Terms and Conditions – Elam Training Centre (Fatih, Istanbul)

1. Booking and Confirmation
All booking requests must be submitted via the official booking form and are subject to availability. A booking is only confirmed once written confirmation has been issued by the Elam Istanbul booking team and the required deposit has been received.
2. Invoices and Payments
A deposit invoice will be issued once a reservation is confirmed in principle. The dates will be held for 7 days or until the deposit is paid. A 10% non-refundable deposit shall be payable to secure the booking. A further 60% deposit shall be payable 7 days prior to the scheduled start date. The remaining balance, including any additional charges (such as meals, damages, or additional services), shall be payable within 48 hours of the scheduled end date. Any costs incurred after this time will be invoiced separately and are payable within 5 days. Payment must be made in USD via wire transfer to Elam US. All bank charges are the responsibility of the payer.
3. Cancellations
Elam will take reasonable steps to mitigate losses and may reduce cancellation fees where costs can be recovered or third-party contracts can be cancelled without charge. Cancellation requests must be submitted in writing to Amir.t@lookupwards.com. The following cancellation terms apply based on when written notice is received relative to the scheduled start date:
	Number of hours/days before 
scheduled start date
	       % of Projected Fee Payable

	Within 24 hours
	100%

	24-48 hours
	70%

	49–120 hours
	50%

	5-30 days
	20%

	31 days or more
	10%



4. Use of the Centre
The Training Centre is provided for conferences, seminars, training programmes, retreats, and similar events. Guests are expected to use the facilities respectfully and in accordance with the stated purpose of their booking.
5. Capacity and Rooms
Accommodation is limited to the number of rooms and beds agreed at the time of booking. Any changes to guest numbers must be approved in advance by the booking team.
6. Safeguarding and Responsibility
The event organiser is responsible for the supervision and welfare of all attendees, including children, young people, and vulnerable adults. Appropriate safeguarding measures must be in place at all times.
7. Event Coordination
Unless otherwise agreed, event organisers are responsible for coordinating their own events. Additional on-site support from Elam may be requested in advance, is subject to availability, and may incur an additional charge depending on the level of assistance required.
8. Catering
The Centre includes kitchen facilities; however, Elam does not provide catering services. External catering can be arranged upon request, subject to availability and additional costs.
9. Conduct and Behaviour
All guests are expected to behave in a respectful and considerate manner. Elam reserves the right to refuse or terminate a booking if behaviour is deemed inappropriate or disruptive.
Guests must:
· Respect the residential nature of the building and neighbouring community 
· Keep noise to a reasonable level, especially during evening and night hours 
· Refrain from alcohol consumption, smoking, and illegal substances on the premises 
· Not move furniture, equipment, or facilities without prior approval 
Cleaning and care:
· No separate cleaning fee is charged; however, guests must leave the premises in reasonable order 
· Any damage, breakages, misuse of facilities, or excessive cleaning requirements may result in additional charges
10. Damage and Liability
The event organiser is responsible for any damage caused to the property or its contents during their stay. Elam reserves the right to charge for repair or replacement costs where necessary.

11. Insurance and Liability
Guest organisations are strongly advised to hold appropriate public liability and event insurance. Elam does not accept responsibility for:
· Loss or damage to personal property 
· Injury caused by misuse of facilities or failure to follow safety instructions. 
Guest organisations are liable for any damage caused by their participants, staff, or contractors.
12. Health & Safety and Security
Guests must follow all safety instructions provided by Centre staff, including fire safety rules and emergency exit routes. The organisation booking the Centre is responsible for the conduct and safety of its participants at all times. Children or vulnerable individuals must be supervised, and the guest’s safeguarding policies and procedures must be adhered to. The security of personal belongings is the responsibility of guests; Elam is not liable for loss or theft. Emergency contact details and evacuation procedures will be provided on arrival. Guests should ensure all participants are aware of them.
13. Compliance with Local Laws and Regulations
All guests must comply with applicable Turkish laws, local regulations, and building rules. External speakers or high-profile guests must be notified to Elam in advance for security assessment.
14. Privacy, Data Protection, and Media
Guest information provided for booking is used solely for operational and administrative purposes and handled in accordance with applicable data protection regulations. Photography or filming in the Centre should respect the privacy of other guests and staff. Guests must not share the location of the Centre or show photos of or from inside the Centre on social media or in any published materials.
15. Force Majeure
Elam shall not be liable for failure to provide facilities or services due to events beyond its reasonable control, including but not limited to natural disasters, labour disputes, epidemics, or changes in governmental regulations.
16. Arrival and Departure
Arrival and departure times must be agreed in advance. Early arrivals or late departures are subject to availability.
17. Acceptance of Terms
By submitting a booking request and/or making payment, the organiser confirms that they have read, understood, and agree to these Terms and Conditions.

For any questions regarding these Terms and Conditions, please contact the Elam Istanbul booking team.
