
 

Information Pack 

Civic Rooms, Town House, Aberdeen, AB10 1FY 

Introduction 
The Town House is Aberdeen City Council’s historic headquarters, built between 1867 and 1873. The civic 
rooms are located on the second floor of the Town House and consist of three main rooms: The St Nicholas 
Room, The Town and County Hall and the Bon Accord Room. They are primarily used as venues for civic 
receptions, citizenship ceremonies and civil marriages/partnerships. Two of the civic rooms are also 
available to hire for private events – the St Nicholas Room and the Town and County Hall. The civic rooms 
are accessed from the main Castle Street doors. 
 
History 
St Nicholas Room 
The Town Council met in the St Nicholas Room between 1871 and 1977. The walls contain portraits of 
recent Lord Provosts and the room is now often used for civic receptions and civil ceremonies. The 
candelabra and wall sconces were bought in the 1750s for an earlier council chamber. The armorial ceiling 
has 82 panels commemorating families, individuals and institutions that have made their mark on the 
history of Aberdeen and the North-East of Scotland from the twelfth century to the early twentieth 
century. 
 
The Town and County Hall  
The Town and County Hall was formerly the meeting place of the Commissioners of Supply for the County 
of Aberdeenshire and passed to the ownership of the City Council on the abolition of the former 
Aberdeenshire County Council in 1975. More recently the Town and County Hall was used for meetings of 
the Scottish Grand Committee. 
 
Since Victorian times the Town and County Hall has been used for large meetings and receptions. Royalty 
have also been entertained here on several occasions, most notably King Edward VII and Queen Alexandra 
after the opening of Marischal College’s new buildings in 1906. 
 
The Town and County Hall was originally built in a medieval style, with Flemish influences evident on its 
ceiling. A minstrels’ gallery is prominent. Around the room there are a number of impressive paintings. For 
example, on the West wall there is a portrait by Sir Thomas Lawrence of George, Fifth Duke of Gordon, 
who commanded the 100th Foot Regiment (Gordon Highlanders) in 1794. The link with the Gordon 
Highlanders and the City of Aberdeen continued with the “laying up” of the colours of the First World War 
battalions here in 1922. On the North wall are portraits of the Earl and Countess of Findlater, 
commissioned by Aberdeen Town Council from the artist Cosmo Alexander in 1756. Upon the East wall a 
portrait of Queen Victoria by H Luther Smith can be found, along with one of Albert, Prince Consort is by 
John Philip – this painting was commissioned by the Town Council in 1856. 
 
 
 
 
 
 
 



Hire Fees  
Detailed below are the facility fees for the hire of the Civic Rooms for events. The fees are applicable to the 
entire duration for which access is required.  The minimum hire period is three hours. 
 

Room Up to 3 hours Half Day (3 to 5 
hours) 

Full Day (more 
than 5 hours) 

Town and County Hall £100.00 £200.00 £400.00 
St Nicholas Room £75.00 £150.00 £200.00 

 
It is our policy not to make any charge for the use of the Civic Rooms by registered charitable 
organisations, public sector organisations and internal Council departments within the normal opening 
hours of the Town House (08.00 – 17.00, Monday to Friday). Out with these times, the above scale of 
charges applies. 
 
Please note that the Civic Rooms are not available for use on Aberdeen City Council corporate holidays, a 
list of which can be found at https://www.aberdeencity.gov.uk/services/council-and-democracy/local-public-
holidays.  
 
Room Specifications 
Floor plans for the rooms can be found at the end of this document.   
  

Maximum Capacities 

Room Reception Theatre Tables 

Town and County Hall 180 150 140 

St Nicholas Room 80 60 40 

 
The Civic Rooms are directly connected to each other and share an entrance/exit. Capacity for the overall 
suite of rooms therefore cannot be exceeded. For example, if the Town and County Hall is at maximum 
capacity, additional persons cannot be accommodated in the St Nicholas Room. 
 
Equipment 
Hire of the room includes use of: 
 

o PA system, suitable for speaking only (Town and County Hall only) 
o Fixed or handheld wireless microphones (Town and County Hall only) 
o Free standing lectern  
o Table lectern 
o Tables and chairs 
o Data projector and screen 

 
Catering 
The Council’s caterers are based at the Beach Ballroom and provide all food and drink options within the 
Civic Rooms.  From business breakfasts or drinks receptions to large banquets, the team can provide an 
array of options to suit any requirement. If you wish to have catering at your event please let us know at 
the time of booking and we can put you in touch with the Ballroom who will attend to your catering needs. 
 
Please note - the Council does not permit the use of external caterers within the rooms.  
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Car parking 
There are no car-parking facilities at the Town House. The nearest car parks include Gallowgate car park, 
Fredrick Street car park and West North Street Multi car park (all pay and display), as well as the Bon 
Accord Centre car park and the NCP on Shiprow. 
 
If your booking is during normal office hours we may be able to provide a parking space for those with 
mobility issues. Please contact us to discuss further if applicable. 
 
Booking Procedures  
Viewing is highly recommended before proceeding with a booking as the Civic Rooms are not suitable for 
all types of event due to their historic nature.  Appointments to view the Civic Rooms can be arranged with 
the Town Sergeants. For further information or to make a booking, please telephone 01224 522543 or 
email lordprovost@aberdeencity.gov.uk. 
 
Provisional Bookings 
You can make a provisional booking by telephone or email. We will hold provisional bookings for four 
weeks without the need for a deposit. 
 
Confirmation of Bookings 
To confirm your booking you must return a completed booking form - preferably by email - within 4 weeks 
of your provisional booking. You need to confirm your maximum number of guests at this point. We will 
then confirm your booking in writing and send you a copy of our Terms & Conditions.   
 
It is important that you contact us no later than seven days before the event with details of your finalised 
arrangements and guest numbers. We cannot guarantee to amend any arrangements after that time. 
 
Payment 
You will be invoiced for your booking after your event. 
 
Contact 
For all enquires relating to the Civic Rooms, please contact: 
 
The Town Sergeants 
Aberdeen City Council 
Town House 
ABERDEEN  
AB10 1FY 
 
Telephone: +44 (0) 1224 522544 
Email: lordprovost@aberdeencity.gov.uk 
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Terms and Conditions 
 
The instructions of the Council’s Facilities Management staff must be complied with at all times. 
 
Maximum capacities may not be exceeded under any circumstances. It is recommended that the hirer 
issue advance tickets/invitations for events to ensure that the maximum capacity is not exceeded. 
 
Photography, filming or recording of any kind is not permitted unless agreed in advance. 
 
No animals other than guide or assistance dogs are allowed in the Town House. 
 
Smoking, candles and naked flames are prohibited. 
 
Smoke machines cannot be used in the Town House. 
 
Children must be accompanied, and properly supervised, by responsible adults at all times in the Town 
House. The safety and welfare of all children in the venue remains the responsibility of their parents or 
guardians. 
  
All events must comply with current legislation as regards Health and Safety, licensing and entertainment, 
and the hirer must ensure that all necessary licences, permits and permissions have been obtained.  
 
Access to the Town House for setting-up an event must be arranged in advance. Set-up cannot usually 
commence before 8.00am; requests for earlier access times will be considered and decisions made at the 
discretion of the Facilities Management Team. 
 
The agreed finish time must be adhered to and will only be amended under exceptional circumstances. 
 
Access for delivery of any equipment must be by prior arrangement with the Facilities Management Team. 
 
Any equipment brought in by the hirer must comply with Health and Safety legislation. 
 
The piano may not be used unless prior permission is obtained. 
 
It is the practice of the Council not to permit the use of outside caterers in the Town House and therefore 
any catering required must be undertaken by the Council’s own catering service.  Catering costs are in 
addition to the charges for the hire of the accommodation. 
 
Art work, ornamental fixtures and furniture must be treated with the utmost care and respect. No 
paintings, furniture or fixtures may be moved or altered. 
 
Damage to any area, fixture or equipment in the Town House will be charged to the hirer. 
 
Access to other areas of the Town House is not permitted. 
 
Access to the gallery in the Town and County Hall is not permitted without prior approval. 
 
All equipment brought in by the hirer, as well as waste material, must be removed at the end of the event. 
 
There are no parking facilities for hirers or guests.  Limited, temporary space can be made available for 
delivering and uplifting equipment. 
 



Hirers must ensure that any invitations or publicity material produced for the event uses the correct postal 
address and states that the entrance to the Town House is by the main door on Union Street. 
 
Fly posting for events is not permitted. 
 
It is the responsibility of the hirer to ensure that guests, contractors, performers, and any others 
participating in the event are aware of all terms and conditions above that may affect them. 
 
The Town Sergeants must be kept informed of all arrangements for the event.  
 
 
Health and Safety Information 
 
Members of the Facilities Management Team will be present for the duration of the function and will be 
happy to assist you in the smooth running of your event. 
 
The emergency signal is made by a continuous two-tone klaxon. 
 
In the event of an emergency, please follow the instructions of the staff present. 
 
During an evacuation the lifts must not be used. Once clear of the building, you should assemble outside 
the Arts Centre on King Street. 
 
Entry back into the building will not be given until permission has been given by the emergency services. 
 
Anyone requiring assistance to evacuate should make themselves known to the staff on duty. 
 
You should ensure your party become familiar with fire safety arrangements such as emergency exists, etc. 
 
Please advise a member of staff immediately of any suspicious objects or persons at your event. 
 


