s Park
and Pimlico Tube Stations, our Conference Centre offers excellent facilities for all meeting
needs.

The Conference Centre is within one of two historic listed buildings and exhibition halls,
built by The Royal Horticultural Society in 1904 and 1928 respectively.

All our rooms offer good spacious conditions with high ceilings, natural daylight, air
conditioning and blackout facilities. They are regularly used for AGMs, council meetings,
training seminars, public hearings, receptions, press briefings, examinations and product
launches.

We hope that this manual assists you with the planning and smooth running of your
event. If you do have any other queries or questions please do not hesitate to contact a
member of the team.

We look forward to welcoming you to the Royal Horticultural Halls and Conference
Centre.

Last updated on o February 2009 3




ADDRESS & LOCATION

It is important for you to note the address of the Conference Centre for your delegates
and/or suppliers when issuing publicity material and/or invitations for your event. Please
use the location map provided with this manual, clearly marking the destination for your
delegates as below:

Conference Centre
Greycoat Street
London

SW1P 2QD

A location map and directions can be found on page 11.

AIR CONDITIONING
Air conditioning is installed in every room of the Conference Centre.

AV EQUIPMENT
The following equipment is provided free of charge to each meeting room on request:

Lecture Theatre

3 Table Microphones

1 Lectern with microphone

1 Flip Chart & pens

1 Back Projection Screen

Pads & Pencils

Complimentary wireless Internet access for event organiser

Syndicate Rooms

1 Flip Chart & pens

1 Front Projection Screen

Pads & Pencils

Complimentary wireless Internet access for event organiser

We also have the following equipment available for hire.
Lapel radio microphone @ £40.00 each
Hand held radio microphone @ £40.00 each
Additional flip cart @ £20.00 each
Multimedia data projector @ £245.00 in the Lecture Theatre
Multimedia data projector @ £120 in Rooms 21-23 and 31-33
Laptop computer @ 140.00 each
Additional lectern with microphone @ £85.00
Video player @ £40.00
DVD player @ £40.00
28" widescreen television @ £70.00
Technician @ £280.00 per day
Wireless Internet access cards @ £5.00/hour, £25/day (14 hours)

Prices are exclusive of VAT, which is applicable at 17.5%.

It is advisable that when a range of our equipment is hired out, the service of our
technician is also hired to assist with your event
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BACK PROJECTION
This facility is available within the Lecture Theatre. It is set up for multimedia projection
(please see ADDITIONAL EQUIPMENT HIRE) and 35 mm slides.

For further detailed information on this and all AV equipment please contact the Sales
Office on 0845 370 4606 in advance with your requirements.

BLACKOUT
This can be achieved in all of the Conference Centre rooms.

CATERING

Leith’s are on site and can provide a host of menus and refreshments for your selection.
They will contact you direct to confirm your catering requirements prior to your event.

Contact:

Rudo White Tel: 020 7821 3076

(Senior Sales Manager) Email: rudowhite@rhs.org.uk
Lenka Bartova Tel: 020 7821 3697

(Sales Executive) Email: lenkabartova@rhs.org.uk
CLOAKROOMS

There are no designated cloakrooms in the Conference Centre, however, mobile coat
rails are provided in each meeting room. Please note that persons leaving property
unattended do so at their own risk.

DELIVERIES

Small deliveries in advance of your event may be accepted with prior notification.
They should be clearly marked with the contact name on the day and the organisation
holding the meeting. Deliveries can only be made between the hours of 8am and 4pm.

EVALUATION FORMS

In order to assist us with the smooth running of your event and our centre, we would
appreciate it if you could complete an evaluation form at the end of your event, which will
be handed to you upon your arrival.

FAX & PHOTOCOPYING SERVICES

Clients who require the use of these services should contact the Conference Centre
Assistant.
A fee for this service is charged at:

Photocopying - 0.10p per sheet
Facsimile - 0.15p per sheet

It is important to note that whilst we are able to provide a small photocopying service, bulk
facilities, binding, collating and acetates are regrettably not available. Should you require
this facility please contact:

Prontaprint
160 Vauxhall Bridge Road Tel: 020 7828 0515
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London Fax: 020 7931 8902
SW1V 2RA

FLOWERS
Should you require floral arrangements please contact:

Lavender Green
12 Bridgewater Way

Windsor Tel: 01753 831 112
Berkshire SL4 1RD Fax: 01753 831 120
FIRST AID

All Horticultural Halls Operating Staff have attended a First Aid course. In the event of any
occurrence in the Conference Centre requiring First Aid, the organiser is requested to
contact the Conference Centre Reception on 020 7821 3634.

FIXINGS
No posters, signs etc, may be fixed to any part of the interior fabric of the building. The

use of blue-tack is only permitted on the doors and should not be used in any other part of
the building.

INTERNET ACCESS

Wireless Internet technology access is available and has been installed into the
Conference Centre providing an internet facility for any delegate or visitor. This is
provided on a simple pay card basis:

1 hour access card @ £5.00 + VAT or 1 day access card @ £25.00 + VAT

TELEPHONES

Telephones are located in each room for ease of contact with the Conference Centre
Staff, our on site caterers, Leith’'s and the Sales Office. Local & National calls are free
from these telephones.

LICENCES

The Royal Horticultural Halls & Conference Centre operates the Lindley Hall, Lawrence Hall and
Conference Centre under the conditions of a Premises Licence as issued by Westminster City
Council.

As such we are required to have a Designated Premises Supervisor or a properly delegated person
and Personal Licence holder on site for all events at which the sale and consumption of alcohol
takes place.

This applies to both “On Sales” and “Off Sales”

We also operate these facilities under the conditions of an Exhibition Licence similarly issued by
Westminster City Council for all exhibitions held in our premises.

The Premises and Exhibition Licenses are prominently displayed at each facility and copies of their
respective conditions are available on request.

All licences required by law or by the local authority must be obtained by you the organiser. No
stage plays, vocal or instrumental music may be performed or broadcast at the Hall unless you
have first obtained the necessary permission and licences from the relevant authorities. These
being:
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All licences required by law or by the local authority must be obtained by you the organiser. No
stage plays, vocal or instrumental music may be performed or broadcast at the Hall unless you
have first obtained the necessary permission and licences from the relevant authorities. These
being:

Occasional Music and Dance Licence

Westminster City Council

Licensing Business Unit

Room 23, Westminster Council House

Marylebone Road Tel: 020 7641 1007
London NW1 5PT Fax: 020 7641 1235

Public use of Sound Recordings

Phonographic Performance Ltd

1 Upper James Street Tel: 020 7534 1000

London W1F 9DE Fax: 020 7534 1111

Public Performance of Live Music
Performing Rights Society Ltd

29 Berners Street Tel: 020 7580 5544
London W1T 3AB Fax: 020 7306 4455
LIFTS

A passenger lift is located in the Reception area of the centre (maximum load 6 persons),
servicing all floors. This lift is for passenger services only and may no t be used for
the transportation of goods or products throughout the centre. A goods lift is
located within the Hall for this purpose. Please contact a member of the Conference
Centre staff for assistance.

Measurements for the passenger lift

Width of Door: 87cm

Width of lift max: 101cm / min: 81.5cm
Length of lift: 167cm

LIGHTING

Variable lighting is available (via dimmer switches) on the first and second floors of the
Centre.

MESSAGES

Should you wish to leave messages for any delegates attending a conference or meeting
at our venue, please contact the Conference Centre reception on 020 7821 3634.

INFORMATION SCREEN AT RECEPTION

A screen is fixed to the wall in the reception area of the Conference Centre. We will
present your event name here for the benefit your delegates.
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PRE-EVENT HANDLING

You will be supplied with an Event Planner in order to confirm set-up details for your
event, including equipment hire. This will ensure we have the correct details prior to your
event. Final details must be supplied at least one week pr  ior to your event to the
Events Coordinator.

SIGNAGE

Free standing signage, including A-boards, are not permitted on any part of the public
highway, corridors or stair-well areas where they could cause obstruction.

SMOKING POLICY
The Conference Centre is a ho smoking building.

SOUND
A complimentary PA system, including an induction loop, is available in every room.

TAXI COMPANIES

Radio Taxi 020 7272 0299 Cars Connect 020 7993 6344
Pimlico Cars 020 7931 8263 KAB Cars 020 7381 8888
TOILETS

The facilities for ladies are located on the second floor and gentlemen on the third floor.
Both have facilities for wheelchair users.

WHEELCHAIR ACCESS

In the Conference Centre, ramps are provided for wheelchair access at both the
Lawrence Hall main entrance doors and the Conference Centre side glass doors
entrance. From here, access can be made to each level of the venue using the
passenger lifts. Oversized wheelchairs and electronic scooter users should make
themselves known to a member of reception staff prior to entering the building. The
ramps are non-permanent and will be assembled by the Operations Team. Should
disabled access be required, please notify the Sales Office in advance so that we may
accommodate all of your delegates.

Stair-climbing Wheelchair Carriers

For all events the “stairmate” (a portable wheelchair stair lift) is available for use for safe,
climbing and descent of the Conference Centre stairs. Wherever the carrier is used, its
controls and inherent safety enable it to be operated by one Conference member of staff
all of whom have accredited/certified training.

For specific event access information, please contact the Assistant Conference Centre
Manager on 020 7821 3635 or visit our website for a floor plan on www.horticultural-
halls.co.uk.

HEARING ASSISTANCE

Hearing loops are installed in all rooms. Please set hearing aids to ‘T".
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Lecture Theatre
The Lecture Theatre has an induction loop installed and is always switched-on when the
sound system is requested.

Rooms 21 & 22
Induction loop is available on request this will work with the built-in sound system for
multimedia playback i.e. laptop or DVD player etc.

Room 23
Induction loop is available on request this will work with the built-in sound system for
multimedia playback i.e. laptop DVD player and up to six microphones

Room 31, 32 & 33

Induction loop is available as always-on when you playback audio from the built-in sound
system.

External AV contractors will need to contact the Co nference Centre to discuss their
requirements and the compatibility of their equipme nt.

ASSITANCE DOGS

All assistance dogs are welcome. Conference Centre staff should be contacted in person
on arrival if you have special concerns or requirements.

EMERGENCY EVACUATION AND REFUGE POINTS

There are a number of clearly marked areas on Levels 1,2 and 3 (adjacent to the lifts).
Conference Centre staff are able to show you the designated refuge points in cases of
fire or emergency evacuation. A two-way radio will be provided to all persons who are
directed to a refuge point so that a means of communication can be maintained until such
time as the emergency services are able to evacuate the persons from the building.

For any special access requirements or requests please contact the Sales Department on
0845 370 4606.

Last updated on o February 2009 9



10

Evacuation Procedures

In the interests of public safety, the following points are to be noted by all organisers and
helpers whilst on the premises of Horticultural Halls for any public or private function:

1.

2.
3.

10.

11.

All EXIT DOORS from the building are clearly marked; please take note of their
position.

Take note of the position of all fire extinguishers.

Take note of all emergency alarm break glass points.

Please ensure that all fire exit doors, gangways, stairways and passages are kept
clear of furniture, refuse, packing materials, seated persons or any other impediment
to passage at all times.

In the event of any incident, the Halls Manager will decide whether or not to evacuate
the building and that decision is binding on all parties.

An announcement shall take the form “We are required to evacuate the building
immediately, please proceed to exit doors”. This announcement will be repeated
twice and continued as necessary.

In case of emergency evacuation do not use the lift.

Take note of assembly point: Pavement at corner of Greycoat and Elverton
Streets opposite the front entrance of the building , by the Lindley Hall.

Organisers and their helpers are to switch off all and any electrical equipment and
then to clear rooms by leading delegates to the nearest exit.

Organisers should have a list of all delegates and helpers and upon arrival at the
designated assembly point, commence a record of each room as reported clear, and
record names of helpers reporting areas clear.

For individuals who may not be able to exit via the stairs (including wheelchair users),
there are a number of clearly marked refuge points on Levels 1,2 and 3 (adjacent to
the lifts). Conference Centre staff are able to show you the designated refuge points
in cases of fire or emergency evacuation. A two-way radio is installed in the wall in
these areas for the use of all in order to maintain communication until such time as
the emergency services are able to evacuate the persons from the building.
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LOCATION MAP & DIRECTIONS

ROYAL HORTICULTURAL HALLS
& CONFERENCE CENTRE
80 Vincent Square, London SW1P 2PE
Telephone: 0845 370 4606 « Facsimile: 020 7834 2072
Email:horthalls@rhs.org.uk

Website: http://www.horticultural-halls.co.uk

From Victoria Station , walk down Victoria Street for approximately 7 minutes, passing Westminster Cathedral on
your right hand side.

Continue to the Army & Navy store on your right and then turn right into Artillery Row.

Follow the road until you come to a roundabout on Rochester Row.

Turn right at the roundabout and take the first left into Greycoat Street. The Lawrence Hall and Conference Centre
can be found 150m on the left hand side.

From St James Park tube , turn into Broadway. Walk along past New Scotland Yard towards Victoria Street.
Cross over Victoria Street at the traffic lights and walk down Strutton Ground (street with market).

Carry on straight-ahead, crossing over past the mini roundabout into Horseferry Road.

Walk past the Channel 4 building on your left. Take the first right into Elverton Street.

The Lawrence Hall and Conference Centre are on the corner at the junction with Greycoat Street.

From Pimlico station , take the exit for Rampayne Street, walk to Vauxhall Bridge Road.
Cross the road, and walk along Regency Street until you see a left turn to Fynes Street.

Last updated on o February 2009 11



12

At the end of Fynes Street, walk along Vincent Square and take the 31 right turn into Elverton Street.
The Lawrence Hall and Conference Centre will be on your left at the corner of Elverton and Greycoat Streets.

THE WALK FROM ANY OF THESE STATIONS SHOULD TAKE APPROXIMATELY 7-8 MINUTES.

Thank you very much again for your interest in our venue. We look forward to working
with you, and wish you all the best for a successful event.

Kind regards,

The RHH Sales Team
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