
 
 
Guest Bedroom Bookings Terms & Conditions 

 

1. Introduction 

When making an accommodation booking with us via our digital channels (such as our website 
or on a third party vendor), telephone, or email, these terms and conditions will apply. A 
reservation of ten rooms or more for the same night is considered a group booking and different 
terms and conditions will apply. 

 

2. Reservations 

A. You must be at least 18 years old to make a reservation. You must be at least 18 years old to 
stay alone in our Guest Rooms. If a guest arrives at our reception to check in and is under 18 
years of age the guest will not be permitted to stay alone. 

B. We will confirm our acceptance of your reservation by sending an email to each guests email 
address that you provide during the reservation process, which includes a reservation number. 

C. You must ensure that the name and contact details on the booking is correct at the time of 
booking. 

You must provide us with the contact information for the lead booker including name, telephone 
number, and email address. Please refer to our Privacy Notice in section 9, which details the 
requirement for this information. This information is also used to support the NHS Track and 
Trace system. 

If the booking is for more than 1 person, you must provide the contact details for all the guests. 

D. You are responsible for ensuring that each person who stays in the Guest Rooms under your 
booking, even if you make a booking for someone else’s benefit and don’t stay yourself, 
complies with these terms. 

E. You must be able to show photo identification (a driver’s license, passport, or national ID 
card) or the credit or debit card used to make your booking if requested by Lancaster 
Conferences and Events+ at any time. 

 

3. Payment 

A. The rate for each room is as published on our website or third-party vendor website or 
communicated via the telephone or email at the time of booking. 

B. All payments are due in full at the time of booking. Your booking will not be secured until you 
make the payment. 

C. If you decide to extend your booking, we require payment in full at the time of extending your 
stay. 

D. We do not accept payments in cash. 



 
 
 

4. Room Prices 

A. We offer room-only and breakfast-included rates. Other meals are not included in the room 
price, but you may be able to add them to your reservation during the booking process or they 
may be available to you during your stay. 

B. Room prices are per room, per night, and are inclusive of VAT at the applicable rate at the 
time of your reservation. 

C. Car parking is not included in the rate. You must pay for parking upon arrival. 

 

5. Occupancy 

A. The maximum room occupancy we offer is two adults in either a twin or double room. You 
must not exceed the maximum occupancy for the room allocated to you. 

B. Children under the age of 18 are not permitted to stay in a Guest Room unless a parent or 
guardian is also staying. 

C. You will need to speak directly to Lancaster Conferences and Events+ to enquire about 
placing a cot within the room due to the size of the room, which may have been allocated. We 
do not provide travel cots. 

 

6. Cancellations, refunds, and no-shows  

6.1 Your right to cancel. 

A. You can cancel your reservation up to 2 weeks before the arrival date of your reservation and 
receive a full refund for your booking. 

B. Cancellations made within 2 weeks before the arrival date will incur a cancellation charge on 
the total booking value, as follows; Table showing refund criteria 

Notice Period Refund value 
2 weeks to 1 week 75% 
1 week to 1 day 50% 
1 day No refund 
 

C. Where a refund is payable in accordance with these terms, we will only make the refund to 
the payment card that you used to make the booking. 

6.2 Our right to cancel. 

A. We may cancel your reservation if an event outside of our control (including explosions, fire, 
flooding, power failures, and pandemics) means that we cannot make your room available to 
you. In this instance, we will contact you to let you know as soon as possible and proceed with 
the following actions; 



 
 
If you have already paid for your room, we will refund your payment. 

Review availability and amend the arrival dates at no extra cost, based on the number of room 
nights and guests remaining the same. 

B. If we are obliged due to specific Government restrictions to close our guest rooms, we will 
either offer you an alternative date or cancel the booking and you will receive a refund. 

6.3 Amendments 

You can add any additional nights or bedrooms to your booking subject to availability. If the 
number of nights or bedrooms is reduced within the above weekly periods from the reservation 
date, you will be subject to cancellation charges. 

6.4 No shows 

If you do not arrive on the scheduled arrival date with no communication, you will be charged 
the full amount of the booking. 

 

7. Arrival and departure 

A. You can check in from 3pm on the scheduled day of arrival. 

B. You must check out no later than 10am on the scheduled day of departure. If you do not 
check out by this time, then we may charge you an extra one night’s stay for the applicable 
room. 

C. If your belongings are still in your room on the day of departure after 12 noon they will be 
removed. 

 

8. Requirements of you and the other members of your booking 

A. Please specify at the time of booking if any ground-floor rooms are required. There is no lift in 
the Guest Rooms building. 

B. You must provide the full names of any other guests staying in the Guest Rooms included 
with your booking. 

C. You must provide your full contact details including a telephone number and email address 
when making your booking. 

D. All room keys must be returned to us upon departure and deposited in the key drop box 
situated in the foyer of your Guest Rooms building. If a key is not returned after checking out, we 
request you to contact our reception to make arrangements for the key to be returned. If the key 
cannot be returned, a charge of £50 per key will be applied. 

 

9. Car Parking 



 
 
The room rates do not include car parking. Car parking must be paid for upon arrival at the 
University. A ticket can be purchased from the car parking machines located in each car park. 

 

10. Fire Regulations and Health and Safety 

Guests are required to familiarise themselves with and comply with, all fire regulations, 
evacuation procedures, and health and safety requirements. Each guest room premises will 
contain a Fire Action Notice which should be read and understood immediately on arrival. 

 

11. Lancaster Conferences and Events+ Expectations 

A. Whilst staying in our Guest Rooms you must not; 

• Smoke anywhere inside the guest room premises or outside the entrances. This 
includes the smoking of e-cigarettes. Permitted smoking areas will be identified on-site. 
Smoking inside the guest room premises will result in a £150 fine, which is used for 
specialist cleaning. 

• Bring any pets onto the guest room premises, except for assistance dogs. 
• Bring any potentially dangerous or hazardous materials or equipment onto the guest 

room premises. 
• Use any electrical equipment that is not already provided by Lancaster Conferences and 

Events+, which may set off the fire alarm system. 
• Tamper with the fire alarms or emergency equipment. 
• Remove, damage, or destroy any property. 
• Play loud music, which would disturb other guests on the premises. 

B. If you or a member of your booking misplace their room key or do not return the room key 
upon check out, you will be subject to a fine of £50, payable direct to Lancaster Conferences 
and Events+. 

C. If you or your group cause damage or loss of any kind to the guest rooms, you (as the person 
making the booking) will be responsible for that damage or loss and you shall be liable to pay to 
Lancaster Conferences and Events+ on demand the amount required to make good or remedy 
such damage or loss. 

 

12. Your information 

We keep your personal data safe and secure in accordance with the GPDR policy. Full details 
about how we use your information are set out in our Privacy Notice which can be found at 
following the link: https://www.lancaster.ac.uk/privacy/lancaster-conferences-privacy/  

 

13. Questions or complaints 

https://www.lancaster.ac.uk/privacy/lancaster-conferences-privacy/


 
 
If you have a question regarding your booking or wish to make a complaint, please contact our 
reception team by telephone or email: 

• 01524 592899 
• sleep@lancaster.ac.uk  

mailto:sleep@lancaster.ac.uk

