Terms & Conditions
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Last Updated: November 2025
1. About These Terms
These Terms and Conditions govern the provision of services by The Admin Studio ("we", "us", "our") to you ("the Client"). By engaging our services, you agree to be bound by these terms.
2. Services Provided
We offer the following services:
· Executive and administrative support
· Diary and schedule management
· Event planning and coordination
· Interior design consultancy
· Project management
· Other business support services as agreed
The specific scope of work for each engagement will be agreed in writing before work commences.
3. Fees and Payment
Hourly Services
· Our standard hourly rate will be confirmed in your quotation
· Time is recorded in 15-minute increments
· Invoices are issued upon completion of work or monthly in arrears for ongoing arrangements
· Payment is due immediately upon issue of invoice
Bespoke Packages
· Package pricing will be agreed in writing before work commences
· A non-refundable deposit of 50% is required before work begins
· The balance is payable upon completion or as agreed in the project timeline
· Payment is due on the day of invoice issue
Expenses
· Reasonable expenses incurred on your behalf (travel, materials, venue costs, etc.) will be itemised on your invoice
· Where possible, significant expenses will be discussed and approved in advance
Late Payment
· Overdue invoices may incur interest at 8% per annum above the Bank of England base rate
· We reserve the right to suspend services until outstanding invoices are settled
4. Working Hours
Our standard working hours are Monday to Friday, 8:00am - 5:00pm, excluding UK public holidays.
Work requested outside these hours may be accommodated by prior arrangement and may be subject to additional charges.
5. Booking and Cancellations
Notice Period
· Either party may terminate an ongoing arrangement by giving 48 hours' written notice
Cancellations
· Appointments or scheduled work may be cancelled or rescheduled without charge if we receive at least 48 hours' notice
· Cancellations with less than 48 hours' notice may be charged at 50% of the scheduled time
· Cancellations with less than 24 hours' notice will be charged at 100% of the scheduled time
No Minimum Hours
· There is no minimum number of hours required per booking or engagement
6. Client Responsibilities
You agree to:
· Provide clear instructions and necessary information in a timely manner
· Grant appropriate access to systems, accounts, or premises as required
· Respond to queries within a reasonable timeframe
· Make payment in accordance with these terms
· Provide honest feedback if any aspect of our service is unsatisfactory
7. Confidentiality
We understand that in the course of our work, we may have access to confidential business and personal information. We agree to:
· Keep all client information strictly confidential
· Not disclose any information to third parties without your express permission
· Use information only for the purposes of providing our services to you
· Return or securely destroy confidential materials upon request or termination of services
You agree to keep confidential any business information about The Admin Studio, including our processes, rates for other clients, and business strategies.
8. Data Protection
We are committed to protecting your personal data in accordance with UK data protection legislation including the Data Protection Act 2018 and UK GDPR.
· We will only collect and process data necessary to provide our services
· Your data will be stored securely and not shared with third parties except where required by law
· You have the right to request access to, correction of, or deletion of your personal data
· For full details, please refer to our Privacy Policy
9. Intellectual Property
Your Materials: All materials, documents, and content provided by you remain your property.
Our Work Product: Unless otherwise agreed in writing:
· Work created specifically for you as part of our services (reports, designs, documents) becomes your property upon full payment
· Our general processes, templates, and business methods remain our intellectual property
Interior Design Work: Design concepts, plans, and specifications created for you become your property upon full payment. We retain the right to use images of completed projects in our portfolio unless you request otherwise.
10. Liability
Our Commitment: We will provide services with reasonable skill and care and make every effort to meet agreed deadlines and standards.
Limitations:
· Our liability for any losses you suffer as a result of our services is limited to the fees paid for the specific service in question
· We are not liable for losses resulting from circumstances beyond our reasonable control
· We are not liable for losses arising from inaccurate or incomplete information provided by you
· We are not liable for decisions you make based on our advice or recommendations
Your Responsibility: You remain responsible for all business decisions and for verifying the accuracy of work we complete on your behalf.
11. Third-Party Services
Where we engage third-party suppliers on your behalf (venues, contractors, suppliers), we do so as your agent. You are responsible for payment to and any disputes with these third parties. We will exercise reasonable care in selecting suppliers but are not liable for their performance.
12. Force Majeure
Neither party shall be liable for failure to perform obligations due to circumstances beyond reasonable control, including but not limited to: natural disasters, government restrictions, power failures, internet outages, or illness.
13. Insurance
We maintain appropriate professional indemnity and public liability insurance.
14. Complaints and Disputes
If you are unhappy with any aspect of our service, please contact us immediately so we can resolve the issue. We are committed to addressing concerns promptly and professionally.
If we cannot resolve a dispute through discussion, both parties agree to attempt mediation before pursuing legal action.
15. Changes to These Terms
We reserve the right to update these Terms and Conditions. Any changes will be published on our website with the updated date. Continued use of our services after changes constitutes acceptance of the new terms.
16. General
· These Terms are governed by the laws of England and Wales
· If any provision is found to be unenforceable, the remaining provisions continue in full effect
· These Terms represent the entire agreement between us and supersede any prior agreements or understandings
· No variation of these Terms is valid unless agreed in writing by both parties
17. Contact Information
For questions about these Terms and Conditions, please contact:
The Admin Studio
Email: emma@adminstudio.co.uk
Phone: 07713 017553

By engaging our services, you confirm that you have read, understood, and agree to these Terms and Conditions.

