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1
Aim
To provide a community centre facility in the City of Ballarat for use by non-profit groups and organisations.

2
Application for Hire
2.1
Application for the hire of the centre must be lodged in writing using the appropriate  form by a person over the age of 18.
2.2
All applications are subject to an approval process. Successful applicants will be confirmed in writing.

2.3
The rights of appeal regarding decisions of eligibility are to be made to: The Director, Community Wellbeing, City of Ballarat or his/her delegate.

2.4
Council has absolute discretion to refuse the hire of the facilities and to withdraw an organisation’s permission to use the Centre.
3.
Priority of Use

3.1
Priority of usage is given to the City of Ballarat programs (eg. Kohinoor Planned Activity Group (PAG) and SAILS Program) and other user groups which enhance community participation for frail older people and people with a disability.
3.2
Where conflict exists for use of the facilities, all applications will be considered in the following order:

· City of Ballarat programs.
· Other groups which enhance community participation for frail older people and people with a disability.  

· Community groups and non profit organisations from City of Ballarat.
· Other community groups and non profit organisations.

4.
Conditions of Use

4.1
The hirer is to ensure that nothing is permitted which is disorderly or unlawful in connection with the use of the centre.
4.2
Management reserve the right to ban/and or have any person/group removed from the premises where that person/ group has or is likely to cause injury/damage to other persons or property.
4.3
Management reserves the right to cancel any booking if maintenance or building works are required. 

4.4
Groups need to book appropriate time to allow for set up and tidying up afterwards.  Furniture may be moved to your requirements but must be returned to original place before leaving the building. 

4.5
Groups are to use only the area allocated to them.
4.6
All user groups are expected to respect the rights of other groups within the Centre by not extending allocated time without prior approval of the Centre Manager.  

4.7
Groups or individuals must not interfere with other users through excessive noise, or entering of other rooms without permission.

4.8
No group / individual should impose their views or opinions on another / any group at the Centre. Council strongly encourages and supports all groups and individuals in working together with a harmonious attitude and feelings of mutual respect.
5.
Hours of Operation

5.1
Centre staff will be in attendance Mondays to Fridays from 9am to 3pm.

5.2
The Centre is available for use 7 days a week. 

5.3
Keys to allow access to the Centre must be collected during office hours (9am to 3pm Monday to Friday).
6.
Keys

6.1
Organisations are required to nominate a person from the group to take responsibility for collection, safe keeping and return of key.  This person is also responsible to secure the Centre after use  i.e.
Check doors, windows & lights, turn security OFF when entering and ON when leaving.

6.2
Collection of Centre keys may be made on the day of the meeting or previous day, if meeting is booked for weekend or public holiday.  Collection can be made from the Centre office between 9 a.m. and 3 p.m.  
6.3
Collection of the key is responsibility of the Hirer.  If key is not collected the user group has no access to the building.

6.4
If the Hirer loses the key to the premises the cost of re-keying will be borne by the Hirer. 
6.5
Keys must be returned to the letterbox on the front door of the building prior to the responsible person going home. 

6.6
If the nominated key collector cannot collect key, Centre staff must be advised of who will collect the key on the group’s behalf. 
6.7
Any change of contact details are to be forwarded to Kohinoor for noting.  
7.
Size of Groups

7.1
The size of groups is limited due to Occupational Health and Safety Regulations.

Room 1
51 people

Hall

45 people

7.2
If individual group members increase above these numbers, groups are required to contact the Manager to discuss alternative arrangements.
8.
Insurance

8.1
Groups and individuals using the Centre are responsible for ensuring they have Public Liability insurance to cover any sums they are found legally liable to pay as a result of negligent acts or omissions that have lead to property damage, personal injury or other types of loss.
8.2
The minimum limit of indemnity for an public liability cover held is to be $10,000,000.00.  A copy of the current policy is to be provided prior to commencement of utilisation of the facilities.

8.3
User Groups who do not have current Public Liability insurance are required to contact the Manager of the centre to discuss alternative arrangements.

8.4
Groups may also wish to consider taking out cover for the property of the group and its members as council shall not be liable for any loss or damage that occurs to such property.

8.5
User Groups should also be aware that council will not provide cover for personal accidents, sickness or disability unless they arise from the negligent acts or omissions of Council. Groups may wish to consider taking out accident cover at their discretion.

9.
Security and emergency procedure
9.1
The hirer is responsible for securing the premises and ensuring that all lights and appliances are turned off and all external doors are locked and security system is activated.
9.2
Kohinoor Community Centre is monitored by Signature Security Systems.
9.3
Should alarms be activated ie. Security not turned off when entering building; security not activated when person responsible leaves building, a fee of $50.00 will be charged to the user group or the organisation.   This fee provides cost recovery to Council of a security check by Signature Security Systems.
9.4
For their own protection, we advise all hirers to have an emergency response plan. Have police, ambulance and fire contact numbers ready.

9.5
The hirer must familiarise themselves with the number and locations of exits for evacuation procedures.
10.
Care of Centre

10.1
The centre premises and facilities must be left in a tidy condition by the Hirer prior to vacating the premises. Failure to do so could lead to the Hirer incurring an extra charge to reflect such additional costs as cleaning and removal of rubbish. 

10.2
All hired areas are to be left as they are found.

10.3
Any equipment used is to be returned to it’s correct storage area, unless otherwise advised.

10.4
All excess rubbish (more than able to fit in bins provided in the kitchen), is the responsibility of the individual user groups and must be removed when departing the Centre. 
11.
Kitchen Usage Guidelines

11.1
The aim of the guidelines are to ensure that the kitchen is left tidy, clean and ready for use by others:

· All bench tops are to be wiped down after use.
· All dishes, including pots and pans, are to be washed, dried and put away after use and returned to designated cupboards.
· Please note all excess rubbish (more than able to fit in bins provided in the kitchen), is the responsibility of the individual user groups and must be removed when departing the Centre. 

· The floor is to be swept and mopped.

· The stovetop is to be wiped over and cleaned internally; microwave too.

· All food items bought into the Centre must be removed by user groups.  Check fridges, ovens etc. prior to departure.

11.2
If the above guidelines are not followed the Hirer will incur all costs for cleaning. 

12.
Damages and Repairs
12.1
All damages to or within the Centre and / or grounds, must be advised to the Manager or Administrative Assistant as soon as possible. 
12.2
The user group will be required to pay for repairs and damages caused by the group’s negligence.

13.
Theft and losses
13.1
The City of Ballarat and its staff accepts no responsibility for hirer’s personal items or property that is lost, stolen or damaged at the centre. If belongings are left behind please check with staff.  

14.
Equipment

14.1
A microwave, refrigerator and stove are accessible for use by hirers.
14.2
Use of the Centre’s crockery, cutlery and glassware is available upon request at no extra charge.

14.3
The centre possesses a television, video, DVD player, and whiteboards. Provided adequate notice is given, hirers may use the equipment. 
14.4
All tables are fitted with castors for ease of movement.  DO NOT sit on tables; breakage will incur a fee payable by the Hirer.

15.
Children

Children on the premises (both inside and outside) are to be supervised at all times by a responsible adult.
16.
Gambling

No gambling is permitted in the Community Centre.  Raffles approved by the Attorney General or his delegate under Section 6 of the Lotteries, Gaming & Betting Act 1996 cannot be conducted in the Centre without the permission of the Manager.

17.
Liquor 

No alcohol is to be bought into the Community Centre without the prior approval of the Manager.  
18.
No Smoking Policy

The centre has a no smoking policy and smoking is prohibited in any enclosed area of the community centre, in the grounds of the community centre and within 10 meters of doorways or other openings (including air intake vents) where passive smoke may enter an enclosed space or the community centre building.

19.
Review
Every attempt will be made to secure tenure and access times for user groups.  An annual review will be conducted by the Manager or more frequently if circumstances require.

20.
Access by Council Staff

This is permitted to all parts of the Centre at all times.

21.
Claims
The Hirer shall be responsible for any accident, loss, damage or injury sustained by any person or persons using any part of the facilities during the period of hire notwithstanding that such injury may arise from or by reason of defect in the furniture, fittings, accessories of any kind, or building or otherwise however, and the hirer agrees to indemnify the City of Ballarat against all claims and demands made or costs or expenses incurred in connection therewith.

22.
Force Majeure

In the event that the Centre is rendered fully or partly unusable because of fire, flood, vandalism, civil disturbance or other reasons, the Council accepts no responsibility for providing alternative suitable venues, although staff would make every effort to assist in the circumstances.

23.
Noise
Noise emanating from the premises is to be kept to a level that would give no cause for complaint from residents of the area and maintained to conform with the Environment Protection Act 1970.

24.
Cancellation
If booking to be cancelled contact Centre Staff, phone (03) 5364 2710, as soon as possible.  If Centre staff are not notified of the cancellation, the Hirer will be charged the usual Hire fee.

25.
Signage

No notice, sign, advertisement, scenery, fittings or decorations of any kind shall be erected on the building or attached or affixed to the walls, doors or any other portion of the building fittings or furniture with out prior consent of the centre manager.

26
After Hours Contacts

For emergency maintenance situations that endanger or threaten to endanger the safety, health, of staff or visitors attending the building or the actual building or assets contained within the building eg. Structural damage, flooding etc. 
· Phillip Masterson


0417444630
· Les Allen



0419516988 

· Gas




132 771
· Electricity



132 412
· Central Highlands Water

139 2837
27.
Charter of Human Rights Compliance
It is considered that these terms and conditions do not impact on any human rights identified in the Charter of Human Rights and Responsibilities Act 2006 (Vic).

28.
Hire Fees

28.1
The Community Centre Management will review its hiring fees annually in conjunction with budget planning. Any changes in hiring fees will be effective from July each year.

28.2 The Community Centre Management will consider requests for variation of fees outside the schedule. To ensure a fair and equitable process: 
· An application for variation of fees form must be completed. 
· All applications are subject to an approval process. Successful applicants will be confirmed in writing.

_________________________________________________________________
HIRE RATES as at 1st September 2012
Non profit organisations:

Room 1 or Hall
$10.50 per hour or part thereof

Full Day Bookings

$95.00
All other organisations:

Room 1 or Hall
$20.00 per hour or part thereof

ACCEPTANCE OF TERMS AND CONDITIONS

1/we…………………………………………………………..………
……………………………………………………………………….
being representative of:
…………………………………………………………………………
…………………………………………………………………………
Have read the Terms and Conditions for usage of the Kohinoor Community Centre, and accept said terms and conditions.

Signature:…………………………………...…Date:………………
Signature:…………………………………...…Date:………………

Signature:…………………………………...…Date:………………
Signature:…………………………………...…Date:………………
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