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Locked Bag 10

MORELAND VIC 3058

Phone: 03 9240 1111

Email: communityvenues@moreland.vic.gov.au
	PART  A  -  HIRER DETAILS 



Tentative Booking ID Number:










(Online bookings only)

	First Name:
	Surname:

	Organisation / 










Community Name:

	Address:

	Suburb:
	State:



Postcode:

	Email:
	Phone:

	PART  B  -  ACCOUNT DETAILS

	A Bond invoice will be issued. To ensure Bond is reimbursed please nominate your preferred account: 

	 I’d like to use the Bond paid with a previous booking.         Booking ID:

	Account Name

	BSB
	Account No.

	PART  C  -  INSURANCE DETAILS

	I have a current Public Liability Insurance certificate. 




     NO    YES       
(Please attach a copy as part of this request)                                                                              

	I’d like to purchase Council’s Public Liability Insurance coverage for $28.15                                  NO
(Applies to Community groups & private citizens only)                                                                     YES       

	PART  D  –  FUNCTION DETAILS

	Type of Function:
	  Birthday                 age
	  Wedding
	   Engagement Party

	   Meeting
	   Seminar
	   Educational Class
	   Recreational Class

	   Baby Shower
	   Communal gathering
	   School event
	   Dinner

	   Religious event
	   Worship
	   Campaign
	   Seniors group

	   Other – specify            

	Number of people attending?

	Is this a multiple booking?

  Yes – Complete Section H  No – Complete Section G


	Is there an entry fee/participation? 

If so, how much? 


     NO         



    YES        $$                              

	What is the topic of your meeting?



	PART  E  -  VENUE SELECTION   ( *DA represents Disability Accessible)

	Clarrie Wohlers Senior Citizen Centre*
	 80 Standing   
	 60 Seated

	Coburg Court House*
	 80 Standing   
	 60 Seated

	Coburg Senior Citizen Centre*
	 80 Standing   
	 60 Seated

	Fawkner Senior Citizen Centre*
	 80 Standing   
	 60 Seated

	Fleming Park Hall
	 100 Standing   
	 80 Seated

	Glenroy Senior Citizen Centre*
	 150 Standing   
	 90 Seated

	Gowanbrae Community Centre*
	 100 Standing   
	 50 Seated

	Harry Atkinson Art Craft Centre*
	 80 Standing (per room)
	 60 Seated (per room)

	Merlynston Progress Hall*

      Opening late 2018
	 80 Standing   
	 80 Seated

	Newland Senior Citizen Centre*
	 80 Standing   
	 60 Seated

	Pascoe Vale Neighbourhood Facility* 

      Inside Pascoe Vale Pool building
	 80 Standing   
	 60 Seated

	Pascoe Vale Senior Citizen Centre*
	 120 Standing   
	 60 Seated

	Richard Lynch Senior Citizen Centre*
	 80 Standing   
	 60 Seated

	Temple Park Senior Citizen Centre
	 80 Standing   
	 60 Seated

	PART  F  –  ADDITIONAL INFORMATION

	Are you an individual?







     NO    YES       

	Are you a commercial business?






     NO    YES       

	Is your organisation a Community group or club?




     NO    YES       

	Are the majority of members Moreland residents?




     NO    YES       

	Total number of members 

(community groups only)

	Are you applying for the community rate?





     NO    YES       
To be considered for this rate, please provide the below information




	Organisation’s ABN

	Incorporated Number

	Is your Organisation publicly listed as ‘Not For Profit’



     NO    YES       
with Australian Charities and Not-for-Profit Commission? 





	PART  G  –  SINGLE BOOKING

	Date
	Set Up Time
	Event Start
	Vacate Time

	
	
	
	


	PART  H  –  MULTIPLE BOOKINGS

	Please list the dates, start and end time of the booking period and type of function.

(Your booking times must include your set up and pack down)

	Date
	Set Up Start Time
	Function Time
	Function End Time
	Vacate

Time
	Function Type

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	PART H – FOOD & BEVERAGE

	
	YES
	NO

	Will food be provided at the function?
	
	

	If yes – will food be sold and/or included in entry fee?
	
	

	Will alcohol be provided?
	
	

	If yes – will alcohol be sold and/or included in entry fee?
	
	

	IF food is to be sold during your event then Attachment 1 must be completed and submitted with this application.

IF alcohol is to be sold during your event then a ‘Limited Licence’ must be obtained and submitted as per Section 6 of the Terms & Conditions.  NOT PERMITTED: smoke machines, open flames, gas bottles, helium balloons and pyrotechnics and animals (without Council consent).



	PART I - DECLARATION

	I am over the age of 18 years and agree that the above information is true and correct and the booking is tentative until confirmed by Moreland City Council in writing.                                                       









        NO
    YES       


	NAME:

(Please print)



	SIGNATURE:
	DATE:
       /       /       



Please ensure all sections are complete and return all documentation to:
Failure to complete all sections may result in your booking being declined.
In person:  
Coburg Civic Centre, 90 Bell St, Coburg

Via Email: 
(preferred method)

communityvenues@moreland.vic.gov.au
Or By post: 
Moreland City Council, Community Venues, 
Locked Bag 10, 
MORELAND VIC 3058
	Applicant Details 

	Applicant/Group Name: 

	Applicant/Group Contact Name: 

	Contact Phone: 
	Function Venue: 

	Applicant/Group Postal Address: 

	Function Details 

	Function Type:
	(please specify):  

	Function Date(s):
	 FORMTEXT 

       / FORMTEXT 

       / FORMTEXT 

     
	Function Start/Finish Time:
	

	Number of People Attending Event: (approximate)
	

	Event Food Details 
	Yes
	No

	1
	Will the applicant (or anyone on their behalf) be providing food at the event/function?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2
	Will the applicant (or anyone on their behalf) be selling food at the event/function?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3
	Will any food and/or alcohol be provided as part of a fee charged for entry to the event/function?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4
	Will alcohol be provided at the event/function?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Will the alcohol be offered for sale?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5
	 Will people attending the function be bringing BYO food and/or alcohol?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	If yes, detail the type of BYO food: 

	6
	Is the applicant a Community Group or Not for Profit Organisation?

If yes, please attach not-for-profit status or incorporated certificate
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7
	Is the applicant/group’s place of business based within Moreland City Council?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8
	Does the applicant have a current Food Act registration with Moreland City Council?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9
	Does the applicant have a current Food Act registration with another Victorian Council?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10
	Will the event/function be catered for by a Registered Catering Food Business?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Trading Name: 

	
	Food Act Registering Council: 

	
	Food Act Registration No: 

	
	Contact Person: 
	Phone: 

	
	Address: 
	Suburb: 


Moreland City Council Food Premises Checklist Food Act 1984

	11
	What types of food products will be prepared/sold at the event? (tick all appropriate) 
	Yes
	No

	
	Fruit salad and salads
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Fruit/vegetables cut/sliced
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	BBQs (e.g. hamburgers, sausages, other meats, cooked eggs, cooked/raw vegetables, bread)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Deep fried foods  (e.g. chips, dim sims, spring rolls, dumplings)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Desserts (e.g. cheese cakes, custard tarts or any dessert that contains fresh cream, raw eggs or custard)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Fruit juices/smoothies
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Soft serve ice cream
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Rice dishes
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Casseroles or curries 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Noodles/pasta/lasagne
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Sandwiches (e.g. containing smallgoods, vegetables/salads, meat or cheese)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Pies/sausage rolls/pasties
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Packaged low risk foods (e.g. packaged chips, lollies, chocolates and drinks)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Raw egg products (e.g. tiramisu/homemade mayonnaise)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Soup
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Packaged drinks (e.g. soft drink, packaged alcohol)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Unpackaged drinks (e.g. unpackaged alcohol, tea, coffee)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Other Foods

	Please detail any additional food products prepared/sold at the event/function:

	     

	


	PLEASE NOTE: If you plan to alter the type of food you will be selling/serving (additional to the food activities listed on this form) you must notify Moreland City Council immediately, complete this form again and provide any other relevant details.

	

	I, the undersigned, hereby agree the information provided above is true and correct. 
Signed: 




Pre-packaged food this is food that has been sealed within a package prior to entering the business, remaining in that package until sale.  Packaging is designed to protect the food from contamination by physical, chemical or biological hazards. 

Ready-to-eat-food is food that is ready for consumption, and includes food that may be re-heated, portioned or garnished or food that undergoes similar finishing prior to being served 

Low risk foods means food that is unlikely to contain pathogenic micro-organisms and will not normally support their growth due to food characteristics. For example; grains, cereals, carbonated beverages, jams, dried fruits, pasteurised milk, ice cream manufactured from pasteurised or heat treated milk, pasteurised or heat treated soy milk, and cut fruit or vegetables (which are not subject to any further processing).

Community group means: 

a. a not for profit body; or 

b. a person or unincorporated group of persons undertaking a food handling activity solely for the purposes of raising funds for charitable purposes or for a not for profit body

not for profit body means an incorporated or unincorporated body or association that is not carried on for the purposes of profit or gain to its individual members and is, by the terms of the constitution of the body or association, prohibited from making any distribution, whether in money, property or otherwise, to its members.

Food business A business, enterprise or activity (other than primary production) that involves handling food intended for sale (as defined in the Act), or the sale of food.

Potentially hazardous food means food that has to be kept at certain temperatures to minimise the growth of any pathogenic micro-organisms that may be present in the food, or to prevent the formation of toxins in the food. For example: 

· raw and cooked meat (including poultry and game) or foods containing raw or cooked meat such as casseroles, curries and lasagne;

· smallgoods such as Strasbourg, ham and chicken loaf;

· dairy products, for example, custard and dairy-based desserts such as cheesecakes and custard tarts, but does not include pasteurised milk, ice ream manufactured from pasteurised milk;

· seafood (excluding live seafood) including seafood salad, patties, fish balls, stews containing seafood and fish stock;

· processed fruits and vegetables such as fruit salads, fruit juices;

· cooked rice and pasta;

· foods containing eggs, beans, or other protein-rich foods such as quiche, fresh pasta and soy bean products; and

· foods such as sandwiches, rolls and cooked and uncooked pizza that contain the foods listed above.

Pre-packaged food means food that has been sealed within a package prior to entering the business, remaining in that package until sale.  Packaging is designed to protect the food from contamination by physical, chemical or biological hazards. 

Sale of Food includes 

(a)
barter, offer or attempt to sell; and


(b)
receive for sale; and


(c)
have in possession for sale; and


(d)
display for sale; and


(e)
cause or permit to be sold or offered for sale; and


(f)
send, forward or deliver for sale; and


(g)
dispose of by any method for valuable consideration; and


(h)
dispose of to an agent for sale on consignment; and


(i)
provide under a contract of service; and


(j)
supply food as a meal or part of a meal to an employee in accordance with a term of an award governing the employment of the employee or a term of the employee's contract of service, for consumption by the employee at the employee's place of work; and


(k)
dispose of by way of raffle, lottery or other game of chance; and


(l)
offer as a prize or reward; and


(m)
give away for the purpose of advertisement or in furtherance of trade or business; and

(n)
supply food under a contract (whether or not the contract is made with the consumer of the food), together with accommodation, service or entertainment, in consideration of an inclusive charge for the food supplied and the accommodation, service or entertainment; and


(o)
supply food (whether or not for consideration) in the course of providing services to patients in hospitals or prisoners in prisons; and


(p)
sell for the purpose of resale

In these conditions of hire, "Council" means Moreland City Council, and the "facility" means the small hall.
1. APPLICATION FOR COMMUNITY FACILITY HIRE


Each application for use must be made on the required application form, signed by the applicant, stating the purpose and hours required, and containing the applicant's undertaking to comply with these conditions of hire. Where application is made on behalf of an organisation or body of persons, the applicant shall state the name of such organisation or body and the authority of the applicant for making such application, together with private and business telephone numbers of the applicant.  The person making application on behalf of the organisation or body will then be liable to ensure compliance with these conditions of hire.

1.1
HIRE CONDITIONS

1.1.1 Tentative Bookings - Tentative bookings will be held for up to 14 days.   A booking will be confirmed only upon receipt of a completed application form, evidence of satisfactory insurance and security bond within this period and the issuing by Council of a confirmation letter.   If the booking is not so confirmed, Council may cancel the tentative booking without notice.

1.1.2 Full Hire Fee - The full hire fee as determined by Council shall be paid to   Council within 14 days. Council may, from time to time, fix, review and alter the charges to be levied for the hire of the facility.  The fee will be that which applies at the date of the function, notwithstanding that the charge may have altered since the date on which the booking was made.  If the full amount is not paid within 5 working days prior to the function, the booking will be automatically cancelled.

1.1.3 Security Bond - A security bond must be paid for all bookings of Council facilities.  The security bond is a guarantee for the fulfilment of all conditions of hire and is a security against damage to the furnishings, fittings, walls, floors, equipment or the building itself. The bond will also cover extra cleaning expenses incurred when Council needs to engage cleaners after the hirer’s function, which is outside the normal cleaning schedule.  Should the Council assess the cost of the damage repair or cleaning as being higher than the amount of the bond paid, the hirer agrees to pay Council the full amount in excess of the bond.  


All bookings incur a $281.35 bond fee, with the exception of high risk functions, which attract a $1125.60 fee. Payment of the bond can be made by:

· credit card online

· phone - on 8677 5137 (VISA or MasterCard only), 

· cheque (payable to “Moreland City Council”), 

· BPay, or

· in person at a Customer Service Centre. 

A bond invoice must be paid within 7 days from the invoice date.  Bookings with less than 7 days event lead time must pay bond invoices immediately.  Council will return the security bond to the hirer within 30 days via Electronic Funds Transfer (EFT) or via Cheque after bond refund approval. This is subject to a site inspection undertaken by Council to ensure the facility was left in an acceptable condition and no damage to the facility has occurred.

1.1.4 Kitchen – A hirer using the kitchen must comply with all legal requirements, including without limitation the Health Act 1958 and the Food Act 1982.  The hirer must submit a draft “Self Catering Form” in accordance with Council requirements prior to the function, and then a finalised template within 2 weeks after the function.

NB. Professional Caterers are not permitted to use the facility under the section below;


Section 35 of the Food Act 1984, Part VI –Registration of a Food Premises



Food business premises to be registered with Council

(1) The proprietor of a food business must not allow the business to operate from any food premises - 


a. That is not registered in accordance with this Part of the Council of the municipal district in which the premises is located; or

b. During any time that the registration of the premises under this Part is suspended

(2) This section does not apply –

a. To the Crown; or

b. In respect to any food business being operated oh behalf of the crown; or
c. To any premises that is on land that is not part of a municipal district.
1.1.5 Cancellation by Hirer - The hirer may cancel a booking. Notification of cancellation must be 

Received 14 days prior to the hire date(s), in writing, otherwise a full fee of usage shall be charged.

1.1.6 Cancellation by Council – Council may cancel any booking when the facility is required for

Council functions, Municipal, State or Federal elections or due to a national or regional emergency even when these conditions of hire may have been accepted and signed and the hire fee paid.  It is a condition of hire that the hirer agrees to accept Council's right to cancel any booking and the hirer will be held to have consented to such cancellation and to have no claim at law or in equity for any loss or damage in consequence of such cancellation.  Any refund shall be at the sole discretion of Council's Chief Executive Officer, whose decision shall be final.

1.1.7 Hire Times – The times booked must include set up time, caterer’s time and last person out. Doors will only be opened and will be closed at the times stated and paid for. Any use of the facility after the engaged time will be charged for the use at the appropriate commercial rate.  Such charges may be must be paid within 7 days of the issue of Council's account.

1.1.8 Additional Equipment – Hirers must provide on the application form details of any additional 

equipment which they are intending to bring into the facility for the event, including without limitation public address systems and stage lights.

1.1.9 Persons Requiring Access – Hirers must provide on the application form details of any persons 

who, or bodies which, require access to the facility, including without limitation musicians, caterers and other contractors.

1.1.10 Lecture/Entertainment Content – Where the hire of the facility is for lectures or entertainment, 

hirers must provide on the application form details of the subject of, and programme for, the lecture or entertainment.

1.2
LIMIT OF HIRING
The hirer shall only be entitled to use the particular part or parts of the facility hired, and Council reserves the right to let any other portion of the facility for any other purpose or purposes at the same time.

1.3
REFUSAL TO LET AND SUB-LETTING


Council reserves the right to refuse applications for hire. No portion of the facility hired may be sub-let or any booking transferred or assigned without the prior consent of Council.

1.4
DISCOUNTED FACILITY HIRE 


Non-profit community groups based within the City of Moreland can submit an Application for Discounted Form no later than 14 days prior to the event. This form can be obtained by contacting Council on 9240 1111 or info@moreland.vic.gov.au 


Approved Senior citizens groups receive free use of Senior Citizens Centres

1.5
AMENDMENT OF CONDITIONS OF HIRE


Hirers are advised that Council may amend these Conditions of hire without notice at any time. Notwithstanding this, when conditions are amended every effort will be made to inform all hirers.

2. FACILITY RULES 

2.1
Hours Of Use - The Centre may be used between the hours of 9.00am and 10pm

2.2 Gambling And Smoking - No game of chance, at which, either directly or indirectly, money is passed as a prize, shall take place in any portion of the facility, without first obtaining the consent of Council. Smoking is also not permitted inside the facility. The hirer must advise facility users about the No Smoking Policy.

2.3 Amplified Music - Amplified music must cease by 10.00pm. Amplified music before 10am is not permitted also. (Amplified music is any music, which can be heard outside the confines of the building).
2.4 Disorderly Behaviour And Damage - No obscene or insulting language, or disorderly behaviour or damage to property shall be permitted in any part of the facility. Council reserves the right for its Council officer on duty to remove such offenders and any costs associated with the removal of these offenders must be paid by the hirer. 
2.5
Furniture And Equipment - All furniture and equipment remains the property of Moreland City Council and will not be rented out, removed or relocated outside of the building.
2.6
Decorations/ Fittings And Lighting - No electrical installation, appliance or decorating materials of any kind shall be brought into the facility without the consent of Council.  All such items must be removed at the end of the function and, if not so removed, the hirer must pay such sum as Council determines for each day or portion of a day whilst such property remains in the facility. The use of confetti or streamers or similar articles of decoration is prohibited. The floor, walls or any other part of the facility, or any curtains, fittings or furniture, shall not be broken, pierced by nails or screws or in any manner or other way damaged, and no scenery, fittings or decorations of any kind shall be erected in the facility or attached to or affixed to the walls, doors or any other portion of the facility, curtains, fittings or furniture, mechanical, electrical or other equipment.  The hirer will be liable on demand to pay the full cost of cleaning of or repairs occasioned by damage to the facility or any furniture or fittings as a result of the hiring.  Wall decorations must only be put up using blue-tack. No tape or adhesives are permitted. Notification of any lighting changes or requirements must be made at time of booking lodgement.  In the event of special electrical equipment being used, the hirer must first obtain Council's consent, which consent may be given subject to conditions including the payment of extra charges to Council and the engagement of and payment for the services of a qualified electrician.

2.7 Security - All windows and doors are to be locked securely and lighting switched off when leaving premises. The car park at the Harry Atkinson Centre is locked at 10pm each night; all cars must be removed before then or be locked in until the next day.

2.8 Theft - Neither Council nor its staff shall be liable for any loss or damage sustained by the hirer, or any person, firm, corporation entrusted to or supplying any article or thing to the hirer by reason of any such article being stolen, damaged or lost and the hirer agrees to indemnify Council against any such actions.

2.9
Directions - The hirer and persons under his, her or its direction shall forthwith obey all directions or orders given by the Council officer as to the management of the facility and functions being conducted therein.  The hirer shall be held responsible for the actions of all and every person attending the function.
2.10
Animals - No animals shall be allowed in the facility or its precincts without the consent of Council.

2.11 Right Of Free Access - The right of free access to any part of the facility at all times is reserved to members of Council staff.

3. INSURANCE & RELEASE & INDEMNITY

3.1
Insurance - The hirer must take out public liability insurance (in an amount nominated by Council) with an insurer approved by Council.  The hirer must supply a certificate of currency for that public liability insurance 14 days prior to the event. If hirer does not have its own Public Liability Insurance it may request that Council's Annual Hirer’s Liability Policy be extended to provide cover.  

3.2 Release & Indemnity - The hirer is responsible for any accident, loss, damage sustained to any person or property or any injury sustained by any person using any part of the facility during the currency of the hiring, notwithstanding that such event arose from or by reason of any defect in the furniture, fittings or other accessories of any kind, and the hirer hereby forever releases, discharges, indemnifies, and holds harmless Council, its servants, Councillors, agents and contractors against all claims and demands made or the costs or expenses incurred in connection therewith.  Without limiting the former that includes:

3.2.1
any legal liability whatsoever arising from the participation or use by the hirer and/or any other persons associated with the hirer, and in the activity of conducting the business operation at, and / or occupying the facility and in all activities in connection therewith, due to any cause; 

3.2.2
any and all loss, damage, expenses, claims, demands, actions and causes whatsoever which might be made or instituted or suffered or incurred or sustained by any person or body for injury, loss or damage arising in any manner for the said participation or use;

3.2.3
all loss or damage to any property, buildings, equipment or materials of Council and/or any other persons on or outside the location caused by the hirer and/or any persons associated with the hirer due to the said participation or use; and

3.2.4
any and all loss, damage, injury or illness, including death, sustained or incurred by the and/or any person associated with the hirer arising in any manner from the said participation or use/hire or occupation.


3.2.5
In addition, the hirer must not do or neglect to do or permit to be done or leave undone anything, which will affect Council's insurance policy or policies relative to fire or public risk in connection with the facility.  The hirer hereby indemnifies Council to the extent that such policies are affected through any such act of commission or omission.
4. POST FUNCTION CLEANING 

The hirer will leave the facility in a tidy condition and all fixtures in good working order and condition, and immediately place all rubbish and waste matter, in plastic bags within the garbage bins provided. If this is not done, Council shall be entitled to have the facility cleaned or put in order and the cost of doing so will be paid by the hirer. 

5. KITCHEN FACILITIES & APPLIANCES

The hirer must not take and must not allow any other person including caterers to take, into the kitchen or any part of the facility, or use, or allow to be used, any gas or electrical appliances not supplied by Council. The hirer must ensure that when leaving the kitchenette at completion of the event all appliances are turned off and the kitchen is clean and all utensils are in good order and condition. If this is not done, Council shall be entitled to have the facility cleaned or put in order and the cost of doing so will be will be paid by the hirer.
6. LIQUOR

Hirers proposing that liquor be sold either at a bar or by way of inclusion in catering costs associated with the use of the facility, require a “Limited Licence” from Liquor Licensing Victoria. Applicants for such a licence should allow for at least 4 weeks for this body to process their application. A copy of this licence must be presented to Council 14 days prior to the function. The liquor licence must be displayed where the alcohol is being sold for the duration of the event. It is the responsibility of the hirer to ensure compliance with liquor licensing legislation.

7. PRIVACY

Council collects information for the purpose of registering the booking. The personal information collected   will only be used to communicate with the applicant for hire or for regulatory, safety or other lawful purposes. Failure to provide this personal information may result in the application not being processed however you may access this information by contacting Council.

8. BREACHES OF CONDITIONS OF HIRE

Any person committing a breach of any one or more of these conditions of hire may be expelled from the facility.  The hirer must bring this is to the attention of all persons attending the event.

9. DISPUTES

In the event of any dispute or difference arising as to the interpretation of these conditions of hire or any matter or thing contained therein, the decision of Council's Chief Executive Officer shall be final and conclusive.

10. GOODS AND SERVICES TAX (GST)

All fees and charges imposed by Council will be subject to GST.  Unless otherwise stated, fees and charges will be inclusive of GST.

11. FEES AND CHARGES (HOURLY RATE)

	Community Group
	Private User

Mon - Fri
	Private User

Weekend

	$11.50
	$35.00
	$81.10


· Approved senior citizens groups receive free use of Senior Citizens Centres

· Hire rates are valid until 30 June 2019 and are inclusive of GST

· Hourly Rate Applies for a minimum of 3 hours for casual hire

· Penalty rate applies per hour or part there of beyond agreed booking time stated on hire agreement

· Facilities must be cleaned and vacated by 10.00pm (Coburg Court House vacated by 9pm Sunday to Thursday)
· $281.35 Security bond applies for casual hire
· $28.15 Public Liability insurance charges apply for casual hire


Environmental Health Unit Use Only 





Responsible Officer: ______________________________________________________________________


Food Act Registration/Notification Required: YES/NO


Officer Area: _________________________	Premises Class: _____________________________________


Premises Type: __________________________________________________________________________


Streatrader Application No.: ______________________________________________________________________


Approved: YES/NO








Small Hall Hire Agreement

Small Hall Hire Agreement

