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COUNCIL HIRE FACILITIES
	Version Number

Issued

Next Review

GDS 16.6.1.2
	7
April 2016
June 2024
Permit Number 

..... / ..............



Occasional Permit – Quorn Town Hall Hire
	I
	


(Name)

	for and on behalf
	
	hereinafter called the “permit holder”


(Organisation, Business, Group ONLY)

	of Address
	


	of Telephone
	


	Hereby make application to 
	The Flinders Ranges Council


(Council)

	for the purpose of 
	


(Name of the event)

	Date of Event
	
	Between the hours of
	
	and
	


Approximate Number of People in Attendance: _______________  
	Alcohol   will / will not   be sold.
Liquor licencing regulations require that any hirer who is going to or sell alcohol on the premises must be in possession of a short term liquor licence.  All information on how to apply and what you will need is available from https://www.sa.gov.au/topics/business-and-trade/liquor/apply/short-term A fee is involved for private hirers and no fee is involved for incorporated associatons or those registered with the ACNC. Please allow time for approval of your licence prior to your booking.

A copy of your liquor licence will need to be provided prior to approval of this permit.

Note: Liquor licence is not required if liquor is going to be served free of charge.
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The issuing of this permit is subject to :-

A. The permit holder agreeing to the General Conditions of the permit as contained herein.

B. The permit holder agreeing to all Special Conditions, which the Council may determine.

C. The permit holder paying the prescribed fee.
D. The permit holder providing all required paperwork and licences.
Special Conditions of Permit

1. Council policy is that all buildings, including the Town Hall, are “smoke free” zones and this must be adhered to.  No smoking is permitted within ten (10) metres of any entrance.
2. Payment of the hire fee (GST inclusive) and cash bond is to be made when collecting the keys prior to the booking.
3. In accordance with Council’s policy the service or issue of refreshments and drinks is to cease at 12 midnight or earlier and that the property is to be vacated by 1.30am or as soon as possible thereafter.
4. Cleaning of facility prior to returning keys to Council office should include:

· Chairs and tables to be carried and stacked in storage area.

· Toilet pans, urinal and hand basins to be cleaned. Outside disabled toilet if opened must be cleaned and bins emptied.
· Sweep and mop wooden floor using hot water, no detergent added, with a damp mop only, if required.
· Sweep and wash kitchen, bar and toilet floors.

· Sweep and collect rubbish from external areas.

· All kitchen equipment if used, to be cleaned and turned off
· Refrigerator cleaned and turned off.

· All bench tops and sinks, in both kitchen and bar area, are to be cleaned.

· All crockery / cutlery returned to its storage area.

· All marks to be removed from walls, doors, etc.

5. All litter resulting from any function must be removed from the hall and adjoining Council property before 12.00 noon the following day.
6. All external doors, including kitchen, toilets and bar, to be locked from inside and key used to lock front door upon exit.

7. All air conditioners to be turned off upon exit.
8. The provision of first aid facilities is the responsibility of the permit holder.
Note:
Cleaning equipment available in cleaning cupboard in supper room. 
          Hirers will need to supply own towels/teatowels & additional rubbish bags etc.
General Conditions of Permit

1. The permit holder, in paying the prescribed fee, will be covered by a general public and products liability insurance policy.

2. The permit holder, where appropriate, shall ensure that it is licensed or registered to carry out the activity authorised by the issuing of this permit.

3. The permit is not transferable.

4. The permit holder shall comply with and give all notices required by any Act of Parliament, Ordinance, Regulation or By-law relating to the activity.

5. The permit holder shall notify the Council at the time of the application if alcohol is to be served during the period of the permit.

6. It is the responsibility of the hirer to conduct a risk assessment of the facility prior to the function; this should include familiarisation with displayed evacuation plan and how to deal with an emergency situation.
7. No heating in any form ie gas heater, wood fire etc. is permitted to be used externally or internally at the facility.

8. No adhesive tape or drawing pins shall be used on walls or ceilings. Posters, streamers or other decorations are to be attached with blue-tac only.
9. No patio heater or similar outdoor heating device shall be used within any building located in the area.
10. The permit holder shall ensure that any breakages of glass or spillage of food or drink are cleaned up immediately.
11. At the completion of the function, venue must be cleaned as outlined above, tables, chairs and other furniture placed in their original positions and all areas cleaned to the satisfaction of Council. Failure to do so may result in cleaning fees being charged.

12. The permit holder shall ensure that all doors and windows are securely fastened and all electrical equipment used turned off when leaving the hall.

13. The user of the hall may be granted up to 24 hours prior to the time of hire for decorating purposes subject to other bookings during that period.

14. Repairing and/or replacing any damaged furniture, fixtures or fittings will be the responsibility of the permit holder. If any necessary repair or replacement is not undertaken within a reasonable time, Council may repair and/or replace and recover the costs from the permit holder. The permit holder must notify the Council of any damage as soon as it practicable.
The permit holder may also face possible banning from any future use of the facility.

15. Normal hire charges may be applied if a cancellation is not received at the Council office at least 7 (seven) days prior to the reserved date.

16. This permit may be revoked by Council if the permit holder fails to comply with a condition of the permit and may be revoked in any other justifiable circumstance.

17. This permit will not come into operation until this document, signed by the Council, has been returned to you.

I acknowledge that I have read and understand the permit conditions and agree to abide by the said conditions.                              Signed for and on behalf of the permit holder

	Name
	
	Date
	

	Position
	
	Signature
	


Office use only COUNCIL AUTHORISATION
Insurance  Provided: Number______________ 
Permit Approved / Denied

Fee 


Permit Number 



Signed 

Date 


Date Received ____________________________ Officer ______________________________

Hall checked by FRC _____________________________

Bond Paid by: EFT (  Cheque (  Cash (  Amount: $_________________
Check Sheet / Cleaning Sheet Given:  Yes (  No (
Liquor Licence Provided (if applicable):  Number_____________

Additional Bins Required Yes (  No (  if Yes, request forwarded to Works (
Booking in Diary and Admin Calendar and cleaners and compliance officer notified (
 Cleaning Check Sheet
Hire of Council Properties and Equipment

· Hirers of Council properties be advised it is council’s policy that the service or issue of refreshments and drinks is to cease at 12 midnight or earlier and that the property is to be vacated be 1.30am or as soon as practicable thereafter.

General

· Bookings

When a Council property is booked on successive nights by different parties, the hirers of the property on the first night are required to vacate the property by 8.00am on the following day in order that the second hirer can take occupation from 9.00am on that day, or such other time as may be agreed between the hirers.

· Decorations

Decorations are only to be affixed to walls and ceilings using re-usable adhesives such as “Blu-Tack”

· Equipment

No equipment, utensils or crockery from the hall be hired, lent or removed unless prior permission from the Council.

Cleaning

All cleaning equipment is located in the supper room.
Please supply your own tea towels and additional garbage bags.

Kitchen

· Sweep and Wash Lino Floors (mop using the BLUE MOP and BLUE MOP BUCKET only and floor cleaner)

· Wipe down All Surfaces using the blue chux cloth.

· Remove Rubbish

· Empty Fridge/Freezer and wipe down

· Clean any equipment used i.e. stove, microwave, deep fryer, Bain Marie

· Wash and dry all cutlery, plates and return to the cupboard or drawer where you found them.

Hall

· Sweep floors

· Wash Lino Floor using the BLUE MOP only and floor cleaner.

· Wipe the wooden floor with hot water no detergent and a damp NOT WET mop (use YELLOW MOP and Yellow MOP BUCKET Only) 

· Stack Chairs and Tables.

· Make sure you lift not drag all equipment on the wooden floor as it scratches easily

Bar

· Remove all rubbish 

· Remove all drinks from fridge and wipe down leaving the fridge door propped open with a chair.

· Wash down all surfaces

· Sweep and mop floor (Using BLUE MOP and BLUE MOP BUCKET only)

Toilets

· Sweep and Wash Floors (Using the RED MOP and RED MOP BUCKET Only)

· Clean and wipe over toilets and hand basins using the red chux cloth and multi-purpose cleaner.

· Remove all rubbish 

Rinse mops and buckets at completion of cleaning and replace on rack.
QUORN TOWN HALL – DIMENSIONS
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PLEASE NOTE THAT PAYMENT FOR HALL HIRE IS REQUIRED UP FRONT / UPON BOOKING THE FACILITY.  


ALL BONDS ARE PAYABLE ON COLLECTION OF KEYS.











 


AFTER EVENT


Town Hall Checked by Cleaner/Staff: Yes  (        No  (





Refund Bond Received By………………………………………………………….       


                                                                                                  (Signature)





Amount……………..      Date…………….  Refund Bond Paid By:        EFT (    Chq (   Cash (


�
�
























Appointment Book / Admin Calendar Completed:


Type of Function:……………………………….………………..


Approximate Number of People:………………………………….�
�



Where:     Oval  (     Memorial Hall (      Community Hall (        Complete Town Oval Complex (�
�
Quorn Police Station Notified (if required) 			 Yes  (        No  (


Quorn Caravan Park Notified (if required)			 Yes  (        No  (


The Flinders Ranges Council – Hall Check Advised                    Yes  (        No  ( 


Copy of Liquor Licence Provided (if required)        	           Yes              No


The Flinders Ranges Council – Hall Clean                                    Yes  (        No  ( �
�
�
�
�
�
�
�




























