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OPERATIONAL RULES AND REGULATIONS AGREEMENT FOR CONTRACTORS 
ONE  MARYLEBONE, LONDON 
 
 
The purpose of this document is to set down the rules and regulations which must be 
adhered to by any Contractor or Supplier working at One Marylebone, under an 
agreement with The Hirer.  
 
For the purposes of this agreement: 
 
“One Marylebone” or “One Events” shall mean, unless indicated otherwise, One 
Marylebone / One Events management, duty management or a duly authorised 
representative of One Events Ltd, as relevant. 
 
“The Hirer” shall mean the company or private individual hiring the venue from One Events 
Ltd. 
 
“The Contractor” shall mean a company that carries out work at One Marylebone and / or 
the Contractors manager, supervisor or a duly authorised representative of the Contractor, 
as relevant who is the supplier of any services at the venue. 
 
For the avoidance of doubt, One Marylebone provides no guarantee as to the amount or 
value of any work that the Contractor may receive. 
 
OPERATIONAL CRITERIA 
 
Ingress and Egress for Builds and De-Rigs 
 
In order to enter the building every person MUST have completed a Health & Safety 
accreditation – please use this link and forward to anyone needing to attend site. It is the 
Hirer’s responsibility to make sure this accreditation is completed in advance of arriving. In 
order to enter One Marylebone all Contractors will have to show the confirmation email to 
the venue representative. Failure to do so will result in delayed access, whilst the 
Contractor’s staff member reads and accepts the H&S accreditation. 
 
All Contractors’ staff must enter One Marylebone from the loading bay entrance on 
Osnarburgh Terace, NW1 4BL. unless otherwise authorised and arranged in advance by 
the One Events team. 
 
On entering the loading bay all personnel will have to sign in and will be given a wristband 
to be worn at all times, whilst on site, irrespective of any additional client allocated 
wristbands.  
 
Venue Inspection  
 
The Hirer must provide a responsible person to carry out a pre and post inventory damage 
inspection with a venue representative. The venue uses this information to assess any 
damages during the Hirer’s tenancy. If the Hirer does not provide a representative, it 
agrees to waive their rights to object to any damages charged and the inspection/s will be 
carried out by the One Events team.  
 
 
 

 

 

https://updates.ess-consultants.info/one-marylebone-health-and-safety-induction/index.html
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Before the event build can commence, Contractors must brief all staff regarding which 
areas of One Marylebone are accessible and which are out of bounds. Evacuation 
procedures (which are included in the H&S accreditation) should also be reminded whilst 
on site.  
 
The Contractor is responsible for knowing where their staff are at all times and for 
ensuring that staff do not misuse or damage the building and its property. 
 
There is a staff / Contractor area for leaving coats and bags – access is via the security 
building in the loading bay. Please ensure that items are either left here or on your person, 
as it is not acceptable to leave coats and bags unattended / hanging on the building’s 
fittings in the event space or back of house. One Events can provide lockers to secure 
valuable items – managers should speak to Venue Manager on site to request locker/s. 
 
There is a shared staff area located on the North Mezzanine, which is accessible from 
either the Ground Floor event space or via the loading bay. This area is for all Contractors 
to use when on a break. We encourage contractors to use this area when eating food. 
There should be no eating within the event spaces.  
 
Please note that when using this area staff could be mixing with staff from other events in 
the building (although the Contractor should make sure they enter / exit following allocated 
routes). We expect those using this area to leave it as found and throw away any items in 
the bins provided. 
 
All staff must sign out at the loading bay exit before leaving the venue (whether for a break 
or end of shift) – there should be no use of other exits to leave the site. 
 
Vehicle Access 
 
All vehicles must enter through the Osnaburgh Terrace loading entrance – this is a 
vehicular one way system. The loading bay can accommodate 2 x Luton vans or 3 cars at 
one time.  
 
The Contractor MUST be on the vehicle schedule to be allowed access to unload / load. 
 
There is a ‘designated area’ measuring 2m x 4m that can be used for one vehicle to stay 
on site – it is recommend that the caterer is given first option for this space. Whichever 
Contractor is allowed to use this space (the Hirer to agree), the vehicle’s registration must 
be received in advance to avoid any delays in being authorised to stay on site. 
 
Vehicles should be unloaded immediately and leave site. Consideration in vehicle 
scheduling should be given in relation for time to unload / unpack flight cases and return to 
the vehicle. Please note that no flight cases, cages, boxes etc can be stored in areas that 
have NOT been booked by the Hirer. Please contact the Events Team to enquire about 
hiring other spaces for this if required.  
 
There are also opportunities to unload immediately outside the loading bay (on Osnaburgh 
Terrace) on a single red route – however, please be aware that the venue is not 
responsible for any fines incurred. 
 
No vehicles should ever mount the pavement around the building or block the entrances / 
exits to the site. 
 
If the event requires parking dispensation, it is the Hirer's (or their agency) responsibility to   
liaise directly with the local authority and / or TFL.
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Contractors’ Staff 
 
One Marylebone requires that one member of the Approved Contractor’s management 
team, or the most senior person in the team who is on site, will have a thorough 
understanding of this document and will manage all their staff to ensure they adhere to all 
rules and regulations. 
 
The Contractor is responsible to contact the Event Manager on a specific event in good 
time (21 days is suggested) to make sure all relevant paperwork is in order and details of 
the event are being planned accordingly.  
 
The Contractor is responsible for ensuring that all staff are smart, clean, tidy and that a 
high standard of hygiene and presentation is achieved by each member of the team. In 
particular, the Contractor must ensure that there is consistency of style and standard at an 
event. 
 
All staff who wish to smoke must do so ONLY in the areas indicated in the loading bay and 
must use the receptacles provided. Staff should wash their hands immediately after. 
 
Staff toilets are located off the loading bay, unless directed elsewhere.  
 
No staff working at an event are to consume alcohol anywhere on site. Any Contractors or 
their staff who seem to be under the influence of alcohol will be asked to leave site 
immediately. In this event, One Events will not accept any liability for the failure of the 
Contractor to fulfil their service. 
 
The Contractor shall provide such number of competent persons as may be agreed by 
One Events to supervise the proper performance of the services. 
 
Movement by the Contractors and their staff shall be limited to the rooms or areas in which 
they will be carrying out work and the specified access routes to and from these areas. 
 
Disabled Access  
 
Disabled access is via the ramp on the east of the building into The Vaults. From here the 
lift can be used to access all floors. You must notify the Event Manager, in advance of the 
event date, if you are expecting to require use of the lift for disabled access and return any 
respective PEEP (personal emergency evacuation) forms. There are disabled toilets on the 
ground floor and also on the Mezzanine of The Vaults. 
 
The Lift is not to be used by any Contractors.  
 
Overall Standards for all Contractors 
 
The Contractor will undertake to provide One Marylebone with the Following 
documentation annually: 
Risk Assessment specific to One Marylebone 
Method Statement specific to the event at One Marylebone* 
Company Health and Safety Policy 
Public and products Liability Insurance, minimum £10million 
Employers Liability Insurance, minimum £10million 
 
*One Events will provide a Key Event Details Form to be completed by The Hirer (or their 
appointed agency if agreed by Hirer). This should be received by One Events no later than 
21 days prior to the event. Once reviewed, One Events may require further details to be 
provided. 
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The Contractor must ensure that their services will be provided to the highest possible 
standards and that the good reputation of One Marylebone is not put at risk or 
compromised in any way. 
 
The Contractor must ensure that all legislative requirements (The Health and safety Act 
1974, The Regulatory Reform {Fire Safety} Order 2005 et al) are fulfilled and, if required, 
the Contractor must be able to produce evidence of their compliance. Further information 
can be found in the H&S accreditation document. 
 
The Contractor must comply with any directions given by One Marylebone in relation to 
fire safety and emergency procedures at the premises and ensure their staff are briefed 
accordingly about the evacuation procedures of One Marylebone. 
 
All accidents, injuries and ill health must be reported to the One Marylebone Venue 
Manager and recorded with the appropriate accident form. 
 
No hot works are allowed within One Marylebone. 
 
The Contractor must ensure adequate first aid provision is made for its staff during the 
build, breakdown and event itself. 
 
All rubbish and packaging (including food waste and bottles) must be removed from site by 
the Contractor. If waste is left on site, additional charges will be incurred by The Hirer 
unless evidence proves a specific contractor was responsible.  
 
No gas is permitted within the building. Flambeaux are only permitted to be used at the 
external entrance, with appropriate RAMS provided. 
 
No tape of any kind should be used on floors or walls and no nails or screws should be 
attached to the building’s fabric in any way.  
 
All equipment brought into One Marylebone must be delivered and collected during the 
Hirer’s access times. No equipment should be left - failure to do so may result in large 
emergency charges being applied. 
 
Working at heights – All contractors must adhere to The Work at Height Regulations 2005. 
All contractors must provide their own stepladders.  
No contractor should ever stand on flight cases to reach a height.  
 
If Contractors do not bring in the correct equipment as stated in this document and / or the 
agreed Method Statement, they may not be able to carry out specific tasks and One 
Events can take no responsibility for this lack of service. 
 
One Marylebone may stock certain items that the Contractor can purchase on site to fulfill 
its obligations, but these should not be relied on.  
 
 
All equipment is to be lifted and never dragged along the floor or down the stairs. 
 
All items should be placed directly on the floor and not rested on walls, stairs, or columns. 
Some floors may require protection before items may be placed upon them. The bottom 
and / or feet of all metal items must be foam or rubber tipped to avoid scratching the floors. 
Any items that pose a risk of damage to floors will not be accepted. 
 
 



Version 1.0 AM01/05/2025 

 02/04/2014 

5 

Please sign and initial each page of this document to confirm you have read and accept the Rules and Regulations on each page of this 

document: 

Signature: Initials: 

 

 

 
Any damage or spillage should be dealt with by the Contractor or if found, must be 
reported immediately to the One Marylebone team members on duty. 
 
All electrical equipment must have a current PAT test certificate and is subject to spot 
checks by One Marylebone. 
 
Items should be carried below shoulder height irrespective of scale, shape or weight. 
 
Doors should be opened using their handles / hardware and never pushed open using the 
foot or article being carried / pushed. 
 
Items larger than 1.5m must be carried by two people. 
 
The One Marylebone Venue Manager and / or Events Manager has the authority to 
enforce the conditions for the safe delivery of the event in One Marylebone. 
 
Specific Operational Standards for Catering Contractors 
 
The One Marylebone Event Manager should be present at the operations meeting with the 
Contractor and will require a plan indicating the specific layout for the function (this should 
be included in the Key Event Details Form).  
 
The caterer must include cloakroom equipment and staffing in their quote. The caterer can 
obtain a quote from One Marylebone for the hire of rails and hangers if they prefer. In 
addition, One Marylebone can quote for the hire of furniture to include banquet tables, 
chairs and poseur tables.  
 
A representative from the caterer must be on site to receive all deliveries and manage 
collections. No goods will be accepted by One Marylebone at any other time. 
 
Any exposed hot surfaces must have the appropriate warning signs. 
 
No gas is permitted within One Marylebone.  
 
Deep fat fryers are not permitted within One Marylebone. There is an option for the caterer 
to use the ‘designated area’ in the loading bay for this. In such circumstances the venue 
can provide power distribution (starting at £200 + vat). This arrangement needs to be pre 
agreed with both One Marylebone and Hirer and / or caterer. It is suggested that a gazebo 
is constructed when frying externally, with at least one side open. The structure must be 
secured with the appropriate weights.    
 
The venue provides a kitchen space with catering equipment included. The information 
relating to this and the relevant fees (£1,000 + vat) can be found. 
  
The Contractor will need to provide a full list of additional equipment and additional power 
requirements at least 7 days in advance of the function for approval by One Marylebone. 
In some cases, power distribution will need to be provided from the venue’s larger outputs, 
where charges will be applicable.  
 
No additional electrical equipment should be brought into the kitchen without being pre 
agreed with One Marylebone. The power in the kitchen is sufficient for the equipment in 
situ. 
 
Function chairs must not be stacked more than 5 high when being moved inside One 
Marylebone. 
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Trays of glasses may not be carried up and down the staircase, but the use of suspension 
trays is permitted for this purpose. Cleared glasses should be placed into boxes before 
being carried on the stairs. 
 
Drop tables should be provided at exit(s) so guests do not take drinks outside – these 
tables should be regularly cleared so there is no build up.  
 
All rubbish and packaging (including food waste and bottles) must be removed from site by 
the Contractor. If waste is left on site, additional charges will be incurred by The Hirer 
unless evidence proves a specific contractor was responsible.  
 
Slops containers must be fully waterproof and should have lids to avoid spillages. They 
should not be filled more than two thirds high, to avoid spillage on the stairs. 
 
The kitchen and its equipment must be left clean and tidy at the end of the event. All 
equipment is to be cleaned by the Contractor, including the surfaces and floor. The 
catering manager is to report to the appointed One Marylebone contact at the end of the 
pack-down for a final check before departure and to report any problems with equipment. 
 
 
The Contractor is required to provide sufficient drugget to protect the floors during periods 
of preparation and clearing. If this drugget is to remain in use throughout the event, it must 
not be visible to guests at any time and must be visually acceptable to One Marylebone. 
 
Waterproof drugget must be installed wherever liquid is located (except purpose-built 
kitchen areas). Drugget must extend under the object and beyond that is deemed 
necessary by One Marylebone for maximum protection. 
 
The caterer should provide the Venue Manager and possibly one other senior member the 
same menu that guests are receiving. This is to ensure that One Marylebone is happy with 
the quality of food being provided in relation to its reputation. A venue representative will 
be in touch to confirm if necessary, on an event by event basis.  
 
Specific Operational Standards for Production & Lighting, set and scenery and furniture  
 
The One Marylebone Event Manager should be present at the operations meeting with the 
Contractor and will require a plan indicating the specific production equipment to be 
utilised for the function and their proposed location (this should be included in the Key 
Event Details Form).  
 
Any painting or cutting of set / equipment etc must be completed at a minimum of 3ft off 
the floor and the floor area underneath must be protected. 
 
The maximum weight loading in The Soane Hall and Galleries is 250 kilos per square 
meter. In some circumstances we will need specific details as to how weight is being 
distributed.   
 
The Contractor will need to provide a full list of equipment and power requirements at least 
7 days in advance of the function for approval by One Marylebone. In some cases, power 
distribution will need to be provided from the venue’s larger outputs.  
 
If three-phase power is required, electrical equipment must be pre-approved with One 
Marylebone to ensure adequate power supply is available. This is at the own expense of 
the Contractor and / or Hirer.  
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The use of pyrotechnics is prohibited within the One Marylebone, unless pre agreed in 
writing.  
 
Fog / mist / haze machines are permitted in One Marylebone but must be included in the 
Key Event Details Form and / or Method Statement. The Contractor must inform the venue 
manager 30 minutes before activation. 
 
One Marylebone has varying sound levels depending what space is being used. The 
Contractor should discuss with One Marylebone if the sound levels are expected to be 
over 90dB.  
 
The Hirer must ensure that any sound (whether music or other noise) generated by the 
Event must be fair and reasonable as mutually agreed between ‘The Hirer’ and One 
Marylebone and no sound should emanate from the building. In the event that a 
representative of One Events decides that the sound generated by the Event is excessive 
and requires it to be reduced (whether or not there has been any measurement of the 
sound levels at the perimeter of the Premises), the Hirer and / or Contractor will 
immediately take steps to reduce the sound level in accordance with that instruction. 
 
It is recommended that all forms of musical entertainment are sound checked early on the 
event day and site visits are carried out in advance to ensure the highest quality result 
during the event. All of the venue’s Approved Contractors are aware of the technical 
specification and limitations. 
 
All equipment in The Galleries must be floor supported. Equipment in the Soane Hall and 
Vaults may have an option to be hung on rigging bars but this must be pre agreed with 
One Marylebone and NKN Productions, where additional fees may be charged. 
 
When structures or staging are placed in front of a fire exit, there must be at least a 1.5 
meter clear passage for the fire exit to still be usable. If the venue evacuation signs have 
been blocked, temporary ones must be installed. 
 
The Contractor must ensure that rubber cable protectors cover any cables in areas where 
staff / guests may walk. Such cables must be as discreet as possible.  
 
No tape of any kind should be used on floors or walls. No nails or screws should ever be 
used to attach to the fabric of the building. 
 
Carpet – we allow two methods to lay carpet. Either the use of a low tack membrane under 
the carpet or to lay 3mm MDF, on which the carpet can be stuck down to. In the latter 
method, a graduated edging should be applied that doesn’t cause a trip hazard.  
 
Some doors have cable trunking to allow cables to run over. These routes should always 
be used instead of floor cable covers. 
 
All metal equipment that makes contact with the floor, must have rubber or foam footing 
attachments to avoid scratching the floors. 
 
Confetti canons may be able to be used but must be pre agreed 10 days in advance, 
where an additional cleaning cost may be charged. 
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All works must comply with Electricity at Work Regulations (1989). 
 
There is a level of in-house sound and lighting (operated by NKN Productions) that comes 
with the hire of One Marylebone and this includes 10 hours of technician time. Any 
production company working at the venue should liaise with NKN in adequate time 
(minimum 21 days) to plan and to discuss any additional equipment coming in and or 
being hired. The Hirer may require more than 10 hours of technician time and can be 
arranged via NKN or One Events at a charge based on 5 hour slots.  
 
Any item including stage set pieces or stage flats/surrounds must not exceed a length of 
12ft. The maximum width of stage flats/surrounds must be no more 6ft. 
 
Specific Operational Standards for Florists 
 
The One Marylebone Events Manager should be present at the operations meeting with 
the florist and the florist may be required to provide a sketch indicating the design, types of 
flora and fauna to be arranged, maximum dimensions and location of the floral 
arrangements. 
 
Offsite preparation is preferred, but where onsite work is essential, only the minimum 
amount of cutting and finishing is allowed. This must be carried out on plastic sheets and 
cleared up as the work proceeds. 
 
The method of display on the main staircases or any other areas using fitting to the 
building or temporary structures must be pre agreed with One Marylebone. 
 
The bases of vases and containers are to be adequately wide for maximum stability. They 
cannot be secured to any part of One Marylebone’s fabric or interiors. 
 
Open flame candles can be used in the following areas where guests are located – dinner / 
poseur tables and external front staircase. Candles must be contained in a vessel, where 
the flame does not clear the top rim and wax is contained within the vessel. No 
candelabras or candle stick holders can be used in the building.   
It is imperative that when a space is no longer being used by guests, that any candles are 
extinguished.  
 
Battery operated candles should be used in all other areas. 
 
All boxes / storage containers must be taken from site.  
 
All arrangements should be displayed using oasis that is soaked prior to being brought 
into One Marylebone. This oasis must be secured within the vase or container and if 
chicken wire is used, the sharp edges must be taped down and this should be completed 
before entering One Marylebone. Water is an option but Contractors must clear up any 
spilt liquid immediately. 
 
Loose petals (whether real or synthetic) are not permitted as decoration – if being used as 
confetti, this must be pre agreed with One Marylebone so a cost can be attributed to 
clearing immediately. 
 
Any damage or spillage must be reported immediately to the One Marylebone Venue 
Manager. 
 
All containers are to be lifted, not dragged along the floor or down the stairs. Nothing 
should be stacked against walls. 
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Specific Operational Standards for Marquee Companies 
 
If the hirer is looking to install a marquee, they must gain prior written permission from One 
Marylebone.  
 
Marquees may only be erected in those areas as approved by One Marylebone. 
 
Marquees must not be attached to any part of the building. 
 
Specific Operational Standards for Entertainment Agencies / Photobooth  
 
Any Contractor looking to provide entertainment where sound needs to be amplified must 
go through NKN Productions or an Approved Contractor for the specific event. The 
Contractor needs to understand that additional equipment may need to be brought in and 
the cost associated with this. No Contractor should contract with the Hirer until they are 
fully aware of all costs.  
 
Where bands have their own PA equipment, they must request permission via NKN or an 
Approved Contractor and must agree any associated costs. Operational standards specific 
to sound/production Contractors must be adhered to (Refer to specific Production 
Section). Bands are not able to bring lighting into the building.  
 
All equipment brought on site which is to be plugged into a One Marylebone power source 
must have up to date PAT testing. Documentation for this must be provided to One 
Marylebone prior to an event. 
 
The use of pyrotechnics is prohibited within the One Marylebone, unless pre agreed in 
writing.  
 
One Marylebone has varying sound levels depending what space is being used. The 
Contractor should discuss with One Marylebone if the sound levels are expected to be 
over 90dB. 
 
Fog / mist / haze machines are permitted in One Marylebone but must be included in the 
Key Event Details Form and / or Method Statement. The Contractor must inform the venue 
manager 30 minutes before activation. 
 
Acts must agree any changing and rest areas with the Hirer and must remain with the 
hired areas or the shared staff area.  NB: there are no dedicated green rooms or changing 
areas at One Marylebone. 
 
The Contractor must be given permission, in advance, to relocate any equipment or 
furniture belonging to One Marylebone. The Contractor may be held responsible for any 
damage caused to equipment that has been relocated without the express permission of 
One Marylebone. 
 
No tape of any kind should be used on floors or walls.  
 
Specific Operational Standards for vinyl and branding companies  
 
Vinyl can only be supplied and installed by Approved Contractors.  
 
Vinyl can be used on the walls, columns and mirrors of One Marylebone using low tack 
adhesives but only via approved contractors.  
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No vinyl should be used on any of One Marylebone’s floors.  
 
Although external banners are permitted, One Marylebone currently only allow one 
contractor to produce and install these – for more information please contact One Events.  
 
General information  
 
As the hirer or contractor, if you are unsure of any of the terms provided, please contact 
the Event Manager at One Events.  
 
All other contractors who have been authorised to work at One Marylebone are expected 
to follow all rules and regulations when working at One Marylebone.  
 
APPROVED SUPPLIERS AND NON LISTED SUPPLIERS   
 
The Hirer must choose from the Approved list for the below sectors; 
 

a. Production  
b. Catering  
c. Branding  
d. Floristry 
e. Furniture  
f. Set & Scenery  

 
In certain scenarios, hirers may be able to work outside of this list upon request. Please note that 
fees would be incurred. Hirers should not contract with non Approved suppliers until they are fully 
aware of additional costs and the supplier has been approved by the venue and has signed the 
Operational Rules and Regulations Terms and Conditions Agreement. 
 
FEES FOR USING NON-LISTED SUPPLIERS  
 
Fees for non-approved suppliers cover a full operational evaluation including site visit(s) 
where applicable to cover the below; 

1. Administration Fees – To cover review of documentation and site visits/inductions. 

2. Supplier Management – A dedicated team member to observe operations on event 

day 

3. Loss of Revenue – We charge our Approved List an advertising fee for each event  

A refundable damage deposit of £3,000 is required when using a non-approved supplier to 
cover additional risk. 

 
Payment Terms (applicable to non-listed suppliers)  
 
12% plus VAT on net final spend is due 2 weeks prior to the event. Suppliers must provide 
copies in advance of the invoice being raised. The invoice must be settled before the 
event day.  
 
The hirer and signatory are contractually responsible for all financial obligations including 
Non-Listed supplier fees. 
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Recommended Suppliers  
 
One Events recommends you work with our trusted suppliers for the below services; 

a. Entertainment  
b. Photography / Videography  
c. Creative Décor  

 
Hirers should not contract with non recommended suppliers until they are fully aware of all 
associated costs and the supplier has been approved by the venue and has signed the Operational 
Rules and Regulations Terms and Conditions Agreement. 
 
The parties hereto have executed this Agreement as of the date(s) written below, indicating their 
full understanding and agreement to the terms and conditions set forth herein. 
 
CONTRACTOR 
 
Name of Company  
 
Name of Person 
 
Position  
 
Signed  
 
Date  

ONE EVENTS LTD 
 
 
 
Name of Person 
 
Position  
 
Signed  
 
Date 

 


