PENRITH BAPTIST CHURCH
TERMS & CONDITIONS OF HIRE

_______________________________________________________________________

BASIS OF HIRE
All requests to hire the facilities is to be submitted in writing, using the form below, to the Church office. 

Permission to use the premises remains at the discretion of the Church Leadership. The Church will advise the hirer if the booking is/is not approved.

The hirer must comply with the Terms and Conditions of Hire. Failure to do so may result in additional fees and charges

The hirer is responsible to ensure that all event details are correct.  The hirer must inform the Church if their booking or contact details change prior to the event. The hirer will not use the premises for any purpose other than stated on the booking form.
The hirer is responsible for the conduct of all people attending the event.

The hirer is required to attend the event for the duration of the booking. In the event of having to leave the event for a brief time the hirer must nominate the person who will assume responsibility.

The person making the booking is expected to be responsible for all negotiations and arrangements with the church.  They are expected to be present at any liaison/briefing meeting and at the event itself.  

The Church and Police have the authority to enter the facility at any time during the event and terminate the event should there be an accident, emergency or a breach of the Terms and Conditions of Hire. In these instances the hire fee and bond may be forfeited

Withdrawal of permission

· When an application has been granted for a regular, or series, use of the facilities, the permission is subject to withdrawal if the user fails to keep to the conditions of the agreement.

· The church reserves the right to prohibit the use of any of the facilities if, in its opinion, the facilities are unfit to use

· The church reserves the right to cancel a booking when the building is required for church purposes

Please inform the office of any changes to your booking requirements as soon as possible, and at least 3 days before your booking

GENERAL CONDITIONS
· All persons entering Church property do so at their own risk.

· The hirer will obtain and present to the church Public Liability Insurance to $10million for a) Injury to persons while on the property b) Damage to the property due to the activities of the hirer, c) Workers compensation to cover any employees of the hirer required to work on the property.

· The hirer, during the period of hire shall be responsible for supervision and security on the premises.  The Church takes seriously its responsibility to children and vulnerable people.  At all times there must be an appropriate number of adults present for the supervision of children

· The hirer is responsible for ensuring that all windows/doors are securely locked and lights are turned off and the alarm is set.  
· The hirer is responsible to ensure that the area/s is to be cleaned with the furniture located as found, ready for the next user.  Cleaning materials can be found in the “Cleaners storeroom”.

· The hirer is responsible for ensuring all rubbish and recycling is removed. You will need to provide your own garbage bags and place them in the bins provided.  If the facility is left in an unsatisfactory condition that requires additional cleaning or removal of rubbish the hirer will be charged for this service.
· Smoking is not permitted on the premises

· Any damages/breakages must be reported to the church office and a charge may be made for the replacement of broken or lost items

· No electrical appliance/outlet may be altered or tampered with in any way.  All appliances must be compliant.  
· Use of thumb tacks and sticky tape for decorations is not permitted

· First Aid Kits are available at……… Please complete the accident report book if you use the contents, and hand in a copy to the church office

· Do not remove anything owned by the church from the premises.

· Please familiarise yourself where all fire equipment is held

· To pay all fees in the time and manner agreed

· Keys must be signed for on collection from the office and are the responsibility of the hirer.  Keys must be returned within 24 hours to the office. Any loss must be reported and a charge for replacement keys/locks will be made.
· Delivery vehicles must not mount the kerb or park on footpaths or paved areas or impede traffic and pedestrians

CONDUCT AND BEHAVIOUR
Penrith Baptist Church is located in a residential area. Considerate behaviour towards our neighbours is essential.  It is the hirer’s responsibility to ensure that people behave in appropriate ways.

The hirer shall be responsible for the management and supervision of the event and the proper conduct of their guests at all times both inside and outside the facility. The hirer shall be required to


Contact appropriate authority if any intoxicated persons attempt to enter the facility


Decline entry to persons not invited


Request guests that are leaving the event to do so quietly

Ensure their function and guests are considerate of neighbouring residents

 
Ensure guests use the car parking facilities appropriately

The hirer will be responsible for payment for any costs associated with damage caused to the facility or grounds by any person during the booking period.

The hirer must observe general noise levels during the event both internally and externally, including the car parking area. All persons attending the event must observe parking rules and regulations.
Amplified music must be kept inside the facility. Music is to be turned down/off at 10.30pm

HIRE FEES
Penrith Baptist Church is a non profit organisation funded mainly by donations from our members. Accordingly we must recover all costs for power, rates, cleaning and maintenance of the facilities from our much valued clients.  However we try to keep our fees as low as possible, conscious that we provide a community service and meeting place.

Our current charges are……….
A bond of $300 will be charged and must be paid 14 days from the date of application. The hire fee must be paid 14 days prior to the event.  The bond will be refunded within 28 days of the event.  The cost to repair any damages and/or replace Church property will be deducted from the bond.  If the cost exceeds the bond the hirer will be invoiced for the difference accordingly 

Special rates may apply for church and other community organisations.

For casual users payment is due on application.  Regular users will be issued quarterly invoices

The hirer shall ensure that all employees, independent contractors, agents or persons engaged by the hirer who enter the premises or grounds hired, comply with all lawful directions given by Penrith Baptist Church and comply with and abide by the terms of this agreement.

MANAGING EMERGENCIES AND REPORTING INCIDENTS

The hirer must familiarise themselves with the Evacuation Plan on display before commencing any activity and in particular note the location of emergency exit doors and Evacuation Meeting Points.

The hirer is responsible for ensuring that fire doors/emergency exits are not obstructed throughout the event.

Fire equipment provided is for emergency use only. 

The hirer must provide the Church with full details of any incident that occurs during the event that resulted in attendance of Police, damage to property, or injury to a guest.  These details are to be verbally reported to the Church within 24 hours after the event.  The hirer must also complete and submit to the Church an Incident/Damage Report form within seven days of the incident.

ELECTRICAL EQUIPMENT/HIRE EQUIPMENT

Commercial cooking appliances such as deep fryers and/or naked flame appliances are not to be used.

The hirer is responsible for any electrical equipment, including leads, is checked for defects, faults and damage.

The hirer must ensure that any supplier of hired equipment has a Certificate of Currency for Public Liability insurance of no less than $10million.
All equipment must be removed from the facility at the conclusion of the event.

CONSUMPTION OF ALCOHOL
No alcohol is permitted on the property.
KEYS AND ALARM CODES

The hirer is responsible for the collection of the keys on a work day prior to the function from the Church office during office hours

The keys will not be issued if the Booking Application Form, Event Register, or Certificate of Currency is outstanding and/or if the hire fees have not been made in full

The hirer must advise the Church if they wish another person to collect the keys on their behalf

The person collecting the keys will be required to present their identification before the keys will be issued. 

The hirer is responsible for the keys.  Loss of keys will result in charges being incurred for the replacement of locks, security keys and installation of new alarm codes

All keys must be returned the next business day after the event.

PENRITH BAPTIST CHURCH 

FACILITY HIRE AGREEMENT

AGREEMENT between and on behalf of 

PENRITH BAPTIST CHURCH
and
………………………………………………..
Before completing this form, please read the “The Terms and Conditions of Hire Agreement”
Name of Organisation/Person………………………………………………………………
Address…………………………………………………………………………………….
Phone: Home/business…………………………… Mobile…………………………………
Email Address……………………………………………………………………………….
Driver’s Licence…………………………………………………………………………….
Alternate Representative……………………………………………………………………
Purpose of Hire……………………………………………………………………………...
Please circle the facilities you require

Auditorium  
Community Hall
Meeting rooms 1
2
3
Other Requirements ………………………………………………………………………………….. ……………………………………………………………………………………………………………………………………………………………………………………………………………………

Date/s required………………………………………………………………………………...
If you are booking a series please give the dates you require the facility
Starting Time ………………….. Finishing time (no later than 11pm)………………………..
Anticipated numbers attending…………………………………………………………………
Control of admission: Ticket – Private Invitation – Open Entrance – Other 

Refreshments proposed (please circle)
Food: Y/N       Soft Drink:Y/N          
Attachments
Event Register Form……………………………………………………………………………….
Certificate of Currency……………………………………………………………………………..
I have read the “Use of premises” document and agree to be responsible for keeping the policies and rules contained in them.
Name…………………………..........................................................................
Position in Organisation………………………………………………………
Signed ……………………………………………………Date………………
Church representative …………………………………………………………
________________________________________________________________________________

OFFICE USE ONLY:
Key Issued ……………………… Alarm Code …………………………….

Issued Date……………… Name: …………………………..Signed………………………………….
Returned Date……………Name: …………………………. Signed ………………………………...
Bond: Paid ……………   Returned……………

Invoiced ………………..

Premises: 
Tidy: Y / N

Clean: Y / N

Damages: Y / N
