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ST AGNES’ HALL, HIGHETT

CNR LOCINDA & CLYDE STS, HIGHETT
HALL HIRE AGREEMENT
St Agnes’ Hall is a community centre and as such the following terms and conditions must be observed.

	Event:
_______________________________________________________________________

Function Date:
  _________________________________   No. of Guests:  _________________

Start Time:   ​__________________________   Finish Time:   ___________________________

Contact Name:   _______________________________________________________________

Address:   ____________________________________________________________________

_____________________________     Email:   ______________________________________

Telephone:   __________________________   Mobile:   _______________________________

Special Notes:  ________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________


	I, the undersigned, have read and agree with the terms and conditions for hiring St Agnes’ Hall, Highett and confirm that the above information is correct.

Signature:   ________________________________________   Date:   ____________________

St Agnes’ Rep:   ____________________________________   Date:   ____________________

Please return signed form to St Agnes’ Parish, PO Box 48, Highett  Vic  3190 or to our Parish Office.


	Office Use Only
(      Deposit Received                  $ ___________            Date:    ________________________

(      Security Bond Received      $ ___________            Date:    ________________________

(      Final Payment Received      $ ___________            Date:   _________________________
Key Pick Up:  ______________________________         Date:   _________________________
Key Drop Off:  _____________________________         Date:   _________________________






ST AGNES’ HALL, HIGHETT

LOCINDA STREET, HIGHETT
ST AGNES' HALL HIRE AGREEMENT
HALL HIRE – TERMS AND CONDITIONS
1. HALL HIRE
The premises for Hire is located on Locinda Street, Highett.

2. HALL HIRE FEE

$200.00
Friday from 6.30pm during school term

$350.00
Friday during school holidays

$400.00
Saturday 

$300.00
Sunday

$175.00
Weekdays during school holidays
$100.00
Deposit required at time of booking and is non-refundable should the function be cancelled within 14 days - the deposit may be transferable to an alternate date at the Parish’s discretion – remainder of hall hire to be paid when picking up the key.

$600.00
Security Bond paid either with deposit or when picking up key.
$100.00
Optional Cleaning Fee – you will still be required to pack away tables and chairs and take all your belongings and rubbish with you, however we can organize a cleaner to come in and sweep and  mop hall, kitchen and bathrooms, wipe down benches in kitchen and clean toilets and basins in all bathrooms.

Please note:  
We do not hire the hall for 18th-21st Birthday Parties.  The Parish reserves the rights to refuse hiring of the Hall at its discretion.  The Parish also reserves the right to change Hall Hire Fees at their discretion.
3.
HALL EQUIPMENT

Included in the Hire Fee is the use of approximately 10 round tables, 8 trestle tables and approximately 100 chairs.  Use of kitchen including fridge, microwave, oven, stove, dishwasher and urn.
For an additional cost we are able to provide linen and tableware.  Cost is on application.

There is not access to sound systems in the hall hire, if you require a sound system we suggest you hire a portable PA System.

4.
ACCESS

Access will be available to the Hirer from 9.00am on the day of the function and must be vacated by 11.30pm on Saturday and Friday nights or 10pm Sunday or other weekdays.  Please consider neighbours and leave quietly.  The Hirer is to collect and return the key to St Agnes’ Parish Office.  Pick up of the key is normally Friday afternoons between 1pm and 3pm and drop off of the key is Tuesdays between 9am and 12noon if these times are unsuitable, you must contact the Parish Office to make alternative arrangements.  Collection of keys for hire on days other than weekends is by arrangement with the Parish Office. Only the Hirer is to have possession of the Key and takes sole responsibility for the premises during the hire period.  

Entrance to the Hall is through the school grounds only.
5.
MUSIC


Council regulations require that any night time functions must end by midnight (as the hall is in a residential area).  Noise restrictions in the area, require music to cease at 11.30pm on Friday and Saturday night and 10pm all other days.

6.
ALCOHOL

Alcohol is to be consumed in the Hall area only.  Alcohol must not be sold.  Alcohol must not be served or supplied to persons under the age of 18 years of age.

7.
SMOKING


This is a Non-Smoking venue and smoking is not permitted inside or outside the venue (If any smoke butts are found outside the venue, and cleaning or deodorizing is required this will incur additional costs).
8.
CLEANING

Before leaving the premises the following must be completed to a satisfactory standard acceptable by the Parish:

Hall Area

· Tables to be cleaned and stacked in storeroom

· Chairs to be stacked no more than 3 high

· Floors swept and mopped

· Windows, walls and ceiling free of decorations (no residue from decorations is to be left)
Kitchen Area

· Rubbish Removed
· Floors swept and mopped

· Benches wiped

· Microwave, Oven and Stove wiped over

· Refrigerator emptied of your items and wiped

· Turn off Hot Water, Stove, Oven and Wall Urn if used

Toilets

· Rubbish, toilet paper or any other items on floors and benches removed.

· Floor swept and mopped

· Basins wiped clean

· Toilets cleaned

Rubbish

· No rubbish is to be left at the hall.  We do not dispose of the Hirer’s rubbish or waste  (If we are required to remove any leftover rubbish this may incur additional costs).

Outside Hall
· No rubbish is to be left outside the hall anywhere including but not limited to the playground, asphalt area, fencing, walls, verandah on side of hall, footpath and nature strip outside the hall.
Cleaning supplies -  Brooms are in the store room, cleaning spray and wipes are in the kitchen and mop and bucket is in the cupboard outside the hall entrance.  If the Dishwasher is used, all clean dishes must be unstacked and put away before the hirer leaves.
9.
LIGHTING

There are separate switches for the Hall, Kitchen and Entrance  -  please ensure all lights are turned off before leaving.

10.
AIR-CONDITIONING/HEATING

If you use the Air-Conditioning/Heating, please ensure that you turn the units off before leaving (if the air conditioning/heating is left on this may incur additional costs).
11.
SECURITY BOND
In the event that the Hall is damaged or left in an untidy or unclean condition, then the money will be deducted from the Security Bond for any repairs, cleaning or removal of rubbish and the Hirer billed for any additional cleaning costs or repairs required.  It is at the Parish’s discretion to decide if all the above has been completed satisfactorily and how much money is to be deducted.
12.
INDEMNITY

St Agnes’ Hall will not be liable for any injury suffered by the Hirer or their guests at any function, nor for any loss or damage sustained by the Hirer or any person, firm or corporation entrusting to or supplying any article or thing to the Hirer by reason of such article or thing being lost, damaged or stolen.  The Hirer hereby indemnifies St Agnes’ Hall against any claim by any such person, firm or corporation in respect of any such claim.

AGREEMENT - By signing the attached Hall Hire Agreement and initialing each page of the Agreement, you are agreeing to all the terms and conditions above for hiring the St Agnes’ Hall.


ST AGNES’ HALL, HIGHETT

HALL HIRE CHECKLST
Before You Leave: Our Checklist
Thank you for booking St Agnes’ Hall, before you leave, please have a look at our checklist before returning the key to ensure the hall is left in a clean and orderly state.

Rubbish Removed

· All rubbish must be removed from the premises, both inside and outside. We do not dispose of rubbish or waste.

Cleaning

· Ensure all floors are swept and mopped – this includes hall, kitchen, toilets and foyer.

· Ensure the kitchen equipment/appliances are cleaned and benches wiped.

· Ensure all decorations are removed from the walls and building - tape, nails, screws, hooks etc are not to be used on ANY surface.

· Ensure bathrooms are cleaned including toilets and basins (including the removal of any rubbish accumulated in the bathrooms).

Furniture

· Ensure that the tables and chairs are neatly stacked away. Please do not stack chairs in front of exit doors and no more than 3 chairs to a stack.

Security

· Please ensure all lights are turned off including Hall, Kitchen and Entrance.

· Please ensure hot water, stove, oven and urn are turned off.

· Please ensure air-conditioning/heating units are turned off if used.

· Please check each door of the hall is locked, and ensure no back exit doors have been left unlocked.

We sincerely hope that you have enjoyed your event.

Please remember that failure to fulfil the checklist will result in returning to the hall to complete and/or the deduction of your security bond to cover charges occurred to complete these tasks.  It is at the Parish’s discretion to decide if all the above has been completed satisfactorily.
Any questions or concerns please contact Michelle D’Abate 
or Father Vincent from Parish Office.  

Open Tuesday, Thursday and Friday 9am –3:00pm.
ST AGNES’ HALL HIGHETT


Cnr Locinda & Clyde Sts, Highett  Vic  3190


PO Box 48, Highett  Vic  3190


Tel:	9532 1794


Email:	� HYPERLINK "mailto:highett@cam.org.au" �highett@cam.org.au�


Website:  www.sahighett.org.au








ST AGNES’ HALL HIGHETT


Cnr Locinda & Clyde Sts, Highett  Vic  3190


PO Box 48, Highett  Vic  3190


Tel:	9532 1794


Email:	� HYPERLINK "mailto:highett@cam.org.au" �highett@cam.org.au�


Website:  www.sahighett.org.au








ST AGNES’ HALL HIGHETT


Cnr Locinda & Clyde Sts, Highett  Vic  3190


PO Box 48, Highett  Vic  3190


Tel:	9532 1794


Email:	� HYPERLINK "mailto:highett@cam.org.au" �highett@cam.org.au�


Website:  www.sahighett@org.au











6 | Page

