SAFE VENUE GUIDE

		HOST SAFE
EVENTS AT
		GOLDSMITHS’
		HALL
“The landscape of events is changing. How events look and are
delivered is going to be very different to what we are used to. We
are now all increasingly expert at meeting virtually but need to
adapt once again to meeting physically. This is a brave new world
for everyone, so what do we do when there is a need to get into the
same room with our colleagues?
Here at Goldsmiths’ Hall we have been working around the clock
to ensure that you and your guests can confidently use our stunning
spaces while keeping safe. Every precaution has been taken in key
areas to deliver best practice on health and safety, physical distancing, and food and beverage in the current situation.
This guide on safe events in our venue will take you through the
journey, step by step, to explain how you and your guests can continue
to enjoy events at Goldsmiths’ Hall.”
The Hall Team

		HOW WE
ARE KEEPINNG
EVERYONE
		SAFE
When visiting Goldsmiths’ Hall, you can be safe in the knowledge
that we have appointed a COVID-19 Response Coordinator for
our venue who has been integral in the re-mobilisation of our building. The primary role of our Coordinator is to train the team and
implement health and safety procedures in our building in accordance with public health guidelines.

With this in mind, you can be assured that our priority has been to
minimise risk and maximise confidence at every step.
These are the measures that have been taken for you and your guests:
1. New rules
On entering Goldsmiths’ Hall, all guests and
visitors will be asked to sanitise their hands
and have their temperature taken (see point
5). You will be directed through the building by
prominent signage and one-way systems. There
may be wait times at certain spots around the
building e.g. entering and exiting the washrooms,
to avoid congestion. So please be patient.

2. Great to see you, but from a physical
distance
Physical distancing measures have been
implemented throughout the venue, with floor
markings and signage to remind and guide
guests safely to their destination.

3. Spatial awareness
The layout of our rooms has been redesigned
with the health and safety of our guests as our
primary concern. Seating capacity in each event
space has been reduced to enable guests to
file in and out of the spaces. One-way systems
have also been implemented to keep everyone
at a safe distance from each other throughout
the event.

4. Safety first
All our guests are encouraged to bring their
own PPE (face masks and gloves) with them
to wear whilst visiting the Hall. We have a small
stock of masks and gloves available for those
who don’t have their own PPE. Our team will
be wearing PPE throughout the event while
assisting guests, whether that be to help with
AV, or delivering a refreshment. All furniture
and AV equipment will be cleaned by our team
before and after each event.

5. Temperature checks
Our Hall team are temperature screening every
guest visiting Goldsmiths’ Hall using ‘no touch’
thermometers. Should a guest have cycled/
walked a distance to the Hall, we suggest that
they take a short ‘cool down’ period to regulate their temperature before entering the
venue. Should a guest’s temperature reading be
38 degrees Celsius or above they will not gain
entry to the Hall. Guests who have experienced
any of the following symptoms: high temperature; continuous cough or loss/change to sense
of smell/ taste in the past 14 days should not
come to the Hall.

6. Washroom and sanitising points
We have a number of designated, highly visible
sanitising stations for guests on arrival and
throughout the Hall. Clear signage is on display
in each public washroom to remind guests to
wash their hands. Rest assured that we also
have rigorous cleaning schedules in place to
ensure that high traffic areas such as door
handles, washrooms, catering stations and
AV tech are cleaned before, during and after
each event. We supply all our event spaces
with cleaning products, including sanitising
wipes, sprays and paper towels, for guests to
use whenever they wish.

7. Catering
All catering is to be pre-ordered (as always for
an event), however this is where the similarity
ends. We have ensured that there is ample space
for catering to be delivered to for every event.
Every step has been taken to minimise risk and
additional cleaning schedules are completed
by the team whilst wearing the correct PPE.

If you are organising an event with table service,
please be assured that catering will be served
safely by our team and we will continue to strive
to for outstanding quality of food and service.

		 WHAT WILL MY
		EVENT AT
GOLDSMITHS’ HALL
		LOOK LIKE?
The fundamental details of your event remain the same: enter
the Hall, attend/deliver your event, exit the Hall. However,
our system for keeping everyone safe impacts on how your
event will appear.
We have put together a step by step guide of what your time
spent with us is likely to look like. Our aim is for every guest
to leave us having had an enjoyable experience.

1. Your and your guests’ responsibilities
“We’re all in this together” describes the
ethos in allowing events to take place safely
at Goldsmiths’ Hall. Because COVID-19 is
highly contagious, everyone – organisers, guests
and the Hall team – must play their part. We
all have a duty of care towards ourselves and
others when in social environments. We ask
that all our health and safety guidelines are
adhered to at all times when holding your event
at the Hall.

2. Arrival
You (the organiser) will be welcomed by a Hall
team member at a specified arrival time and
your temperature will be taken. You will be
shown to your space – at a distance and safely.
You will need to allow additional time for this,
although it shouldn’t take longer than a couple
of minutes per person. We ask that you allow
for five minutes per organiser just in case. Prior
to your arrival, you will need to complete a
health declaration with your contact details for
tracing (email address and telephone number).

3. Security and belongings
You may be asked to have your belongings
checked. This will be carried out at a distance
and safely. We ask that you do not bring any
additional/unnecessary items of luggage, only
what is essential for your event.

4. Accessibility
Every event space at Goldsmiths’ Hall remains
accessible, however the lift in service can only
accommodate one guest at any time. Please
allow additional time for those who are less
able to access the event space.

5. Fire safety
A Hall team member will run through the fire
safety procedures for the day with you (the
organiser). Please allow two minutes for this.

6. Announcement
A Hall team member will explain to you health
and safety guidelines, which will include how
you and your guests enter and move around the
space(s)–adhering to the one-way systems–
staggered comfort/catering breaks and how
to exit the space(s). This shouldn’t take longer
than five minute, however please allow 10
minutes for any additional information that
may be needed.

7. Registration
Guests will be welcomed by a Hall team member
at a specified arrival time. We suggest that you
(the organiser) staggers this process and splits
the arrival time into two/three groups, guest
numbers dependent. A no touch temperature
check will take place for guests at the entrance
of the building. A health declaration with their
contact details for tracing (email address and
telephone number) will already be supplied and
they will be shown to the space – at a distance
and safely. Your guests may also be asked by

8. AV check
Our in-house AV technician will assist you with
the set-up, run through how it works and how it
is handled throughout your event. AV requirements dependent, please allow 10 minutes for
this. Should you require a more detailed AV
set-up, please be aware that more time should
be allocated.

10. Catering/Refreshments
A Hall team member will be present to guide
you and your guests to the space where they
can enjoy their food and drink. Each break is
likely to take longer than you (the organiser)
usually accounts for. Please allow an additional
15 minutes to your usual timings. Should you
be holding a seated meal, Hall team members
have a system in place whereby they will place

the Hall team to have there belongings checked.
We ask that the organiser allows additional
time for this. We ask you allow two minutes per
guest just in case.
Guests are then guided to their seat where they
will wait for the whole group to arrive. Please
allow additional time should your guests need
name badges or additional registration etc.
There will be accessible coat rails either in or
near the space in which the event is taking place.

9. Announcement
A Hall team member will address the group to
highlight health and safety guidelines, which
will include how guests enter and move around
the space (adhering to the one-way systems),
staggered comfort/catering breaks and how
to exit the space. This should not take longer
than a couple of minutes, however, please allow
five minutes for any additional information that
may need to be relayed.

plates adjacent to guests and they will push
their plate into the reach of the service staff
when the course is cleared. Water, soft drinks
and wines will be self-served from pre-opened,
pre-laid half bottles/carafes for each guest that
form part of their table setting, and service may
include pre-poured beverages served from trays.

		WHICH
SPACES ARE
		AVAILABLE?
We welcome guests to our magnificent Hall for events.
Although seating and capacities are scaled down in line with
government guidelines, we are certain that your experience
in our opulent spaces will be memorable.

THE LIVERY HALL
Our largest magnificently proportioned Hall with Corinthian scagliola columns has a richly
decorated moulded ceiling in gold leaf. This grand space instantly reassures any guest that
that their time spent with us will be remarkable in every way.

Capacities
(when government guidelines allow)
(with 1m physical distancing)

U Shape:		
50 people
Theatre:		 100 people
Cabaret:		
45 people
Classroom: 60 people
Rounds:		
50 people

THE DRAWING ROOM
This elegant space is primarily used as a reception room conveniently leading to our other
grand spaces. Also used for meetings and events as a standalone space, guests are instantly
drawn to its individual and striking features; two magnificent 17th century tapestries, exquisite
lounge furnishings and our coat of arms carpet which is an exact replica of the 1835 original.

Capacities
(when government guidelines allow)
(with 1m physical distancing)

Theatre:
Rounds:
Boardroom:

24 people
20 people
24 people

THE EXHIBITION ROOM
This modest but appealing space is panelled in English walnut and houses a beautiful glass
chandelier to impress any guest. Conveniently linked to The Luncheon and Drawing Rooms,
this room can be utilised as a striking and adaptable meeting or event space.

Capacities
(when government guidelines allow)
(with 1m physical distancing)

Theatre:
Rounds:
Boardroom:

24 people
20 people
24 people

THE COURT LUNCHEON ROOM
This attractive oak-panelled space, adorned with paintings and beautiful furnishings, adjoins
our Exhibition Room through a secret door. A versatile and handsome space perfect for the all
important meeting or lunch.

Capacities
(when government guidelines allow)
(with 1m physical distancing)

THE GOLDSMITHS’ COMPANY
Foster Lane, London EC2V 6BN
venuehire@thegoldsmiths.co.uk
@GoldsmithsCo
thegoldsmithscompany
TheGoldsmithsCompany

Theatre:
Rounds:
Boardroom:

24 people
20 people
24 people

