
	ROOM HIRE CONTRACT 2007
Please complete full details of your booking, read and sign reverse of form and return to the VRCC Office with your deposit to secure your booking. All after hours functions with alcohol require payment of a bond.   
Name of Hirer/s: ______________________________________
Address: ____________________________________________    NOTES:                                                                                  
Phone: Home:______________ Work/Mob: ________________
​​​​​​​​​​​​​​​​​​​​​​​​​

Name of Organisation: _________________________________
–––––––––––––––––––––​

Name of Course/ Activity/Function: ______________________
–––––––––––––––––––––

Number of Participants/Guests expected: ___________________
–––––––––––––––––––––

Hire Days & Date(s): ________________________________
–––––––––––––––––––––

Times:   From: ___  : ____ To: ___ : ____
–––––––––––––––––––––

Amount of setting up time required: ___________________
–––––––––––––––––––––

Caterers name: ________________________
–––––––––––––––––––––

Caterers phone: ________________________


Are you serving liquor? Yes ____ No ____                   EQUIPMENT REQUIRED:

ROOMS REQUIRED: (PLEASE TICK)                    _____ Piano/ Keyboard 
___ Main hall (6)                                                              ____  PA System/Microphone

​​​___ Smaller section of Dining Room (7b)
____ Crockery & Cutlery

___ Dining Room (9)                                         
____ Urn for Tea & Coffee

___ Kitchen (10)
____ White Board

___ Classroom (3)
____ TV/ VCR

___ Computer Room (4)
____ Chairs

___ Blue Room (5)
____ Tables

___ Sun Room
____ Cool Room

___ Whole Centre
____ Overhead Projector & Screen

___ Centre Grounds & Car Park
____ Computers

___ E 1/ E 2
KEYS:
        
____  Front Door (W24)
OFFICE USE ONLY:
____  Room 3 (W9)

Room Hire Cost:                  $ ______
 ____  Room 4 (W26)

plus Bond (inc. key bond):      $ ______
____  Room 5 (W8)

Total Hire Cost:                 $ _______
____  Room 6 (W6)

20% Deposit:                       $_______
____  Room 7b (W4)

Date Deposit paid:                        ___/___/___
_____  Room 9 (W4)

Balance Owed:                            $ _________
____  Room 10 (W5)
Date Balance paid:                        ___/___/___
____  E1/E2

Balance and Bond must be paid prior to function.
_____  Kitchen cupboards
Date Keys Collected:                    ___/___/___
_____  Cleaning cupboard (W13) 
Date Keys to be returned:              ___/___/___
_____  Outdoor Garbage cage 

Booking Taken By:                     ____________                             _____  Storage Passage (W2)


2006 VENUE HIRE APPLICATION FORM & HIRE CONTRACT

CONDITIONS FOR ALL HIRERS

This form is to be completed, signed and the original copy returned to the Centre with the deposit within 14 days of issue to confirm booking. The balance of payment and bond is required before keys are issued.  Bond will be returned within 7 days of return of keys providing Management is satisfied that the premises and equipment have been left in a good condition. Late cancellation may result in the loss of deposit.

All bookings are confirmed on the receipt of 20% deposit. It is the responsibility of the hirer to ensure that the booking dates and times are correct and that the application form is correctly completed.

Only Blu Tack may be used to attach decorations.

Setting up and putting away of furniture is the responsibility of the hirer unless other arrangements have been made and recorded on the hire contract. Room(s) are to be left in a clean and tidy condition. All rubbish must be removed to the outside garbage cage. Rubbish is to be sorted into recycling bins first. If bagged rubbish will not fit in green bins, the hirer must take excess away with them.

Tables must be wiped clean prior to leaving. 
Damage or loss to facilities or equipment must be reported to the Centre Manager as soon as possible. Please use the Feedback/Complaint/Damage Form and leave in the office door mailbox if after hours.

The Vines Road Community Centre Inc. or its officers are not responsible for any theft, loss, damage or injury sustained by the hirer, guests or members of the public. The hirer hereby indemnifies the VRCCI against any such occurrence.

Animals are not allowed on the premises with the exception of guide dogs.

The hirer is responsible for deactivating and resetting the alarm. Failure to do this properly will result in the attendance of the security company, which will result in a charge to the hirer (currently $50). 

The hirer has right of access to the Centre for the times and rooms specified in the contract only.  

Hire rates may be changed by the VRCCI at any time, but will not be changed during the contracted hire period.

Centre Management must have access to the premises at all times.

The hirer is responsible for the security of the building during their hire period. VRCC encourages the employment of a security officer during after hours functions.

VRCC is accredited under the Good Sports Program. Please obtain Policies prior to your function.

The Hirer is responsible for full compliance with Liquor Licensing Victoria legislation. VRCC advocates the Responsible Serving of Alcohol at all times.

VRCC is strictly a non-smoking venue.

The VRCCI reserves the right to refuse hire subject to its usage policy and anti-discrimination legislative require-ments.

The VRCCI retains the right to terminate hire agreements or events in progress on the basis of illegal activity, safety concerns, damage to property or like reasons.

I hereby agree to accept the Charges, Terms of Hire and Conditions as set out.

Signed_____________________ Date ___/___/___


LONGER TERM HIRER CONDITIONS:

SCHEDULE OF PAYMENTS: (please tick)

_____ HOURLY RATE (casual bookings)  $ _______

_____ WEEKLY

_____ RETROSPECTIVE AT END OF EACH MONTH

_____ MONTHLY IN ADVANCE

_____ RETROSPECTIVE AT END OF SCHOOL TERM

_____ EACH TERM IN ADVANCE

_____ ON DAY OF SESSION

_____ GRATIS

_____ OTHER __________________________________

           _________________________________________

           _________________________________________

Sufficient notice will be given by VRCC Board of Management in the event of any substantial changes to

bookings wherever possible.

I AGREE TO THE Terms of Hire and Conditions as set out here and in the Hirer Pack. I agree to pay the charges as outlined in the Hire Payment Schedule set out above.

Signed __________________ Date ___/___/___

VINES ROAD COMMUNITY CENTRE Inc


Your Local  Community Centre


49 Vines Road, Hamlyn Heights, Victoria, 3215


Phone: 52 779027  Fax : 52 772189  ABN: 42 660 443072


Member A.N.H.L.C,  Barwon Network Neighbourhood Houses, 


email: barb_VRCC@hotmail.com


 


Office Hours: Mon – Fri 9am –2pm Wed 9am to 12 
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