[image: image1.png]<
St Francis de Sales
COLLEGE



Facilities Hire Booking Request

Contact Details
	Name of organisation:
	     

	Name of contact person:
	     
	Position held in organisation:
	     

	Postal address:
	     

	Suburb
	     
	Postcode
	     

	Telephone:
	     
	Mobile:
	     

	Email:
	     


Hire Details

	Purpose of hire:
	     

	Date of hire:
	From       
	To       

	Start time:
	     
	Finish time:
	     

	Number of people attending:
	     


Facility of Interest
 FORMCHECKBOX 
 Sports Stadium – Court Hire
Number of courts required:
 FORMCHECKBOX 
 1
 FORMCHECKBOX 
 2
 FORMCHECKBOX 
 3
 FORMCHECKBOX 
 4
 FORMCHECKBOX 
 Sports Centre Function Room


 FORMCHECKBOX 
 Sports Centre Canteen
 FORMCHECKBOX 
 Performing Arts Centre (PAC)

 FORMCHECKBOX 
 Playing Fields
Please advise any line marking/set up required:      
Function Room/PAC Equipment Required

 FORMCHECKBOX 
 Whiteboard
 FORMCHECKBOX 
 Smart Screen TV

 FORMCHECKBOX 
 Lecturn

 FORMCHECKBOX 
 Registration Table

 FORMCHECKBOX 
 Tables/chairs required
Number of tables:      
Number of chairs:      
	Agreement

	I/we
	     

	Of
	     

	Apply to hire the St Francis de Sales College Community Sports Centre premises and facilities and accept the conditions of hire which I/we have read and understand.

	Signature:
	
	Date:
	     

	


	Deposit Details

	Please charge my:  
	 FORMCHECKBOX 
 MasterCard
 FORMCHECKBOX 
 Visa Card

	Name on card: 
	     
	Signature:
	

	Card number:
	                          
	Expiry Date:
	     /     

	Or refer over for payment details for electronic transfer of funds.


CONDITIONS OF HIRE
APPLYING FOR HIRE

· The facilities may only be used with express permission of the College administration.

· Potential HIRERS are required to call at the College and complete the Hire/Use of Premises and/or Facilities Agreement.
· The College facilities and usage thereof must be in agreement with the Vision and Mission Statement of the College. Final approval rests with the College administration.

HIRE COSTS and PAYMENT

· A non-refundable deposit and bond (GST exclusive) as outlined in the Information/Quote letter are to be paid by the due date in the letter.

· The bond will be refunded to the hirer after an inspection clearance has been approved.

· Failure to pay deposit and bond fees by the due date will result in the termination of the booking.

· In the event of cancellation of a confirmed booking, this will result in the deposit being retained by the College.

· Charges will be based on the information relating to the hire of College facilities detailed on the Hire/Use of Premises and/or Facilities Agreement.
· The facilities hire fee is due and payable 14 days after your function, unless there is prior negotiation of alternate payment terms.

· Payments options:
Cash:
payment made at the College Finance office 
Credit card:
details written on the invoice and returned to the College
Direct credit:
A/C name:
St Francis de Sales College


BSB:
085-005

A/C No:
458166387
COLLEGE RULES

The College expects all functions/events to be conducted with decorum and that all visitors are to observe and comply with the following rules:

· NO smoking on campus

· NO lighting of fires or discharge of fireworks are permitted on campus. NO alcohol on campus; unless approved by College administration.

· NO illegal drugs or substances on campus

· NO fraternising with students

· NO interruptions to the College program 
· NO gambling is permitted on campus

· NO animals permitted on campus

· NO vehicles permitted to drive above the speed limit of 5km/h on campus

· NO outside catering is to be brought onto campus unless approved by College administration.

· All rules specific to each facility must be adhered to i.e. no food in the College Sports Centre, water bottles only etc.

AGREEMENT DETAILS

· The HIRER will only have access to the facility at the times indicated on the Hire/Use of Premises and/or Facilities Agreement. These times should include access prior to and after the event. Access will not be permitted outside the times indicated.

· The HIRER must provide an estimate of the maximum number of people attending the event. This number shall not exceed the maximum capacity of the facility hired.

· The HIRER may not advertise the use of the facility or the event at the College without the approval of the College’s Facility Coordinator.

· The HIRER must provide a copy of all marketing material with the College’s logo or name to the College’s Facility Coordinator for approval prior to printing.

· The HIRER must indicate on the Hire of Premises and/or Facilities Agreement the exact purpose of the event.

· The College requires all facility hire events to cease at 11:30pm it is the responsibility of the HIRER to ensure this is adhered to.

INSURANCE

· The HIRER is required to provide, with the Hire/Use of Premises and/or Facilities Agreement, a copy of their current Public Liability Insurance certificate.

· The certificate must be to the value of at least $10,000,000.

· No application will be approved until a copy of the above mentioned certificate is sighted by the College’s Facility Coordinator.

SAFETY and EMERGENCY PROCEDURES

· The HIRER and persons associated with the HIRER shall at all times observe directions of College Officers or their agents and comply with instructions given.

· The HIRER shall comply with the instruction of emergency services personnel in order to protect the facility or users of it.

· The HIRER will ensure all Emergency Exit doors and pathways leading to those doors remain clear and shut at all times and are not used for general access.

· The College reserves the right to refuse to admit and/or have removed from the premises any person or persons who in the opinion of a College Officer are not conducting themselves in a proper, orderly and lawful manner.

· The HIRER is to ensure that noise is kept to acceptable levels as specified under the Environment Protection (industrial noise) Policy 1994 (for events prior to 31/03/2008) or the Environment Protection (Noise) Policy 2007 (from 01/04/2008) of the Environment Protection Act 1993.

· All activities should be properly supervised by the HIRER and associated guests.

· It is the responsibility of the HIRER and associated guests that children must be under adult supervision AT ALL TIMES.

CLEANING

· The Cleaning Fee (if charged) covers the basic cleaning after the event, but it is expected that the HIRER will remove all debris, decorations, foodstuffs, drink containers and other waste within one of hour of the completion of the event.

· All debris and waste is to be placed in bins provided.

· The HIRER will forfeit the bond and incur any extra costs should additional cleaning, removal of marks and excessive dirt etc be required upon inspection of the facilities by a College Officer.

COLLEGE and HIRER PROPERTY

· No structural alteration or erection of any marquee etc of any kind is to be made without prior written approval from the College’s Facility Coordinator.

· Fixed furniture and fittings will not be moved.

· All properties of the HIRER must be removed from the College at the conclusion of their hire arrangement.

· The HIRER must gain permission from the College’s Facility Coordinator to store equipment or properties at the College.

· All moveable furniture or equipment belonging to the College must be handled carefully and returned to original location after use.

· NO furniture is to be moved from classrooms or other buildings without approval from the College’s Facility Coordinator.

· The College is NOT responsible for the equipment or property of the HIRER.

· The HIRER must gain permission from the College’s Facility Coordinator to bring any electrical equipment on campus and all electrical equipment brought on to the College site must be tested and tagged to ensure they comply with the Australia Standards and the College’s insurance policies.

· All equipment brought on to campus by the HIRER or associates/guests of the HIRER must be made available for inspection by a College Duty Officer when requested.

· The HIRER is responsible for ensuring that only the facilities indicated on the Hire of Premises and/or Facilities Agreement are used during the approved hire period.
· The HIRER will incur additional costs should any College property/equipment require replacement due to damage or removal during the approved hire period.

SECURITY

· The College will arrange for either a College Officer or contracted Security Company to manage the locking/unlocking for each event.

· NO keys will be issued to the HIRER unless approved prior to the event by the College’s Facility Coordinator.

· The HIRER could incur additional costs should the College Officer or contracted Security Company be required to attend the event outside the times indicated on the Hire of Premises and/or Facilities Agreement.
· It is the HIREE’S responsibility to notify associated guests that areas NOT indicated on the Hire of Premises and/or Facilities Agreement are alarmed and any alarms activated will result in the HIRER incurring additional costs.

INDEMNITY

The HIRER agrees to indemnify the College and all the persons and bodies acting for and on behalf of the College against all liability, claim, demands, actions, suits, damages, proceedings, costs and expenses whatsoever (including injury to persons and damage to or loss of property) for which I or the organisation I represent may be or become liable directly or indirectly arising out of the use of the College facility during the period specified in this agreement.
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