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	APPLICATION FOR ROOM HIRE


	YOUR INFORMATION:

	ROOM HIRE CHARGES:
	Social / Not for profit organisations:  
$12 + GST per hour. Over 6 hours negotiable.
Other / For profit organisations:  
Hourly fee: $42 + GST per hour. Over 6 hours negotiable.
These charges may be subject to change without notice to room users.  

	NAME OF ORGANISATION
	

	ABN:  
	

	TYPE OF ORGANISATION 
	      For profit organisation           Not-for-profit organisation              Social organisation  

	ORGANISATION CONTACT PERSON 
	NAME:                                                  
	CONTACT PHONE:  

	ORGANISATION DETAILS
	ADDRESS:                                                  
	EMAIL:  

	Where should the invoice be sent?   
	EMAIL:                                                  

	REQUIRED ROOM 
	        Activity Room (largest room.)                          Meeting Room

             Kitchen                          Art Studio                            Computer Room         

	PURPOSE OF ACTIVITY
	
	Has your request been tentatively booked with our reception staff?   YES   /   NO

	DOES YOUR FUNCTION INCLUDE COOKING?
	YES
	NO
	If yes, does it involve hot plate/cooking method outside kitchen? please advise
	

	ARE YOU CHARGING A FEE TO PARTICIPANTS?
	Yes / No (please circle)

What is the fee per participant?  $ 


	YOUR BOOKING INFORMATION:
	
	

	For a One-off booking please fill out this line (
	Date: 
	Time:

	For a Recurring booking please fill out this section (
Bookings beyond the end of the calendar year must be confirmed by start of December (or earlier if possible) the year prior.  
                                                                     
	Day(s) (please circle): 
Monday       Tuesday   Wednesday Thursday          Friday
	Time: 

Start Date: 

End Date:  

	
	Booking Occurrences (please circle): 
	Weekly
	Fortnightly 
	Monthly 


	INSURANCE

	I have completed and returned my current Insurance Certificate of Currency?
	YES   /   NO

	** Users (or auspicing body) of this organisation are required to have their own $10,000,000 public liability insurance.


	Name: ______________________


	Sign: ________________________
	Date: _____/______/2023


	OFFICE USE ONLY


	APPROVED /  DECLINED FOR USE 
	Approved 
	Declined 

	Current insurance certificate attached?
	Yes
	No

	Entered on Skedda room booking system?
	Yes
	No

	Bookkeeper given an invoice request? 
	Yes
	No


 

	INFORMATION FOR 

Warragul Community House 

ROOM HIRE


1. Warragul Community House consists of a Meeting Room, Activity Room, Computer Room, Registered Kitchen and Art Studio. There is audio visual equipment, white boards etc available, but please specify requirements on application as there may be a small additional charge involved.  Individual room hire is available after hours, however hiring of Warragul Community House will be allowed upon approval.  Depending on the event, a cleaning bond may be requested. (All prices quoted are based on the current House charges and are subject to change.)

2. Warragul Community House Bank Details: BSB: 633 000 Acc# 107601742

3. By signing this form, you are agreeing to the following terms and conditions; 

· My certificate of Public Liability Insurance is accurate and will be kept up to date
· Any fees will be paid prior to the event (or on invoice on approval) to WCH
· Any expenses caused by the delivery of my program will be covered by my organisation eg. fire brigade 

· The rooms will be left clean and tidy
· I will report any damages or injuries as soon as practical on the appropriate form obtained from WCH

4. If the proposed event falls outside what is considered a normal function event, the hire rate, bond and cleaning bond will be at a negotiated rate determined by prevailing commercial rates.

5. The rooms will include the use of the kitchenette (this is a separate are to the Registered Kitchen) but may involve sharing of the kitchenette depending on the bookings.  Beverages (tea, coffee & milo) are included in the hire costs.  Event organiser must ensure dishes are placed in dishwasher and turned on before they leave the building or in the event of a shared kitchen where the dishwasher is full or turned on, all dishes used must be washed and put away.  All areas used to be left clean and tidy.

6. After Hours events - prior to the event please present to Warragul Community House reception staff who will give you a code to access a key box which will give you a key to Warragul Community House after hours.  You will also be given an alarm code. 

7. Toilets for Warragul Community House are located past the kitchenette.   On leaving the building, please ensure the hall lights, room and toilet lights are switched off.

8. In the event of an emergency, eg fire, please familiarise yourself with the exits.  Phone 000 and then contact the House Coordinators after hours to report any fires.  Ph:  0417 597 559.   For fire safety, the event organiser must ensure the on-site attendance book is filled out for each activity during office hours or they may choose to use their own attendance record.  In the event of a fire, this attendance book/record should be used to ensure all their participants have vacated the building.  It is the organiser’s responsibility to ensure their participants safety.

9. This site is a smoke free site, which means smoking is not permitted within 10 metres from the building.  If you need to smoke you will need to re-locate off the WCH premises.  We ask that you inform your clients and function attendees of this policy as well.

10. Rooms are to be left tidy and all furniture returned to where it was found.  Keys are to be returned to reception to in the key return holder at side door if used after hours. 

11. Evening events must be out of the building by 12 midnight.  

12. Car parking is available on site.

13. Photocopier – Use of the photocopier is available via WCH staff at normal user costs.
Warragul Community House


No.   A0004997Z.    ABN:  42 206 227 757


138 Normanby Street, Warragul 3820


Phone: 03 56 236 032


E-mail: � HYPERLINK "mailto:office@wchouse.org.au" �office@wchouse.org.au� 


Web site: � HYPERLINK "http://www.warragulcommunityhouse.org.au" �www.warragulcommunityhouse.org.au�
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