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DIGGERS ENTERTAINMENT CENTRE (DEC)
HIRE AGREEMENT

Please Note: for Fees & Charges please contact Council Office on (07) 4741 2900 or to go our Website www.flinders.qld.gov.au
	Hirer Details

	Name/Organisation:
	     

	Postal Address:
	     

	Residential Address:
	     

	Phone (W):
	     
	Phone (H):
	     

	Mobile:
	     
	Fax:
	     

	Email:
	     

	Preferred Contact Method:
	 FORMCHECKBOX 
  Phone

 FORMCHECKBOX 
  Mail

 FORMCHECKBOX 
  Email

	Function: (purpose of hire):
	     

	Hire Requirements

	Contact Person:
	     
	Contact Phone Number:
	     

	Time and Dates Required:
	Time:      

Date:       

Time:      

Date:       

Number of Days :      
For regular uses please attach a booking dates and times on a separate piece of paper.

	Function (purpose of hire):
	     

	Special Event Hire:

Note: Hiring other facilities and equipment will come at an extra cost.
	 FORMCHECKBOX 
  Netball Season Yearly Fee

       (Hughenden Netball Association only)
	Includes:

Main Hall, Air-conditioning, Sports Lights, Storeroom Hire and Cleaning.

Note: This fee is for Ladies, Mixed and Junior Fixtures only.

No carnival event fees are included.

	
	 FORMCHECKBOX 
  Hughenden Country Music Festival

         (Hughenden Country Music Association only)
	Includes (up to 3 days): 
Main Hall, Stage, Air-conditioning, All Lights, Ticket Office, Foyer, Kitchen, Bar, Meeting Room, Toilets, Verandah, BBQ Area, Grounds, Play Area and Cleaning.

	Whole Facility:
	 FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No

	Main Hall Only:
	 FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No
Includes – Sport courts, tables, chairs, sport lights, air-conditioners and stage

Access to - Verandah and disabled toilets, verandah, grounds, BBQ area and play area. 
Hire excludes - Foyer, kitchen, bar and meeting room.



	Sportslights:
	 FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No
	Number of Rows:
	

	Internal Sound System:
	 FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No
	Number of Microphones:
	     

	Meeting Room:
	 FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No
Includes – Air-conditioning, tables, chairs, whiteboard and urn.

Access to - Toilets, verandah and grounds. Limited access to kitchen.
Hire Excludes - Bar, kitchen, cold-room. and general hall 

	BBQ Facility:
	 FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No
Needs to be hired in conjunction with Meeting Room / Verandah for limited access to kitchen.

	Foyer / Veranda:
	 FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No

	Kitchen:
	 FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No
Access to – Foyer 

Hire Excludes - Bar, meeting room, main hall, verandah, BBQ area and grounds.

No alcohol to be served from kitchen.

	Bar:
	 FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No
Bar facility only hired in conjunction with meeting room or main hall.
Hirer’s are responsible for obtaining the correct Liquor Licence required to sell alcohol. 

	Equipment Available to Hire:

Note: Hiring equipment will come at an extra cost.
	 FORMCHECKBOX 
 Data  Projector

 FORMCHECKBOX 
 Bain Marie Trays
 FORMCHECKBOX 
  Portable PA System

 FORMCHECKBOX 
  Carpet Boards
Number of Boards Required:      



(please note there is 35 boards available for hire)

	Special Requirements:
	     

	Office Use Only - Quotation of Cost (Estimation)

	Type of Charge
	Quantity
	Unit Cost
	Total

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	Grand Total:
	     

	Office Use Only - Quotation of Bond

	Type of Charge
	Quantity
	Unit Cost
	Total

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	Grand Total:
	     


	Hire Agreement

	I agree to use the property or premises described as the DIGGERS ENTERTAINMENT CENTRE.

I certify that I am authorised to submit this form. 

I accept the estimated quote given knowing that it is an estimate only.

I do hereby indemnify the Council against any liability or bodily injury to any person, or any damage to any personal property, not being the property of Council.

I have read and understood the Terms and Conditions and verify the information provided in this form is correct.

I agree to provide Council with additional information if required to assess this application.

I agree to comply with all requirements that are set out in the Terms and Conditions. 
I understand that my application can be terminated by Council at any time if the Terms and Conditions aren’t adhered to.

	Signature of Hirer:
	





Date:      

	Privacy Collection Notice
	Flinders Shire Council is collecting your name, residential address and telephone number in accordance with the Local Government Act 2009 in order to process your application. The information will only be accessed by employees and/or Councillors of Flinders Shire Council for Council business related activities only. Your information will not be given to any other person or agency unless you have given us permission or we are required by law.


	Office Use Only – Booking

	Application Received
	Date:      
	Conditions of Hire Provided:
	 FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No

	Processed By:
	     
	Entered into DEC Calendar:
	 FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No

	Invoice Required:
	 FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No
	Key Numbers if required:
	     

	Bond Paid:
	$      
	Receipt Number: 
	     

	Hire Fee:
	$      
	Receipt Number: 
	     

	Notice to Overseer & Town Foreman
	 FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No
	Notice to Parks & Gardens
	 FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No

	Notice to Cleaner:
	 FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No
	Notice to regular hirer if applicable:
	 FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No

	Office Use Only - Inspection

	DEC Inspected by:
	     




Date:      

	Condition of Facility:
	 FORMCHECKBOX 
 Satisfactory        FORMCHECKBOX 
Unsatisfactory

Notes if unsatisfactory: 
     


	Refund Bond:
	 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No    Amount refunded:  $      

	Office Use Only – Facilities Officer or Revenue Officer

	Debtors Code:
	     
	Invoice Date:
	     

	Invoice Number:
	
	Invoice Amount:
	     

	Signature of Officer:
	Date:      


TERMS AND CONDITIONS
CLEANING OF DIGGERS ENTERTAINMENT CENTRE

1. Main Hall
· Report all damages to Council on first working day after hire.

· Clean and Replace tables in storage area under the stage (table racks provided). Stack tables face to face, maximum of eight per trolley.   DO NOT stack wet tables top to top. 

· Clean and Stack chairs in sets of ten and store in the chair storeroom (chair carrier provided).

· Leave the hall in a tidy manner.
2. Meeting Room
· Clean and place tables and chairs in appropriate area, neatly.

3. Bar
· Clean out cold room – turn off and leave door ajar. 
· Clean out freezer – leave running.
4. Toilets
· Please leave the toilets in a tidy manner.

5. Kitchen
· For hygienic and ant control reasons please remove all rubbish and wipe up any food spills (on benches and floor) –  rubbish can be deposited in the wheelie bins provided at the rear of the hall.
· Remove all items from the cold-room. Please turn off and leave door ajar.
· Remove all items from the fridge and freezer – leave on.

· Please leave the kitchen in a tidy manner.

6. Refuse
· All rubbish is to be placed in the bins provided. 

· If the hire is for more than 1 day, the hirer may need to empty the bins into the wheelie bins provided at the back of the hall.

· Please ensure that no bins are left overflowing – If more wheelie bins are needed for your hire please contact Council.
8. 
BBQ 

· Please scrape all food scraps off the hotplates.
· BBQ area to be left in a tidy manner.
Hirer’s please note: The Council Cleaner will clean after the hire has finished. The hirer must tidy and vacate the facility as soon as their hire has finished so the Council Cleaner is able to clean the facility in a timely manner ready for the next hire. If you are requiring extra time at the facility please contact Council. 
FIRE ALARM SYSTEM
The control panel for this system is situated in the foyer near the main entrance of the Hall.  

IMPORTANT: Do not touch the panel unless instructed by Council. 
Fire Alarm - In the event of a fire, please locate the nearest fire alarm button and activate the alarm. These are located throughout the Diggers Entertainment Centre. 
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Assembly Area - The assembly area is located outside the back gates. Please make your occupants aware of the road that they may need to cross over or stand near to reach the assembly point. 
Queensland Fire and Emergency Services (QFES) – The QFES may need to access the DEC through the back gates therefore this area may also be hazardous so please remind the occupants to keep the back entrance clear at all times.
IMPORTANT: Please note that the system is not connected to the fire station. In the event of fire, serious accident or injury, please dial 000.
Hose Reels - Hose reels and fire extinguishers are situated throughout the building for prompt action to control any outbreak of fire.
GENERAL CONDITIONS
The hirer agrees –

1. All fees and bonds shall be paid prior to hire or at the time of application for hire of the Diggers Entertainment Centre unless other arrangement have been made with Council.  This includes payment of any bond required by Council.
2. All regular hirers must supply Council with a copy of their current Certificate of Currency.
3. The picking up of the key/s from the Council Office is the responsibility of the hirer. Keys can be collected and returned between Office hours 8:30am – 5pm.
4. The key/s shall be returned to the Council Office as soon as practicable after completion of the hire of the facility.  This will be prior to 10.00am on the first working day following hire.

5. It is the hirer’s responsibility to ensure that the facility is left in a tidy condition. 

5.
No camping on the grounds is permitted.

6. A Council Officer/Employee will be available by appointment to conduct an inspection of the facility/s with the hirer, prior to use, to confirm cleanliness and good order.

7. All facilities must be kept locked at all times except when in use.

8. No bond shall be refunded until the Council Officer is satisfied that the facility/s and equipment have been left tidy and in good working order.  Should the facilities and equipment not be left in good working order and tidy once the hire has ceased, then they shall be cleaned or repaired by Council staff at the hirer’s expense.  This may result in the bond being forfeited by the hirer.  
9. There will be no bond charged to regular sporting and community groups.  If the conditions of hire are not strictly adhered to, that group will be charged for damages and banned from future use of the facility.

10. Hirers of the Hall must obtain the necessary licence to sell alcohol.  Alcohol is only to be served from the Bar.

11. No glass bottles/containers may be brought into or used within the facility.  For formal functions (eg: balls, weddings) glass bottles may be allowed on application to Council.

12. Strictly no animals allowed.  Application to Council is required for Shows that utilise animals as part of their performance.

13. Storeroom hirers are responsible for the state of its cleanliness.  Should all storerooms be occupied, Council will maintain a waiting list of applicants.  Council has no objection to Clubs sharing a Storeroom.
14. Specialist equipment such as stage lighting, sound system and data projector unit can only be accessed and hired to Council approved persons.  To hire the equipment, the hirer should contact an approved person.  

15. Hirer/s illegally using any part of the facility not stated on application form shall be charged for the hire of that area and any damages.  Use of areas not specifically hired, may jeopardise the future use of the facility by that hirer / person / organisation. 
16. The property must only be used for the purposes described on the form.

17. Hirer/s requiring all or part of the facility to be set up on the day prior to a function that is booked, may do so at no extra cost, provided that no other hirer/s require the venue on that day.

17.
Designated areas for chairs and tables -

· Main Hall – chairs are available from the chair storeroom. Chairs are to be placed back in the storeroom stacked in piles of ten after use.
· Main Hall – tables are available from the storage area under the stage and should be returned there, stacked on the table trolleys. No more than 10 tables to a trolley.
· Meeting Room – Forty chairs will be permanently stored there and should be stacked up after use in one of the corners.

· Meeting Room – Five tables will be permanently stored there and are to be folded and stacked against the wall when finished using them.
· Meeting Room – If more chairs and tables are required the hirer is to advise the Council one working day prior to the function.

18.  Gardens – Any damage must be reported to Council. 
19. Keys are not to be copied.

20. The microphones will be stored at the Council Office and will only be given to the Council approved person once the bond has been paid.

21. A current Hawker’s Licence or Vendor’s Licence (as applicable) must be presented to Council prior to use.

22. Baine Maries:

· Use of the Baine Marie or Urn is to be used in the Digger’s Entertainment Centre in accordance with Workplace Health and Safety procedures. 

· Both Bain Marie’s WILL NOT be moved from the DEC. 
· Breakages or Loss – To be repaired or replaced at cost.

· Trays to be kept and returned to Council Office.
23. The hirer will be responsible for any damage to or loss of any furniture, fittings, equipment or any part of such property and will bear the full cost of reinstatement of such damage or loss.
24. The maximum number permitted to occupy such premises is 700 persons.

25. Clear access is to be maintained to all exits and fire escapes at all times.
26. Please be considerate of noise levels for surrounding residences. Noise is to be kept to a minimum after midnight especially on the verandah or bbq area. Council asks that a standard of behaviour be exercised at all times.

27. IMPORTANT: Sticky tape, masking tape, blue-tack, wax, etc. MUST NOT be used on any floors, walls or fans in the Diggers Entertainment Centre. Bond WILL NOT be refunded and hirers may be charged a cleaning fee if this rule is breached.
28. That every attempt shall be made throughout the function to collect all bottles and cans from the tables and floors.

29. Council reserves the right to deny the hire of the Centre to any person or association that has transgressed against conditions of hire in the past.

30.  Carpet Boards:

· Bond refunded if returned in the same condition.
· No Staples to be used.
· Screws and fittings are to be picked up and returned to the Council Office.
· 50% discount for School functions will apply.
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