
MANLY COMMUNITY CENTRE
CONDITIONS OF HIRE

The Management Committee of the Manly Community Centre Inc. is responsible for hiring out areas of the building.  

The Management Committee reserves the right to ban and/or have any person or persons removed from the Centre where it considers any of the conditions of hire may be breached.

The Booking Officer considers all bookings on receipt, on a day to day basis and in relation to current/prior commitments.
1.
HOURS OF USE 
Daily from 8am until 12 midnight, Monday to Sunday.
Half an hour (30 minutes) before and after the hire period will be available for setting up and cleaning up respectively.
2.
SECURITY BOND

A security bond will be required in relation to each hiring quotation.  The security bond will be refunded by cheque within 14 days after hire date, subject to all hiring conditions being satisfied.

Where the security bond is forfeited in whole or in part, and another hire period has been booked, the hirer will be required to reinstate the security bond to the appropriate amount.
3.
BOOKINGS AND PAYMENTS

i)
Until the completed and co-signed Acceptance of Conditions of Hire (HH5) and the required monies have been received and accepted, no provisional booking is considered to be a commitment by either party.  Prompt completion of form HH5 and payment in full is advisable therefore to secure the hire period requested.

ii)
Bookings may be made up to 12 months ahead.

iii)
The total hiring fee (including Bond) must be paid in full 4 weeks prior to commencement of hiring period along with the signed/co-signed Acceptance of Conditions of Hire (HH5) and a copy of the relevant insurance.
iv)
Security code and keys are to be collected no later than 2 working days prior to commencement of the hire period/s provided the above (at  point iii) has been met.

v)
Subject always to (i) above, weekly or other frequent hirers may make a series of provisional bookings up to 12 months ahead, and convert these to firm bookings term by term.

vi)
Cheques should be made payable to Manly Community Centre.
4.
CANCELLATIONS

In the event that a hirer wishes to cancel a booking, the Management Committee reserves the right to charge a cancellation fee.  This may be deducted from any refund due to the hirer.


Cancellation within 24 hours of hire period         - 
the whole hire fee   }

Cancellation within 7 days of the hire period
  -
50% of the hire fee } to be decided

Cancellation 1 to 4 weeks prior to hire period     -
25% of the hire fee }
5.
SAFETY RESPONSIBILITY 

The hirer is responsible for:
i.
the actions and behaviour of all persons present during the hire period and will ensure that nothing unlawful or disorderly takes place.

ii)
ensuring that no activity is permitted which may cause personal injury or property damage.

iii)
any damage or injury to any person.

6.
INSURANCE

Every public liability claim which may arise in any way from a hire is the responsibility of the hirer and the hirer indemnifies the Management Committee  accordingly.  It is the hirer’s decision whether to obtain public liability insurance cover for potential claims in relation to the hire.

7.
MUSIC AND NOISE

Music and noise are to be restricted to a reasonable level as residential buildings are in close proximity.  All music must cease at 12 midnight and the building secured and vacated by 12.30am.
8.
CHILDREN

Children in the Community Centre are to be under the supervision of a responsible adult at all times.  The hirer must ensure that children are not placed at risk when entering or leaving the building.

9.
PROTECTION OF BUILDING
The Manly Community Centre is a recently renovated heritage building which must be maintained in a good condition.  Please do not affix anything (eg. notices, decorations, blu-tak, bunting, decorations, draping, cellotape, nails, screws etc.) to internal/external walls or ceilings without the express permission of the Booking Officer.  
Should you want to put up publicity or other notices, please discuss this with the Booking Office in advance. 
10.
ALCOHOL

Alcohol may be consumed but not sold on the premises.  The hirer must ensure that no person under the age of 18 years is served or allowed to consume alcohol.

No alcohol may be consumed outside the Centre as the Manly CBD is an Alcohol Free Zone.

11.
SMOKING

Smoking is not allowed anywhere in the Centre.
12.
ANIMALS

No animals are allowed in the Centre.
13.
FIRE SAFETY
The use of candles or any other naked flame is prohibited.

14.
STORAGE

Storage facilities are not available to the hirer.

15.
HOUSEKEEPING/CHECKLIST
At the conclusion of the hire period:

i)
All areas used within the building Centre should be left clean and tidy.

ii)
Tables and chairs should be stacked as found, with tables carried, not dragged. 

iii)
Kitchenware, crockery and cutlery which has been used should be cleaned.  Plates and saucers are stacked in lots of 20, cups in lots of 5.

iv)
Table linen, tea towels, etc should be folded and left on the kitchen bench.
v)
Rubbish should be placed in garbage bags, bottles and items for recycling sorted separately and left inside the front door of the building.

NB:  All property not belonging to the Centre must be removed at the end of the hire period.  Any such property remaining at the Centre may be disposed of at the discretion of the Management Committee without reference or compensation.

16.
BREAKAGES AND DAMAGE

Any breakages and/or damage should be reported to the Booking Officer.

The hirer is responsible for the replacement cost of all breakages and making good any damage.

The Management Committee reserves the right to determine these costs, plus the cost of any additional cleaning considered necessary.

17.
SECURITY ALARM 
i.
On entry to the building, if the red light is on, turn off the alarm to show the green light
ii.
Immediately prior to exiting the building, if no other hirers are present, turn on the alarm to show the red light

In the event of non-compliance, a fee of $100 will apply to each infringement to cover the costs the Management Committee is required to pay the landlord.
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