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TERMS AND CONDITIONS FOR THE TEMPORARY USE 

OF CONFERENCE FACILITIES 

a. General Regulations 

• The beneficiary/user entity (hereinafter the ENTITY) must comply with the internal rules of the Foundation and 
use the facilities exclusively on the dates, schedules and for the purpose indicated in the reservation and 
contracting documentation, once express authorization has been granted by the Foundation. 

 

b. Capacity and Safety 

• Capacity is limited according to the venue licence and the selected setup: 
o Multimedia Hall: maximum 400 seats in theatre format, with mandatory perimeter and central aisles 

of at least 1.20 m as evacuation routes. 
o Salón Don Jorge: up to 500 guests for cocktail format and 430 for banquet format, maintaining the 

same perimeter clearance for evacuation. 
• Emergency exits (panic-bar doors) must remain unobstructed at all times. 
• The security guard must have a list of all persons authorized to park vehicles inside the premises (maximum 

15 spaces). 
• The ENTITY must complete the documentation related to the Coordination of Business Activities (CAE), in 

connection with the Foundation’s Self-Protection/Emergency Plan (documents available on the website). 
• The ENTITY must email the Foundation a copy of the SECURITY CONTRACT SIGNED WITH THE 

FOUNDATION’S APPROVED PROVIDER at least 3 days prior to the event. 

 

c. Music Restrictions 

• Amplified music is not permitted in the cloistered courtyard or outdoor gardens. Check applicable time limits. 
• In Salón Don Jorge, music is only allowed when using an approved acoustic limiter, provided by the ENTITY 

(the Foundation can recommend providers if needed). 
• No music or outdoor circulation is permitted after 00:00h. The Atalaya Museums are located in the historic 

centre and a residential area. 
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d. Event Management 

• All event management is the exclusive responsibility of the ENTITY, including: 
o Obtaining permits and licences. 
o Hiring catering services from a legally established company (health registry, tax certificate, liability 

insurance, etc. may be required), or other legal external suppliers. 

 

e. Materials and Furniture 

• The ENTITY must provide its own materials. It may use museum furniture (subject to prior written agreement), 
such as: 

o Stage in the Multimedia Hall: standard configuration includes a 9.60 m wide × 4.80 m deep stage, 
carpeted in black. Any special setup will be the ENTITY’s responsibility and must be restored to the 
standard theatre setup at the end of the event, at the ENTITY’s expense. The Foundation can 
recommend providers for these tasks. 

o 300 upholstered conference chairs in black, which may not be pre-assembled. Setup and removal 
are at the ENTITY’s expense. 

o Lectern with two microphones. 
o Protocol flags for stage use. 

• All external materials must be removed immediately after the event. Leaving plugged-in appliances or 
equipment is prohibited, whether belonging to the ENTITY or its suppliers (catering, etc.). 

• The Foundation is not responsible for any items, equipment, or materials left on the premises unless expressly 
agreed in writing with the Foundation’s Management. 

• The hall must be returned in its original condition: theatre setup, standard black-carpeted stage, side ramp and 
steps. 

• The Foundation does not provide carrying, setup or dismantling staff. These tasks must be managed and paid 
for by the ENTITY. 

  

f. Legal Responsibilities 

• The ENTITY assumes full legal responsibility for its staff, including labour, tax and Social Security obligations. 
• The ENTITY is also responsible for the correct use of electrical and technical installations and must ensure 

compatibility if higher-than-standard electrical consumption is required. 

g. Condition of the Venue and Repairs 

• All spaces must be left in the same condition in which they were found. 
• Drilling or the use of non-approved adhesives on surfaces is prohibited (only masking tape is allowed). 
• Any damage must be repaired immediately and at the ENTITY’s expense. 
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h. Deposit 

• The Foundation may require a security deposit (from €500) to cover potential damages. 
• It will be refunded after verifying the proper condition of the facilities at the end of the event. 

 

i. Liability Exemption 

• The Foundation is not responsible for damage to persons or property belonging to attendees or participants. 
• It is also not responsible for forgotten materials or belongings. 

 

j. Visual Identity and Sponsorship 

• All graphic, audiovisual or digital materials related to the event must include the MUSEOS DE LA ATALAYA 
logo as a collaborating entity in cases of temporary venue rental. 

• The Foundation’s brand, "Museos de la Atalaya", must appear alongside other sponsors and/or partners. 
• The Foundation may request images of the event to be shared on social media solely for the purpose of 

promoting activities held at the venue, with the owner’s authorization. 

 

l. Concurrent Events 

• Events held in the conference area (halls and courtyard) may coincide with other private activities within the 
Palacio del Tiempo Museum. 

 

m. Sustainability Criteria 

Organisers, suppliers and partners are encouraged to apply sustainability principles: 

• Support for the local economy (Km 0) 
• Responsible waste management and elimination of plastics 
• Acoustic control (residential area) 
• Responsible use of paper, water and care of gardens 
• Preservation of historic buildings (19th century) 
• Regulatory compliance in safety and occupational risk prevention 
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n. Additional Conditions 

• Additional conditions may be included via email during the procedure. 

 

For any questions or further information, please contact:    info@elmisteriodejerez.org  
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