
 

 

 

 

 

 

 

VENUE PROPOSAL 

 
Event Package at Didcot Civic Hall 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



ABOUT DIDCOT CIVIC HALL 
 

Didcot Civic Hall aims to excite, inspire and inform the general public on topics that relate 

directly or indirectly to Didcot. It provides a dynamic venue in the centre of Didcot town. We 

are based only a few minutes from Didcot Parkway station, as well as offering our dynamic 

programme of charitable activities, we have five stunning rooms of light, airy and versatile 

space for hire. 

Didcot Civic Hall is the ideal location for: 

 Drinks receptions; 

 Lectures and talk Performances; 

 Workshops and training sessions; 

 Exhibitions/Product and press launches; 

 Film, TV and radio recording; 

Also… 

 Easy load in access; 

 Full onsite washroom facilities include wheelchair accessibility; 

 Internet access available for free; 

 Audio-visual rental equipment and services; 

 Catering services available; 

 Dedicated onsite Event team; 

 

We can help you host a wide variety of events onsite including: 

/ Ceremonies                           / Product Launches                                      

/ Conferences      / Art Exhibitions 

/ Culinary and Beverage          / Fashion Shows 

/ Events Customer Appreciation Events  / Fundraisers  

/ Corporate Celebrations                                                / Meetings    
   

 

 



INTRODUCING YOU  

TO OUR SPACE 
 

All our rooms are decorated with the environment and health sensitivities in 

mind... We have minimized the impact to our environment and our guests, 

while allowing each room to be easily transformed to fit any vision. 
 

The Main Hall is the largest room in the Civic Hall. The room could be used in many ways. 

Such as wedding and civil ceremonies, conference and AGMs, community user groups, 

exercise classes, live music and theatre as well as much more. The main hall has disabled 

access due to being on the ground floor. The room has access to the beautiful garden set in 

the Civic Hall grounds. The acoustic environment is ideal for any event, especially if you are 

thinking of using us for live music concerts or theatre productions. We have the ability to 

effectively set up for any event allowing for seated and standing areas. Capacity: 350. 

 

The Ladygrove Room is one of the largest rooms in the Civic Hall. It offers you the 

opportunity to have a large room filled with beautiful rays of natural light. The room is open, 

sunlit and is currently used for corporate training, boardroom meetings, community user 

groups, workshops, lectures, conferences and exhibitions. The Ladygrove Room has disabled 

access being on the ground floor. Capacity: 100. 

 
The Northbourne Room is one of the older and quirkier rooms in the Civic Hall, having been 

here since the building was erected; it has retained its trapezoid shape mirroring the 

architectural design of the Didcot Civic Hall prior to the 2011 refurbishment. The room is open, 

sunlit and is currently used for community user groups, workshops, lectures, conferences and 

exhibitions. The Northbourne Room has disabled access being on the ground floor. Capacity: 40. 

 
The All Saints Room is the bigger of our two upstairs rooms. The room is light and spacious and 

is currently used for corporate meetings of a medium size, training, art classes and much more. 

We do have a lift available for disabled access to this room. Capacity: 40. 

 
The Park Room is our smallest room and is situated on the first floor of the building. It is ideal 

for anyone looking to book a small boardroom meeting or event with groups of less than 10 

people who require privacy. The Park room is ideal for small businesses looking to develop, as it 

is an affordable and professional room to host boardroom meetings and presentations. We do 

have a lift available for disabled access to this room. Capacity: 25. 

 

 



HALL SETUPS 
 

Theatre Style 

Seats or chairs in rows facing a stage area, head table, or speaker (with no conference table). 

This is the most efficient set-up when the attendees will act as an audience. This set-up is not 

recommended for food events or if note taking is required. This is a very flexible room set-up. 

Rows can be circular, semi-circular, straight, or angled toward the focal point.  

Offset each row so that attendees don’t have to look over the person in front of them (this 

will increase the space required). If using banquet type chairs, space them 3” to 6” apart as 

these chairs are normally narrower than most people’s bodies. If you have the space, allow 

for 24” between rows to allow attendees easy movement in and out of the row.  

 

U-Shape 

A series of conference tables set in the shape of the letter U, with chairs around the outside.  

This layout style is often used for Board of Directors meetings, committee meetings, or 

discussion groups where there is a speaker, audio-visual presentation or other focal point. A 

minimum of 2’ of table space is required per attendee.   

 

Classroom 

Rows of conference tables with chairs facing the front of a room (and usually a speaker), 

providing writing space for each person. This room set-up is ideal for note taking, meetings 

requiring multiple handouts or reference materials, or other tools such as laptop computers. 

This is the most comfortable set-up for long sessions and allows refreshments to be placed 

within reach of each attendee. Tables that extend beyond the stage or podium should be 

angled toward the speaker. Allow for approximately 2’ of space per person at each table. 

(More space may be required depending on the amount of materials). 

 

Conference 

A rectangular or oval table set up with chairs around all sides and ends. This table layout is 

often used for Board of Directors meetings, committee meetings, or discussion groups. Many 

facilities offer rooms with permanent conference tables in a variety of shapes. If these are not 

available, standard conference tables can be placed together to form a square, rectangle or 

hollow square. Remember, the larger the set-up, the harder it is for attendees to see other at 

the end opposite them.  



 

 
 
 

 

Other options include: 

 

Reception 

This mingling environment can feature food stations and be customized with small rounds 

for place drinks and dishes. 

 

Square 

Similar to boardroom, however provides individuals with more equality as all sides of the 

table are equal providing easier visualization of the group. 

 

Cabaret 

Cabaret style features round tables with chairs located only on half the table, allowing the 

attendees to see the speaker without someone’s back to them. 

 

Meeting Packages 

 

All Day / Half Day Meeting Package 

 

Wireless WI-FI Connection / 1 LCD Projector / 1 Screen / 1 Flipchart With Markers / 

Continuous Coffee Break Station / Working Breakfast, Lunch Or Afternoon Tea Available* 



ROOM RENTAL FEES 
Meeting room rental fees include: room set up, onsite table and chairs, linens, 

china, silverware and glassware. Event staffing, as appropriate per attendee 

numbers and food requirements. Post event cleaning. 

 
ROOM SIZE CAPACITY 8AM – 6PM 

RATE 
6PM – 12AM 

RATE 
WEEKEND 

RATE 
WEDDING 

RATE 

MAIN HALL 275m² 
(Octagon) 

350 
people 

£24  
p/h 

£28  
p/h 

£39  
p/h 

£699 + VAT 

12hrs 

LADYGROVE ROOM 115m² 
(Rectangular) 

100 
people 

£21  
p/h 

£22  
p/h 

£26  
p/h 

£94 + VAT 

2hrs 

NORTHBOURNE  

ROOM 

71m² 
(Trapezoid) 

40 
people 

£19  
p/h 

£20  
p/h 

£24  
p/h 

£94 + VAT 
2hrs 

ALL SAINTS ROOM 66m² 
(Square) 

40 
people 

£18  
p/h 

£19  
p/h 

£22  
p/h 

 

PARK ROOM 24m² 
(Square) 

25 
people 

£11  
p/h 

£12  
p/h 

£14  
p/h 

 

 
Room rentals are for a minimum of 2 hours and up to maximum of 15 hours. 

 

Didcot based community groups & charities, please contact our team for special rates. 

 

WEEKEND PREMIUM RATES 
 

Friday Evening, Saturday, Sunday and Bank Holidays 

Minimum Booking Four 4hrs Fridays, 6hrs Saturday and Sunday (No change) 

 

The weekend premium rate for the Main Hall is £39.00 per hour from 8.00am till 12am. 
Rates for major event preparation are charged in accordance with section 3/3 in the terms 
and conditions. 
 
Extensions after Midnight are charged at £56.00 per hour and in accordance with our 
Premises Licence. (No change) 
 
Opening the building before 08.00 charged at £56.00 per hour. (No change) 
 
Rates for Civil Ceremonies are published with our wedding guide. (No change) 
 
The Small Hall and meeting rooms can be booked for a minimum of 6 hours and the 
weekday schedule of fees will apply. 
 

 Tariffs for regular/multiple day rental are negotiable. 

 Please note the above prices are based on a dry hire service. Additional services are available upon request. 

 Please contact civichall@didcot.gov.uk for further information. 
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ADDITIONAL ONSITE SERVICES AND 

PREFERRED PARTNERS 

 

 

AUDIOVISUAL 

A microphone, speakers and stage (podium) are available for use on premises. Additional 

audio-visual equipment can be secured through our partners. 

 

CATERING AND HOSPITALITY SERVICES 

Any catering service can be provide and arranged when you complete your booking. Catering 

for special dietary requirements is also available.  

 

HOTEL AND TAXI SERVICES 

At Didcot Civic Hall we can provide hotel and taxis services for you and your guests to stay 

close of the venue. This service can be billed directly to you by the supplier or be include on 

your package with a service charge. 

 

DÉCOR 

Didcot Civic Hall works with a range of local business who can help you with your needs. 

 

EVENT/WEDDING PLANNING 

An event planner is also available upon request. 

 

SECURITY 

Civic Hall requires events in excess of 200 people that will be providing alcoholic beverages to 

have onsite security. Arrangements can be made through your Civic hall event planner. 

 

For more information please contact our team on civichall@didcot.gov.uk or 01235 512436. 
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DIRECTIONS TO THE VENUE 
 

            

            

            

            

            

            

            

            

            

            

            
            

 

 

 

 

 

 

 

 

 

Transport: Didicot Civic Hall is a short walk from Didcot Parkway station. Also, you can take a 

free bus from/to Milton Business Park or X32 from Oxford city centre to Didcot. If you are 

driving to Didcot, we are pleased to offer all our visitors free car parking. 

 

For more information please contact our team on civichall@didcot.gov.uk or 01235 512436. 
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