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We’re  p leased to  offer our rooms and fac i l i t ies  for
externa l  h i re .  

To submit  a  booking request ,  p lease  complete  the
externa l  booking enquiry form ava i lab le  on our webs i te .  

A l l  enquir ies  are  rev iewed by the IDRM Administ rat ion
Team,  and where ava i lab i l i ty permits ,  we wi l l  be  in
touch to  d iscuss  the deta i l s .  P lease  note  that  room hi re
is  subject  to  ava i lab i l i ty,  with  interna l  bookings  tak ing
pr ior i ty.  

A des ignated representat ive  (here in  referred to  as  ‘ the
booker ’ )  must  be  appointed to  take fu l l  respons ib i l i ty
for the booking ,  payment ,  and adherence to  the terms
out l ined in  th is  document .

W E L C O M E  T O  T H E
I D R M



Capac i ty  for  18 people
Hybr id  meet ing  funct iona l i ty
F ixed furn i ture  layout

EXECUTIVE BOARD ROOM

SPACES AVAILABLE
FOR HIRE

SEMINAR ROOMS 1 & 2

IDRM CAFE

30 People  each or  60 together
Hybr id  meet ing  funct iona l i ty
Layout  can be a l tered to  su i t
your  needs

Sui tab le  for  event  cater ing
Large bar  top counter ;
10 tab les  and 40 cha i rs
Idea l  min i  exhib i t ion space

Should  you wish to  host  a  soc ia l i s ing  event  or  require  addi t iona l  space ,  i t  i s  a lso
poss ib le  to  h i re  the breakout  space on our  ground f loor .  P lease  contact  us
d i rect ly  i f  you are  interested in  th is  opt ion:   admin@idrm.ox .ac .uk  
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I f  you have any quest ions  or require  gu idance when p lanning your
booking ,  p lease  don’ t  hes i tate  to  get  in  touch—we’re  here  to  he lp .
    admin@idrm.ox .ac .uk

CORE RECEPTION HOURS &
BUILDING ACCESS

BOOKING T IMES

For events  requir ing  AV set-up ,  technica l  checks ,  or
genera l  preparat ion ,  we recommend booking an addi t iona l
30 minutes  pr ior to  your scheduled start  t ime.  

Access  to  the bui ld ing  i s  managed v ia  a  secure  entry
system.  Guests  wi l l  be  granted entry and ex i t  by our
recept ion team.  Therefore ,  events  cannot  beg in  before
9:00 AM,  and a l l  guests  must  vacate  the premises  by
6:00 PM at  the latest .

Al l  meet ings  and events  should  be scheduled between
9:30 AM and 5 :00 PM to a l ign  with  our core  recept ion
hours .

Events  that  cont inue beyond our standard recept ion
hours  of 5 :00 PM wi l l  incur an  addi t iona l  charge of £100
to cover extended recept ion staf f ing .

EVENT START TIMES
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This  a l lows adequate  set-up t ime before  guests  arr ive ,
ensur ing  your event  beg ins  prompt ly and without
d isrupt ion .

mailto:admin@idrm.ox.ac.uk


INVOICING

CANCELLATIONS

Bookings  wi l l  be  conf i rmed upon rece ipt  of a  PO.

Bookers  outs ide  of the  Univers i ty of Oxford must  ensure
payment  i s  made with in  30 days  of the  invoice  date .

P lease  prov ide a  min imum of one week ’s  not ice  should
you wish to  cance l  your booking .  Th is  enables  us  to
eff ic ient ly manage interna l  room a l locat ions .

Cancel lat ions  made more than 48 hours  in  advance wi l l
not  incur a  fee .  

Cancel lat ions  rece ived with in  48 hours  of the  scheduled
meet ing  wi l l  be  subject  to  a  £100 charge .
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ACCESSIB IL ITY
Our meet ing  rooms are  set  up with  a  hear ing  loop and
we can prov ide addi t iona l  portab le  loop devices ;
guests  should  set  the i r  hear ing  dev ices  to  T .  

Our meet ing  rooms and to i let  fac i l i t ies  are  wheelcha i r
access ib le .

Park ing  prov is ion for Blue Badge holders  i s  located
adjacent  to  the main  entrance .  See our park ing  sect ion for
deta i l s  on booking a  space .

PARKING
Please ind icate  whether you require  v is i tor park ing  on
the enquiry form.  

We have a  l imited number of a l located v is i tor park ing
so we cannot  guarantee spaces  wi l l  be  ava i lab le  on the
day,  but  we wi l l  do our best  to  accommodate your
request .  

We wi l l  ask  for further deta i l s  a longs ide your booking
conf i rmat ion emai l  (e .g . ,  vehic le  reg ist rat ion number)  
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The des ignated event  representat ive  must  be  aware of  key bui ld ing
safety  informat ion and convey th is  as  necessary  to  those
part ic ipat ing  in  the meet ing .  

Th is  informat ion wi l l  be  prov ided dur ing  a  short  induct ion on arr iva l
and inc ludes :  

Locat ion of f i re  escapes  & deta i l s  of p lanned f i re
a larm tests/dr i l l s

Arrangements  for f i rs t  a id  and contact ing  IDRM
first  a iders*

Locat ion of wel fare  fac i l i t ies  

For  genera l ,  low r isk  meet ings ,  a  documented r i sk  assessment  i s  not
required .  For  any other  act iv i t ies ,  a  r i sk  assessment  should  be
provided in  advance of  the  booking .  

*Organisers  are  respons ib le  for ensur ing  addi t iona l  f i rs t  a id  prov is ion i s
in  p lace  for the i r event  as  determined by the i r r i sk  assessment .

HEALTH & SAFETY
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We encourage you to  make use of  publ ic  or  act ive  t ransport  to  the
IDRM. 

TRANSPORT

SUSTAINABIL ITY

We advise  that  any pr int ing  i s  done pre-event  and kept
to  a  min imum.  

Al l  pr inted mater ia ls  must  be  removed before  leav ing;
non-conf ident ia l  paperwork can be recyc led in  our
dedicated paper  and cardboard waste  b in .

There  are  b ike  ra i l ings  located outs ide  the main
bui ld ing  entrance .

There  are  regular bus  serv ices  with  stops  ad jacent  to  the
bui ld ing  on both Roosevel t  Dr ive  and Old  Road.

We encourage you to  recyc le  a l l  waste  generated whi le  v is i t ing  the
IDRM, in  l ine  with  the Univers i ty ’s  commitment  to  susta inabi l i ty .  

WASTE

We provide genera l  waste  b ins  in  a l l  of our meet ing
rooms.  Paper/cardboard/plast ic  and g lass  b ins  are
located in  the IDRM Café .  
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Bookers  are  expected to  arrange the i r own cater ing .  I f
you arrange for food to  be de l ivered to  the venue,
p lease  inform our admin ist rat ion team of the de l ivery
and co l lect ion t imes  in  advance.  

Caterers  should  be advised of bu i ld ing  access  t imes :
Ear l iest  de l ivery t ime 9:00 AM
Latest  co l lect ion t ime  4 :30 PM

CATERING

Kindly note  that  the  IDRM does  not  have fac i l i t ies  to
heat  or to  store  large  quant i t ies  of hot  food.  
As  such ,  we recommend opt ing  for cold  cater ing  to
ensure  safe  and pract ica l  serv ice .

The IDRM can p lace  and coord inate  a  cater ing  order on
your behal f  for an  addi t iona l  admin ist rat ive  fee .  P lease
contact  us  i f  you are  interested in  th is  serv ice .

P lease  ensure  that  a l l  cater ing  mater ia ls—inc luding
equipment ,  packag ing ,  and waste—are removed at  the
end of your event .  A l l  booked spaces  must  be  lef t  c lean
and returned to  the i r or ig ina l  condit ion .
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We can prov ide bas ic  AV support  i f  required .  Th is
inc ludes  prov id ing  cab les  and adapters ,  and gu id ing  you
through the set-up process .  

I f  you require  our  support ,  p lease  ensure  you request  an
addit iona l  30 minutes  for  setup before  your  meet ing  or
event  starts .

Our rooms offer p lug  and p lay pro jector and/or screen
for hybr id  meet ings  and with  wr i t ten instruct ions  on
how to  connect .  

AV SUPPORT

Please ensure  that  you leave the space you booked as
you found i t ,  ready for  use  by  the next  occupant .  
Any costs  for  damage,  repa i rs ,  or  s ign i f icant  addi t iona l
c leaning wi l l  be  passed back to  the h i r ing  organisat ion
via  the des ignated representat ive  by  way of  an
addit iona l  charge .

CODE OF CONDUCT
AND DAMAGES

We request  that  you adhere  to  a l l  departmenta l  and
Univers i ty  gu idance on respectfu l  behaviour .  
We have a  zero  to lerance pol icy  on abus ive  behaviour
towards  any of  our  staf f ,  v is i tors  or  s tudents .  

Page 11 of 11Return to  Contents


