REGULATIONS FOR THE RENTAL OF THE COLUMN HALL
FACULTY OF HISTORY, UNIVERSITY OF WARSAW
[bookmark: _GoBack]
1. General Provisions
1. The Column Hall may be rented to units of the University of Warsaw as well as external entities.
2. The Faculty of Archaeology and the Faculty of Culture and Arts may use the Hall free of charge for academic purposes during the building’s opening hours. The reservation requires confirmation by the Dean of the reserving unit.
3. Other University of Warsaw units may use the Hall for a fee in accordance with the applicable price list (Appendix No. 2).
4. The Dean of the Faculty of History may grant discounts or fee exemptions.
5. Student and doctoral organisations are required to submit an opinion of their academic supervisor.
6. Non-academic events (e.g. banquets, concerts) are priced individually.
7. Rental by external entities is conducted on a commercial basis and requires the consent of the Dean of the Faculty of History in consultation with the Administrative Director of the Faculty.
8. The Faculty of History of the University of Warsaw does not participate in the organisation of events held in the Column Hall as part of rental and assumes no responsibility for them.

2. Reservation
1. Reservations should be made via email: promocja.wh@uw.edu.pl.
2. After confirming availability, the rental form (Appendix No. 1) must be completed and the terms set out in these regulations must be accepted.

3. Rules of Use
1. The rental includes the use of the Column Hall and shared spaces: corridors, cloakroom and restrooms.
2. The Lessee is responsible for organising the event, its course, and ensuring the safety of participants.
3. The Lessee must remain on site until the event has ended and all participants have left the building.
4. If an extension of the building’s opening hours is required, this must be agreed with the Administrative Director of the Faculty and the associated costs must be covered.
5. The Lessee bears the costs of preparing the space (including installation and dismantling of arrangements).
6. Fees are charged for each commenced hour of use and for any extension of building opening hours.

4. Obligations of the Lessee
The Lessee undertakes to:
1. use the Hall in accordance with its intended purpose,
2. comply with applicable laws and these regulations,
3. obtain all required permits and consents (e.g. regarding safety, copyright, participants’ image rights),
4. ensure security if necessary and, where appropriate, additional insurance for the event and the Hall,
5. ensure participant safety, including maintaining clear evacuation routes,
6. comply with current sanitary regulations,
7. bear responsibility for any damage caused by participants or cooperating entities.

5. Catering
1. Catering is organised solely by the Lessee.
2. A service area (backroom facilities) may be made available.
3. Serving alcohol requires prior consent of the appropriate University authorities and may only include low-alcohol beverages (e.g. wine, beer).

6. Equipment
The Column Hall is equipped with:
· 100 chairs (with the possibility of adding up to 50 additional chairs of a supplementary standard), 
· a presidium table, 
· 3 microphones, 
· speakers, 
· screen and projector, 
· computer. 

7. Protection of Heritage Objects
The Hall contains heritage objects (plaster casts and columns) which require special protection.
In particular, it is prohibited to:
· touch or lean on the plaster casts, 
· place any objects on the pedestals, 
· expose the objects to dirt or damage, 
· strike or lean objects against the columns. 

8. Liability
1. The Lessee bears full responsibility for any damage caused during the event, including the costs of conservation work.
2. In the case of intentional damage or destruction of heritage objects, the Lessee bears civil liability and may also be held liable under applicable law.

9. Use of the University’s Image
1. The use of the image of the University of Warsaw, including interiors, equipment, and plaster casts, for commercial purposes requires prior consent of the relevant University authorities.
10. Final Provisions
1. The Faculty of History does not provide technical support for events.
2. The Faculty of History shall not be liable for failure to perform obligations resulting from decisions of University authorities or public bodies, particularly in extraordinary circumstances.


Appendix No. 1 

COLUMN HALL RENTAL FORM
Faculty of History, University of Warsaw

	Organiser:

	Contact details:

	☐ UW organisational unit*
☐ Student/doctoral organisation**
☐ External entity***
	Name:
Address:
Phone:
Email:

	Event date:

	 Rental hours (including setup and dismantling):

	Purpose of rental:

	Event title:

	Estimated number of participants:
	Audiovisual equipment:
☐ microphone – number: …
☐ projector, screen

	Contact person (organiser’s side):

	Name and surname:

	
	Phone:

	
	Email:

	Catering services:   ☐ coffee service / sandwiches     ☐ hot buffet        ☐ other
Company:
Contact:

	UW unit – confirmation by director/head required
** Student/doctoral organisation – supervisor’s opinion required
*** Please provide billing details (institution/company/private person)



	Additional remarks:


I declare that I have read and accept the regulations for the rental of the Column Hall and agree to the terms contained therein. I undertake to cover the rental costs.




……………………………………..					………………………………
Date								Signature
Appendix No. 2 






PRICE LIST

	
	UW units
	Commercial rate
	Extended opening hours

	Column Hall
	250 PLN/hour
	minimum 550 PLN/hour
	250 PLN/hour

	Other rooms
	70 PLN/hour
	120 PLN/hour
	250 PLN/hour




