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Terms & conditions of hire or 
exclusive use of White Post. 
These T&Cs are for your information and to avoid any 
misunderstandings. You are asked to sign the 
agreement once you have read and understood them. If 
you have any further questions, please do not hesitate 
to get in touch.

Music and Technical.
White Post holds a full range PA and live sound 
equipment (tech spec available on our website, or by 
request). It is important that your event is well 
organised in advance, as White Post cannot source 
equipment and personnel, less than 7 days before your 
event. If you require live music facilities this will be 
charged at £50 per hour for set up and engineering 
costs range from £150 upwards, depending of the level 
of expertise required. 
Engineers are paid directly on the night by the client. 
If you require a DJ, we can arrange this for you. DJ costs 
are from £150 upwards. DJ’s are paid directly on the 
night by the client. 

Food and drink.
Please ask for our menus or download them from our 
website (www.whitepost-london.com) White Post can 
also arrange external catering, with notice.
You are also welcome to provide your own food, or 
bring in external caterers (with prior agreement). 
Please note that any minimum spends or hire charges 
relate exclusively to drink and NOT food. We will do our 
best to provide some space for serving food but we 
cannot always guarantee space if White Post is fully 
occupied. We are unable to reheat food or provide 
cooking utensils or equipment.
If you would like us to serve a specific drink such as a 
cocktail, please discuss this with us at least 7 days 
before the event and again we will do our best to 
organise this for you.

Storage.
We have extremely limited storage space at the venue 
so any belongings/equipment brought in, must be 
removed immediately after the event. If you are hiring 
the Foyer you must clear the space afterwards.

Services.
We share toilets with the other businesses in the 
building, which mainly operate during the day. We 
will endeavour to keep things clean and tidy for 
you. Please don’t hesitate to let us know if you also 
require toilet attendance on the day of your 
event. There are bins strategically placed so please use 
them and please respect the artwork and plants.

The space and access.
Event organisers must ensure all access routes are kept 
clear of flammable objects and materials and access is 
not impeded. It is also important that the car park area 
to the rear is kept clear at all times. Whilst we can 
usually allow vehicles to drop off and pick up, we regret 
that White Post is unable to provide any on site 
parking. There is limited on-street parking on White 
Post Lane in the evenings and at weekends.

Outside areas.
The Terrace at White Post closes at 8pm. The yard at 
the rear of the building is open until 11pm and after 
this time for small groups of smokers. We ask that all 
guests treat both spaces respectfully and keep in mind 
the other people living and working in the building.

Licencing hours.
Licence extensions are always subject to the 
decision of the LB council. 

Staffing and security.
We staff events with the aim of providing you 
the best experience possible. It’s important 
therefore that you let us know in advance of the 
number of guests attending and any special 
staffing requirements you might have. If we 
deem that your event requires security, then we 
can organise this for you. SIA security costs 
£15.50 per hour for a minimum of 5 hours. You 
must cover this cost. White Post is fully licensed 
and trained staff and management are 
provided.

Deposit hire fee payments.
We require a deposit hire fee payment to secure 
the booking and cover any additional costs we
incur in reserving and providing the space and
services.

This is refundable only on the condition that the 
agreed Minimum Beverage Spend (‘MBS’) is 
achieved by the client, on the date of the event. 

If the MBS is not achieved, the deposit hire fee is 
retained in full by Towpath Eden Limited t/a 
White Post. 

If the MBS is achieved, damage or breakage and 
cleaning costs may also be subtracted from the 
deposit hire payment before being refunded. 
It is therefore important that the space is left as 
found (subject to our usual closedown and 
cleaning of White Post bar). The Foyer should be 
left as clean as it is found. No glitter or confetti 
and not decorations to be left on the premises.  

The deposit hire fee is usually 25% of the agreed 
Minimum Beverage Spend but White Post 
reserve the right to request a larger hire where 
necessary.  

The MBS agreement will be agreed via email 
correspondence and clarified in this document. 

Payment of the deposit hire fee (and any SIA 
security costs) should be made via Bank Transfer 
to the account details below using the event 
date for the booking reference. 

Booking Ref:
Day.Month.Year,Surname

Deposit hire fee refunds will also be paid via 
bank transfer 7 days after the event date. 

Health and safety.
White Post is a late night venue, as well as 
daytime café. The floor is concrete and the 
surfaces are hard and angular. Customers often 
spill alcoholic drinks and we do our best to mop 
up spillages quickly and efficiently. Please let us 
know immediately should you see a spillage. 
There are a number of steps and doorways, 
which should be carefully navigated. Disabled 
access is available. 
The sound system is loud. If you require 
earplugs, please ask a member of staff.  
There is a first aid kit on site and someone will 
always be available to administer basic first aid. 
The venue DPS is Daniel Heath and the General 
Manager is Richard Holley, both are available on 
the main, telephone number or email. 

Décor. 
You are very welcome to decorate the venue. All 
decorations must be removed at the end of the event 
and before the next trading day. Confetti is not 
permitted and any marks or chip must be repaired. 

Capacity. 
The empty venue and the adjoining spaces hold 
a maximum of 220 people.  
If you require further space we suggest you also 
hire the Foyer which holds a further 300 people. 
Hire costs range from £300 upwards depending 
on the day / date and length of hire. 
Only background amplified sound is permitted in 
this space or acoustic live music. 

Preparation.
We can prepare the space for you however we usually 
require at least 
2 hours to move furniture and set up AV. 

Additional Hire fees. 
Where applicable hire fees should also be paid via bank 
transfer. 

DETAILS OF HIRE. 
_____________________________

Name of Client:

Date/s of event: 

Time/s of the event: 

Agreed MBS Incl Vat at 20%:

Deposit hire fee to be paid:

Additional Hire fee: 

Audio/Visual charge:

Cost of SIA security: 

Cleaning charge:

Total to pay to reserve the date: 
_____________________________

I agree to the terms of hire. 

Name:

Signature: 

Towpath Eden Limited t/a White Post 
Co No. 11313473
VAT No: 299 9796 88
Lloyds Bank PLC
Sort Code: 30:98:97
Acc: 61409960

Site number: 020 8533 0633
Email: whitepostcafe@gmail.com

White Post, Building 4, Schwartz
Wharf, 92 White Post Lane 
Hackney Wick, London, E9 5EN

Open from 12noon til late
weekdays, 10am weekends.

http://www.whitepost-london.com/
mailto:whitepostcafe@gmail.com
https://goo.gl/maps/RCR1YEXfbr62

