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VENUE HIRE AGREEMENT
All accounts are payable within 14 days of Invoice or other arrangements 
made with the Booking Officer
	This venue hire agreement has been made by (Name) ……………………………………… 

……………………………………………………………………………………………………… 

representing the Organisation…………………………………………………………………………… 

……………………………………………………………………………………………………………….    

for hiring the ……………………………………………………………………………………….   .from 

Dandenong Community Learning Centre for …….. hours on (date/s) ……………




1. I /We understand that the venue hire application form has to be submitted 2 weeks prior to the proposed hire date with the booking fees of $50/-

2. I/We hereby undertake to abide by the General Conditions of Hire (a copy of which has been supplied with this Application Form and has been read by me/us) as well as Council Regulations regarding noise pursuant to the Environment Protection (Residential Noise) Regulations 2008. 

3. I/We hold a current Public Liability Insurance Policy, a copy of which has been supplied with this application.  

4. I/We agree that if we do not have a Public Liability Insurance Policy to pay $5 per person membership to become a member of Dandenong Community and Learning Centre Inc.  A register of members will be attached to this agreement.  A receipt will be issued for membership fee.

5. I/We also agree to inform the Dandenong Community and Learning Centre at least 10 working days prior to the booking date of any booking cancellations.  A cancellation fee will be charged on all permanent bookings.

6. I/We agree to inform Dandenong Community and Learning Centre at 5 working days prior to the booking date of any alteration or change to the original booking date inclusive of modifications to times and rooms or additions to the booking. An admin fee will be charged on all alterations made for bookings.

7. Meeting Rooms
· Please ensure that the amount of time booked includes both set-up and pack-up of the room/s.  
· The time of hire stated on the contract should be an accurate reflection of the actual time, in full, that you are accessing the House.  
· Should you require additional time, please see staff.
NOTE:  Any furniture that has been rearranged to suit the requirements of your group should be returned to its original position prior to your departure. 
Each room has a photograph on the notice board as to how the room needs to be arranged at the end of each hire session.
A fee of $300 will be charged if the room is not left the way the photos indicate on the noticeboards in the rooms this includes chairs.
8. Kitchen

· Please ensure that the kitchen area is left clean and tidy.  
· Dispose of any dirty cups.  
· Benches are to be wiped – this includes the stove, if it has been used.  
· Any garbage is to be disposed of in the outside bins, located at the front of the House.  
9. Cleaning Equipment

· Cleaning equipment is provided and will be found in the kitchen.  
10. Security

Before leaving the premises, please check the following:

a. Windows - closed and locked

b. Air conditioning/heating and fans – turned off
c. Lights – switched off.
d. Doors – locked – where applicable.

11. Alarm System

· An alarm system is installed into the house. 
· Disarm the alarm on arrival and reset leaving the premises.
· Set alarm on exit from the building.
· Each hirer will be supplied with an alarm code and instruct how to use it

12. Telephone

The telephone in the hall is for emergency use only where a mobile phone is not available.

13. School Holidays

· During the school holidays no staff or volunteers are in attendance, and we ask all groups using the House to be diligent about security and tidiness.  
· Please ensure no rubbish or food scraps are left in the House and ensure all furniture is returned to its original position and that the House is left in good order.  

· No milk, tea or coffee supplies will be available during school holidays.
Hirer Name:  









(Please Print)

Hirer Signature: 




_______
Date   .........../……...../...........

DCLC Representative: 







(Please Print)
DCLC Rep. Signature: 





Date   ............/……..../............
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