Venue Hire Application Form

APPLICANT DETAILS

Please note that those fields highlighted with an * are required fields and must be filled out.

*Name of hirer: *Daytime phone:
*Contact person: *After hours phone:
*Email: *Recurring event:  Yes[ | No[ ]

Recurrence: (monthly, yearly, etc)

*Postal Address: *Type of event:

*No. of attendees:
*FACILITIES REQUIRED Date Time In Time Out ﬁ{fofounse"i”g ﬁ{fo’fo”nse”’mg
Santoft Room Yes[ ] No[ ] Yes[ ] No[]
Ohakea Room Yes[ ] No[ ] Yes[ ] No[ ]
Parewanui Room Yes[ ] No[ ] Yes[ ] No[]
Scotts Ferry Room Yes[ ] No[ ] Yes[ ] No[]
Whare Tumatanui - Town Hall Yes[ ] No[] Yes[ ] No[]
Viewing Deck
Green Space
Kitchen
PA System

If you do not obtain a Special Liquor licence will you still hire the venue?  Yes[ ] No[ ]

Do you require the use of kitchen facilities? ~ Yes[ | No[ ]

Each room listed below will be charged out separately.
Santoft Room $

Ohakea Room $

Parewanui Room $

Scotts Ferry Room S

Whare Tumatanui -Town Hall | $

Viewing Deck

BONDS $

TOTAL HIRE FEE: $
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Venue Hire Application Form

CONCESSION APPLICATION

Are you applying for a concession?

If you are applying for a concession please ensure you complete a concession application form. A concession will not be
considered without this form.

BOND REFUNDS PAYABLE BY DIRECT CREDIT TO:

Name:

Bank Account Details:

CONDITIONS OF USE

The relevant Conditions of Hire and Fire Evacuation Procedures have been read, understood and are hereby accepted.

*Signed by Hirer: *Date:

*Name:

Please note:
«  Council reserves the right to decline this application.
«  You will receive email confirmation that your booking has been accepted.

«  Your booking is not confirmed until the hire fee and bond are paid in full.

Office Use Only
VENUE AND EVENTS COORDINATOR TO COMPLETE
Bond $ *

Key/Access Card Bond $ *

Hire Fee (from Page 1) $ Concession applied for? Yes[ ] No[]

Concession approved by:

Induction carried out? Yes[ ] No[ ]

Value of Concession Granted $ Notes:

Total Fee Owing $

* Please see our Schedule of Fees and Charges for current prices.

CUSTOMER SERVICES TO COMPLETE

Receipt # Invoice #
Actioned by Customer Services Officer Date
Name:
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Rangitikei District Council Venue Hire

Terms and Conditions of Hire
Rangitikei District Council offer a range of affordable venue options for individuals, community groups, schools or organisations
to hire and enjoy.

The following terms and conditions have been developed to ensure your event runs smoothly with minimal disruption.

These terms and conditions should be read in full including any specifics for individual facilities. By completing the venue hire
application and making a payment to Rangitikei District Council for Community Venue hire you will be deemed to have accepted
these Terms and Conditions of Hire.

General Conditions of use
a) The person who makes the booking is required to be present for the duration of the event

b) The stated capacity of the Community Venue must not be exceeded at any time. It is the Hirer's responsibility to understand
the capacity and ensure it is not exceeded.

c) ltisthe responsibility of the Hirer to ensure the health and safety of all persons attending their event — please refer to the
Hirers Guide & Health and Safety Agreement.

d) Iltis the responsibility of the Hirer to inspect the Community Venue at the commencement of the Hire Period to ensure its
condition is safe and fit for the purpose of the hire. Any hazards should be reported to Rangitikei District Council by calling
06 322 0055 or 0800 422 522 (24hrs)

e) All Community Venues are designed for general use. The Hirer must consider the suitability of the particular venue for their
event when making a booking.

f) Unless general public are invited to the event it is the Hirers responsibility to ensure that the general public do not have
access to the Community Venue, including the toilets (excluding Public Toilets), during the Hire period.

g) Itisthe Hirer's responsibility to ensure that the requirements of the Health and Safety at Work Act 2015, the Smoke-free
Environments Act 1990, and the Sale and Supply of Alcohol Act 2012 as they apply to the Hirer's intended use of the
Community Venue are met.

h) The Hirer must not allow any illegal activates to take place in or outside the Community Venue during the Hire Period.

i) Itisthe Hirer's responsibility to contact the Police immediately if there are any safety concerns from a person(s) disorderly
behavior.

j) Noise levels must be kept to an acceptable level at all times.

Items attached to Venue Walls is strictly NOT permitted.

Please use the hall side doors to bring any equipment into the venue. Do not use the front entrance.

RANGITIKEI

DISTRICT COUNCIL www.rangitikei.govt.nz




Venue Hire Application Form

Bookings

a)

Applications will be treated in order of receipt. Rangitikei District Council reserves the right to decline applications for any
booking.

b) No booking shall be confirmed until the Hirer receives email notification from Rangitikei District Council that the booking is
approved and payment of all Fees and Bond are received.

c) The Hirer must only use the area in the Community Venue that has been booked and confirmed.

d) The Hirer shall ensure that all persons have vacated the Community Venue by the end of the Hire period.

e) Setup and pack down times must be included in the hire period.

f) Hireage excludes the use of the Outdoor Greenspace. Which must be booked separately by calling Rangitikei District Council
on 0800 422 522 or visiting our website www.rangitikei.govt.nz

g) Ifyou need to change your booking (date, time, contacts, address, etc) you must contact Rangitikei District Council on 0400
422 522. 1t may not be possible for Rangitikei District Council to accommodate all requested changes.

h) Rangitikei District Council reserves the right to have staff present at the Community Venue at the event at any time.

i)  The Hirer must adhere strictly to the confirmed Hire period. Failure to do so will incur additional charges and possible
cancellation of any future booking(s). Rangitikei District Council gives priority to activities that will enhance the local
community. These types of activities are eligible for a concession rate (please refer to Concession application if applicable).

Payment

a) Any booking made will be charged in accordance with the Rangitikei District Council's Annual Fees and Charges for the
relevant Financial Year.

b) Rangitikei District Council reserves the right to review any fees and charges at any time.

c) Avenue bond and key/access card bond will be payable for all Facility bookings.

d) Full refund of bond shall only be made if all obligations are met.

Regular Hire

a) AHirer who has 10 or more recurring confirmed bookings within Rangitikei District Council's Financial Year, is a "Regular
Hirer" for the purposes of this Agreement.

b) Asa Regular Hirer you are agreeing to hire between 1 July to 30 June of the financial year. Payments may be for the year or
you can elect to be pay by installments in which case periodic invoices will be issued.

¢) Rangitikei District Council cannot guarantee the renewal of existing Regular Hirer arrangements will be approved each year.

d) Regular Hirers may be asked to relinquish one or more of their bookings if the relevant Community Venue is needed for a
multi-day event, elections, maintenance or to allow for better use of all rooms within a Community Venue. In such cases, a
minimum of 3 week's notice will be provided to the Regular Hire.

Casual Hire

a) A Hirer, who has less than 10 confirmed bookings within Rangitikei District Council's Financial Year, is a "Casual Hirer" for the
purpose of this agreement.

b) By making a Payment to Rangitikei District Council for Community Venue hire you will be deemed to have accepted these
Terms and Conditions of Hire.

c) Casual Hirers will be invoiced and payment will need to be paid at least 10 days before the Hire Period. Booking is not

confirmed until payment has been received.
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Additional charges

a) Rangitikei District Council reserves the right to invoice the Hirer for any additional charges resulting from Hirers use. In
addition to the Venue Hire fee quoted at the time of booking, the Hirer may be charged for:

«  Any damage to the Community Venue caused during the Hire Period or through any breach of the Terms and Conditions
in the Agreement.

«  Any theft of the Rangitikei District Council property from Community Venues during the Hire Period.

«  Any extra cleaning, rubbish removal, repair or reinstatement of the Community Venue which Rangitikei District Council
considers is required after the event. The Hirer will NOT be allowed access to reclean the Community Venue.

+  Any cost, losses or expenses that Rangitikei District Council incurs due to any breach of the terms and conditions
outlined in this Agreement.

«  Any unauthorised overstay, which will be charged at the prorated rate.

b) If Rangitikei District Council is required to call a security guard or staff member for any reason you will be charged
for any cost incurred.

Cancellation of hire - chargeable bookings

a) Inthe event the Hirer terminates the Agreement (including by notifying Rangitikei District Council that it wishes to cancel any
booking), Rangitikei District Council will refund the booking Fees as follows:

«  Cancellation notice received more than 30 days prior to the date of Event: Full refund
«  Within 5 days prior to the event 50%
«  Day of the event - NO REFUND

b) Any refund due will be made to the account from which the online payment was made. If the Venue Hire Price was not paid
online, any refund due by Rangitikei District Council under this agreement will be paid on receipt of proof of a bank account
for the Hirer.

c) Rangitikei District Council reserve the right to cancel booking(s) where circumstances so warrant. These may include, but
are not limited to, emergency situations and adverse environmental/ weather conditions. Rangitikei District Council will
endeavor to provide an alternative Community Venue. If the alternative option is not suitable, the hire fee will be refunded.

Cleaning, rubbish and lock up

a) The Hirer is responsible for ensuring that the hired space is left clean and ready for the next user. This includes wiping down
chairs, benches, tables, stoves and sinks; removing all decorations; mopping up spills and sweeping/static mopping of the
floor. Cleaning equipment available with hire. Please refer to staff for further information.

b) The Hirer must remove all rubbish off site at the end of the event, and must leave the Community Venue and all equipment
and furnishings in the Community Venue, including car parks and adjacent premises, in good, clean and tidy order. Additional
charges will be incurred if rubbish is not removed off site.
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¢) The Hirer must secure the Community Venue after the event, in particular: The Hirer must return all access card/keys to the
Council within 24 hours after the event (or in the case of a Regular Hirer, after the last booked event during the Financial Year).

- Switch off all electrical appliances, lights, heaters, stoves
«  Ensure that all windows and doors are secure.

Insurance

a) The council does not undertake to arrange or maintain any insurance cover, property, contents or otherwise, for the
Community Venue or the Event to benefit of the Hirer.

b) The Hirer is responsible to arrange for and maintain any insurance cover they consider necessary and adequate. That includes
any public liability insurance cover which is required for medium —to high risk events to protect the Hirer against claims
made by third parties for damage to people or assets.

Liability
a) The Hirer will indemnify Rangitikei District Council, its employees or agents against all claims, demands, losses, damages, cost
and expenses arising from the Hirer's use of the community Venue or any breach of this Agreement.

b) Rangitikei District Council is not responsible for the loss of or damage to any of the Hirer's property in or around the
Community Venue. Any equipment/property left in a Community Venue is at the Hirer's own risk

c) Rangitikei District Council is not liable for any loss or expense that the Hirer incurs if the is not able to make the Community
Venue available to the Hirer as a result of fire, flood, earthquake, failure or other unavailability of any building services or
other event beyond the Council's reasonable control.

Health and Safety

a) Itisthe Hirer responsibility to make themselves familiar with the evacuation procedure in case of fire at the Community
Venue, and to ensure that all emergency exits are clear and free of any obstacles. Please refer to the Hirers Guide of Health
and Safety Agreement.

b) The Hirer to appoint and instruct a Fire Warden for the event. This assigned Fire Warden must ensure that all emergency exits
are checked prior to the event. This includes ensuring there is no interference with smoke detectors, fire extinguishers and
emergency exits.

c) Incase of fire at a Community Venue, the Hirer must ensure the evacuation procedure is followed immediately and fire
emergency response is notified.

d) Any hazards a Hirer may encounter either as a result of any activity or physical must be reported immediately to
Rangitikei District Council by calling 0800 422 522

Introduction and access to Community Venues
a) a) ltis the Hirer's responsibility to make themselves familiar with the Community Venue, in particular:
«  Cleaning requirements on completion of the Event.
«  Layout, available space and equipment provided.
«  Fire Warden Duties, including emergency evacuation procedures.
«  Security and lock up procedures.
+  The capacity of the Community Venue.
«  Noise control limits.
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b) Rangitikei District Council will provide the Hirer with the access card or key to the Community Venue at least one hour prior to
the event, subject to payment of the Hire Fee and Confirmation of the booking in accordance with this Agreement.

c) ltis the Hirer's responsibility to be available at the agreed times to receive the access card/key or be present at the
Community Venue at the agreed time to receive access.

Parking
a) The Hirer shall ensure that no vehicles obstructs access in any way, or contravenes any restricted parking signs.
b) Rangitikei District Council cannot guarantee parking availability as it is limited at all Community Venues.

Furniture and equipment
a) Hirers are responsible for setting up, cleaning and packing away any furniture and equipment used during their hire period.

b) Furniture and equipment in the Community Venues are approximate numbers only and may vary. Tables and chairs are
provided but a specific number is not guaranteed. Rangitikei District Council reserves the right to remove and replace
furniture at each Community Venue as it deems necessary. If the Hirer requires additional furniture and equipment to what is
available then it is the Hirer's responsibility to organise.

c) ltisthe Hirer's responsibility to ensure that all furniture brought in externally for an event, is removed by the end of the
Hire Period.

Miscellaneous matters
a) The Hirer must take proper care of the Community Venue and ensure that no damage occurs.

b) The Hirer must not use nails, tacks, screws, pins or any other instrument that will cause damage to the walls surfaces,
furnishings, floors and ceiling surfaces.

¢) No substances shall be deposited in toilets, sinks or drains that will cause blockage or damage.
d) Ballroom powder, confetti or glitter is not permitted in a Community Venue.

e) All Community Venues are Smoke Free.

f) Nofood or drink is to be consumed in any part of the Community venue where it is prohibited.

g) Anydamage to the building, art work, exhibit, furniture fitting, fixture within a Community Venue must be reported
immediately to Rangitikei District Council by calling 0800 422 522.

Failure to observe the Terms and Conditions will be taken seriously by Rangitikei District Council and may jeopardise
future bookings.

Rangitikei District Council reserves the right to change or amend hire fees and Terms and Conditions whenever
it is deemed necessary.

Please retain a copy of these Terms and Conditions of hire for your reference ensuring that you are aware of the
responsibilities of hire.
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