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Hilltop.Church provides its venue for hire to various groups and individuals for events and activities. The property is a unique heritage listed building located in central Ballarat. 
The venue is available for casual and recurring bookings.
The facilities available are:
· The Auditorium seating up to 200 people, with AV and sound equipment.
· The Hall, with seating, tables and coffee stations.
· The Kitchen
Please read the terms and conditions and fill in the Application Form below. If food is being served at a function or event, the food safety details need to be completed. Remember to sign the Declaration.
We will review the application and confirm if your booking is accepted. Due to the nature of the venue and other usage, Hilltop.Church reserves the right to refuse an application.
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Casual Bookings
All casual hire fees quoted are per hour or for a full 8hr day and include GST. 
Recurring Bookings
Prices on application  
	Casual Hire Fee Structure
	Hourly rate concession 
	Daily rate
Concession
	Hourly rate full
	Daily rate full

	Church Auditorium 
	$34.00
	$225.00
	[bookmark: _GoBack]$37.50 
	$280.00

	Kitchen
	$28.50
	$200.00
	$46.75
	$250.00

	Hall
	$22.50
	$150.00
	$27.50
	$200.00

	AV & Sound /Equipment/ Operator*
Minimums do apply for weddings/concerts - see below
	$25.00
	$160.00
	$30.00
	200.00

	Coffee Station**
Available when hiring the hall - see below
	$20.00 
(max $30)
	$30.00
	$20.00 
(max $30)
	$30.00


$200 bond upon signing – 
If required a $30 key hire bond is also applicable. 
Concession rates apply to community groups, not for profit groups, church members etc.
Full rates apply for functions, businesses, conferences. 
Charges for members/attendees of the Hilltop.Church Congregation 
If a Hilltop.Church member wishes to use church, hall or kitchen etc. for a purpose other than a church related activity, a discounted payment 50% of full rate is expected and appreciated.
Except - If a Hilltop.Church member wishes to use the church for a personal income generating venture then normal fees apply.  Note: Full Bond is still required. 
**Coffee Station
When hiring the hall, you can Self-Cater, an Urn can be provided.
Or a catered Coffee Station can be provided and includes:	
Use of urn, cups, spoons and washing facilities
Up to 4 liters milk (including low fat milk if requested prior to hire)
Tea bags		(approx. 100)		Blend 43 Coffee 	(approx. 150g)
White and raw sugar	(approx. 150g)		Milo			(approx. 150g)
Coffee Station must be left clean. All cups etc must be washed, dried and returned to cupboard/bench.
Café tables and chairs are also included. 
*AV & Sound Equipment/ Operator
Hilltop.Church AV & Sound Equipment may only be operated by Hilltop.Church trained staff. If Sound Equipment is required Hilltop.Church will provide a Sound Operator at cost.  For weddings and other large events, a minimum of 3 hours is required. Weddings require a rehearsal of 1 ½ hrs. and then   1 ½hrs on the day. Concerts / performances and school events will be reviewed on application.
* Other Equipment available when hiring the hall 
Hilltop.Church has available for use a data projector that can be used with a VGA cord (included) or HDMI cord (BYO) to your laptop and can be screened on to our large white wall space or on to the moveable whiteboard. There are 3 moveable partitions for use in the hall that have a blackboard one side and pin board on the other side.
Trestle tables are available along with chairs. A lectern is available if not in use.
Please advise of your requirements before the event.
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1. APPLICATION FOR USE OF FACILITY
Each application for use must be made on the required Application Form, signed by the Applicant, stating the purpose and hours required, and containing the applicant's undertaking to comply with these Conditions of Use.
Where application is made on behalf of an organisation or body of persons, the Applicant shall state the name of such organisation or body and the authority of the applicant for making such application, together with private and business telephone numbers of the Applicant. The person making application on behalf of the organisation or body will then be liable to ensure compliance with these Conditions of Use.
2. REFUSAL OF APPLICATION TO USE AND SUB-LETTING
2.1 The Hilltop.Church reserves the right to refuse Applications for Casual and Recurring Use
2.2 No portion of the Facility may be sub-let or any booking transferred or assigned without the written prior consent of the Hilltop.Church.
3. BOOKINGS
3.1 Confirmation	
Tentative bookings will be held for up to 14 days. A booking will be confirmed only upon receipt of a completed Application Form, evidence of satisfactory insurance and security bond within this period and the issuing by Hilltop.Church of a confirmation letter. If the booking is not so confirmed, Hilltop.Church may cancel the tentative booking without notice.
All regular bookings will be reviewed annually to ensure arrangements reflect the requirements of the User whilst remaining consistent with the vision and goals of Hilltop.Church.
3.2 Bond
Bond will only be returned to the hirer if:	
· Everything is returned to its place
· Nothing is broken
· Facilities are returned to clean state
A hire checklist will be completed prior to and after the booking. If facilities are judged not to have been returned to a clean state, the cost of cleaners will be deducted from the bond before its return.
All damages incurred must be paid for at full cost including labour (repairs and replacements will be conducted by a Hilltop.Church appointed representative). Cost will be deducted from the Bond. If cost is greater than Bond then balance must be paid by the hirer, their organisation or group.

3.3 Cancellation by User
The User may cancel a booking. Written notification of cancellation must be received by Hilltop.Church 14 days prior to the final hire date(s), otherwise the hire cost will be charged.
3.4 Use Times
The times booked must include set-up time, caterer’s time and the last person out. Doors will only be opened and will be closed at the times stated and paid for. 
3.5 Additional Equipment
The Applicant must provide on the Application Form details of any additional equipment which they are intending to bring into the Facility, including without limitation any public address system and stage lights.
3.6 Persons Requiring Access
The Applicant must provide on the Application Form, details of contractors who will require access to the Facility, including without limitation any musicians, caterers and other contractors.
3.7 Lecture/Entertainment Content
Where the Use of the Facility is for a lecture or entertainment, the Applicant must provide on the Application Form details of the subject of, and program for, the lecture or entertainment.
4. LIMIT OF USE
The User shall only be entitled to use the particular part or parts of the Facility hired, and Hilltop.Church reserves the right to let any other portion or portions of the Facility for any other purpose or purposes at the same time.
5. FACILITY RULES 
5.1 Hours of Use
The Facility may be used between the hours of 8.00 am and 11.00 pm 
5.2 Saturday Night Hire Groups
All patrons must be out of the facility and its surrounds by 12.00 am.
5.3 Gambling 
No game of chance, at which, either directly or indirectly, money is passed as a prize, shall take place in any portion of the Facility, without first obtaining the consent of the Hilltop.Church. 
5.4 Smoking
Smoking is not permitted on the Hilltop.Church property.


5.5 Amplified Music
Amplified music must cease by 10:00pm on Sundays and Mondays to Thursdays and 11:00pm Fridays and Saturdays. Amplified music before 9am is also not permitted. (Amplified music is any music, which can be heard outside the confines of the building).
5.6 Disorderly Behaviour and Damage
No obscene or insulting language, or disorderly behaviour or damage to property shall be permitted in any part of the facility. The Hilltop.Church reserves the right to remove such offenders and the User must pay any costs associated with the removal of these offenders. 
5.7 Furniture and Equipment
All furniture and equipment remains the property of the Hilltop.Church and is not to be removed or relocated outside of the buildings.
5.8 Decorations/ Fittings and Lighting
5.8.1 No electrical installation, appliance or decorating materials of any kind shall be brought into the facility without the prior written consent of the Hilltop.Church. All approved items must be removed at the end of the function and if not so removed, the User must pay such sum as the Hilltop.Church determines for each day or portion of a day whilst such property remains in the Facility. 
5.8.2 The use of confetti or streamers or similar articles of decoration is prohibited.
5.8.3 The floor, walls, doors or any other part of the Facility, or any curtains, fittings or furniture, mechanical, electrical or other equipment shall not be broken, pierced by nails or screws or in any manner or other way damaged. Wall decorations must only be put up using blue-tack. No tape or adhesives are permitted.
5.8.4 The User will be liable on demand to pay the full cost of cleaning of or repairs occasioned by damage to the facility or any furniture or fittings as a result of the hiring. 
5.8.5 Notification of any lighting changes or requirements must be made at time of booking lodgement. In the event of special electrical equipment being used, the User must first obtain the written consent of the Hilltop.Church.  Consent may be given subject to conditions including the payment of extra charges to the Hilltop.Church and the engagement of and payment for the services of a qualified electrician.
5.8.6 The use of smoke machines or the burning of candles (and any similar items) is strictly prohibited and groups will be liable for any Fire Brigade callout fees. Note: these fees can be in vicinity of + $1700



5.9 Security
5.9.1 All windows and doors are to be locked securely and lighting and heating/cooling switched off when leaving the Facility.
5.9.2 If the purpose of the hiring of Hilltop.Church is to conduct a private function, the User agrees to register the event with VicPol under the terms of Party Safe.
5.10 Theft
Hilltop.Church shall not be liable for any loss or damage sustained by the User, or any person supplying any article or thing to any of them by reason of any article or anything being stolen, damaged or lost. The User agrees to indemnify Hilltop.Church against any person or corporation in respect of such damage or loss.
5.11 Directions
The User shall immediately obey all directions or orders given by the Hilltop.Church nominated representative as to the management of the Facility and functions being conducted therein. The User shall be responsible for the actions of all and every person using the Facility in relation to the relevant booking.
5.12 Adult Supervision
Children 10 years of age and under must be accompanied by a guardian and actively supervised at all times whilst within the Facility. An adult must actively supervise all other children under the age of 18.
5.13 Animals
No animals shall be allowed in the Facility or its precincts.
5.14 Right of Free Access
The Hilltop.Church reserves the right of free access to any part of the Facility at all times by its representative(s).
6. POST USAGE CLEANING 
Rubbish from ‘inside’ bins must be removed from the premises at the conclusion of the hire. This is the responsibility of the hirer, i.e. please take your rubbish home.
A rubbish removal surcharge of $35.00 will be applied if rubbish has not been removed.
Green and yellow wheelie bins on the premises are not to be accessed by the hirer except by agreement with management.
Cleaning equipment can be found in the hall and kitchen areas - Vacuum cleaner, broom and mop, buckets, cleaning agents, cloths etc.
7. AMENDMENT OF CONDITIONS OF HIRE
Users are advised that the Hilltop.Church may amend these Conditions of Use without notice at any time. Notwithstanding this, when conditions are amended every effort will be made to inform all users.
8. BREACHES OF CONDITIONS OF HIRE
Any person committing a breach of any one or more of these Conditions of Use may be expelled from the facility. The hirer must bring this to the attention of all persons attending the event.
9. DISPUTES
In the event of any dispute or difference arising as to the interpretation of these Conditions of Use or any matter or thing contained therein, the decision of the Hilltop.Church shall be final and conclusive.
10. GOODS AND SERVICES TAX (GST)
All fees and charges imposed by Hilltop.Church will be subject to GST. Unless otherwise stated, fees and charges will be inclusive of GST.
11. INSURANCE & RELEASE & INDEMNITY
11.1 Insurance
The User must take out or possess current public liability insurance for $10 million dollars. The User must supply a certificate of currency for that public liability insurance, prior to usage commencing.
11.2 Release & Indemnity
Except to the extent of any negligence or deliberate act by the Hilltop.Church or its Agents or employees, the User is responsible for any accident, loss, damage sustained to any person or property or any injury sustained by any person using any part of the Facility during the currency of the hiring, notwithstanding that such event arose from or by reason of any defect in the furniture, fittings or other accessories of any kind, and the User hereby forever releases, discharges, indemnifies, and holds harmless the Hilltop.Church, its servants, agents and contractors against all claims and demands made or the costs or expenses incurred in connection therewith. Without limiting the former that includes:
11.2.1 Any legal liability whatsoever arising from the participation or use by the User and/or any other persons associated with the User and in the activity of conducting the business operation at and/or occupying the facility and in all activities in connection therewith, due to any cause; 
11.2.2 Any and all loss, damage, expenses, claims, demands, actions and causes whatsoever which might be made or instituted or suffered or incurred or sustained by any person or body for injury, loss or damage arising in any manner for the said participation or use;
11.2.3 All loss or damage to any property, buildings, equipment or materials of the Hilltop.Church and/or any other persons on or outside the location caused by the User and/or any persons associated with the User due to the said participation or use; and
11.2.4 Any and all loss, damage, injury or illness, including death, sustained or incurred by the and/or any person associated with the User arising in any manner from the said participation or use/hire or occupation.
11.2.5 In addition, the User must not do, or neglect to do, or permit to be done, or leave undone anything, which will affect the Hilltop.Church insurance policy or policies relative to fire or public risk in connection with the facility. The hirer hereby indemnifies the Hilltop.Church to the extent that such policies are affected through any such act of commission or omission.
12. KEYS
Keys are available through the Church Office at 503 Mair St.
The office is open Tues, Wed, Thurs. Please call for appointment. Phone 5331 5957
If preferred, an officer of the church can be arranged to open and close for an event/activity.
Loss of Keys will incur an $800.00 fee.
13. SECURITY MONITORING
The premises are protected by video security, live on the web and recorded off premises. 
14. PRIVACY
The Hilltop.Church collects personal information for the purpose of processing and managing the Application and booking to use the Facility, for regulatory, safety or other lawful purposes, for management of the Hilltop.Church providing you with updated information and collecting statistical data for assisting us improve our services to you. Failure to provide this personal information may result in the Application not being processed. The Applicant may access this information by contacting the Hilltop.Church. 
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	Hirer Details

	Name of Hirer
	

	Name of Group/ Organisation
	

	Position in Organisation/Group
	

	Address
	

	Phone/ Mobile
	

	E-Mail
	

	Are you a current/previous hirer of the Hilltop.Church?
	
   Yes           No      Previous date    ......................................

	
	

	Booking Details

	Casual Use:   

	
Day: ………………………………..…………………………..…………
Date: …………………………………………………………..…………
Time: ………………….………….. to ………………….…..………..

	Recurring Use:   

	
Day: ………………………………..……………………..…..…..………
Time: ……………….….………….. to ………….……….…..………..
Date from: ………………….………….. to ………………………….
Frequency:
  Daily                  Weekly                           Monthly
  Other (please specify) …………………..…………………..…………
…………………..…………………..…………………..…………………..…………

	Facilities Required
	  Church Auditorium Only
  Church Auditorium & Hall
  Church Auditorium & Hall & Kitchen
  Hall Only                                         Sound System *
  Hall & Kitchen                                Coffee Station** 
  Other (please specify)…………………………………….……………
……………………………………………………………………………….………. 

	Purpose of Activity
	
  Outreach Service 
  Community Group 
  Meeting 
  Training 
  Other (please specify)……………………………….…………………
…………………………………………………………………..……………………. 

	Description of Activity
	Brief Description of Activity

…………………………………………………………………..……………………. 
…………………………………………………………………..……………………. 
…………………………………………………………………..……………………. 
…………………………………………………………………..…………………….

	Is the activity Private or Public?
(i.e. is participation only open to invitees or open to the wider community?
	
  Private                     Public


	No. of people expected (approx.)
	...........................Adults..................................Children
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To assist in processing your application in relation to the requirements of the Food Act 1984, you are required to advise Management of the Hilltop.Church if you will be serving food at your function.

	Food Safety Details

	Please mark the box below which best describes your planned usage of the Community Hub.






If you ticked either Professional Caterer or Self Catering, please complete the following

	
  No food will be served.


	
	
  Only Tea/ Coffee from the Coffee Station will be served.


	
	
  Participants BYO food and drinks for own consumption.


	
	
  We will be Self-Catering. (See below)


	
	
  We will be using a Professional Caterer. (See below)






	Do you have? 
	
  Food Act Registration  	
Registration Number: _____________________
	Council where caterer is registered (if not Ballarat):___________________________
	(NB: if registered in another Council, a statement of trade needs to be provided to the   City of Ballarat)
and/or
  Food Safety Supervisors Certificate:
	FSS No: _______________
and/or
  Food Handlers Certificate:
	FHC No: ________________

	Where is the food being prepared?

	
  At the event
  Away from the event, e.g. At home
  At a registered business    Food Act Registration Council and number:
________________________________________________

If it is a registered business, please provide an address:
________________________________________________
________________________________________________

If being prepared away from the event, how is the food being transported to the event?

  Car
  Insulated Catering Van
  Refrigerated Van
  In cooler with ice
  Other (please specify) ___________________________


	What equipment will be used to cook, serve, prepare and keep the food cool/warm at the event?

	Cooking/Warming
  Fully enclosed Bain Marie
  Stove
  Other (please specify):  _________________________

Cooling:
  Refrigerator/cooler with ice	
  Other (please specify):  _________________________


	How will you ensure that your food is kept at the correct temperature? (below 5 degrees C for chilled foods and 60 degrees C for hot foods)
	
_________________________________________________
_________________________________________________




[bookmark: _Toc475539698]Declaration

I have read, understand and agree to all the Conditions of Use and understand that if Hilltop.Church accepts my application, that the information I have provided on the Application Form and Conditions of Use form a binding agreement between the Hilltop.Church and myself, as the User’s representative. 
I also understand that if I fail to adhere to all these Conditions of Use, that I will jeopardise my ability to use the Hilltop.Church on future occasions.
I fully understand that when using Hilltop.Church that I may only use the venue in the times specified in the Agreement. 
I am aware that any people that use the Facility as a part of my booking with Hilltop.Church are directly my responsibility and any problems created by them will directly affect my ability to have the cash bond returned.
I understand that if I fail to comply with any of the following conditions, I may forfeit my bond:
· Booking is not completed by the agreed time.
· Any noise complaint from the local neighborhood.
· If for any reason the Police need to be called.
· Any breakages or unsatisfactory cleaning as pre Pre/Post Check
I understand that this Venue Hire Application does not constitute approval for this event.
I understand that this booking is not confirmed until applicable bond payment has been made in full and I receive a completed Approval/ Rejection form.
I, the undersigned have read and completed my Venue Hire Application Form in good faith.


PRINT NAME: ____________________________________________________________


SIGNED: ______________________________________ DATE: _____________________

NB.  Your Booking is not confirmed until applicable bond payment has been made in full and a completed Approval/ Rejection has been forwarded to you.

Please return completed Application Form to:
Hilltop.Church
503 Mair Street
BALLARAT VIC 3502
Email: office@hilltop.church
If you require assistance to complete your Venue Hire Application Form, please contact the office on 03 5331 5957
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OFFICE USE ONLY
	Name of Hirer
	

	Name of Group/ Organisation
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	Item
	Detail
	Cost

	Hire Time Slot 1
	
	$

	Hire Time Slot 2
	
	$

	Hire Time Slot 3
	
	$

	Hire Time Slot 4
	
	$

	AV & Sound Equipment/ Operator
	
	$

	Coffee Station
	
	$

	Bond
	
	$

	Total Cost of Hire
	
	$
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THIS APPLICATION HAS BEEN: 		   Approved		   Rejected
COMMENTS: ________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
HILLTOP.CHURCHREPRESENTATIVE NAME: __________________________________________________________
POSITION: __________________________________________________________________________
SIGNED: ___________________________________________ DATE: ___________________________
Checklist 
	           Yes/ No		Initial	
Has every box been completed	       Yes           No	_____________________
Added to Calendar	       Yes           No	_____________________
Bond Paid	       Yes           No	_____________________
Insurance Certificate Provided	       Yes           No	_____________________
Application Accepted	       Yes           No	_____________________
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	BEFORE HIRE
	OFFICE USE ONLY
	AFTER HIRE

	
	EVALUATION CHECKLIST
	Satisfactory
	Unsatisfactory
	COMMENTS

	
	Rubbish Bins emptied & rubbish and recycling taken away
	
	
	

	N/A
	All food and drinks removed 
	
	
	

	
	Hall - floors vacuumed
	
	
	

	
	Hall - Tables and chairs put away as prior  to event
	
	
	

	
	Kitchen – benches and sinks clean and tidy
	
	
	

	
	Kitchen – cooktops cleaned
	
	
	

	
	Kitchen – floors swept and mopped
	
	
	

	
	Toilet clean and tidy
	
	
	

	
	Lights off
	
	
	

	
	Heaters/ air conditioners off
	
	
	



Please note any other issues requiring action or feedback:

………………………………………………………………………………...…………………………………………………………….…………
………………………………………………………………………………...…………………………………………………………….…………
	OFFICE USE ONLY

	BEFORE FUNCTION
	AFTER FUNCTION

	
Pre-Function Checklist Completed       Yes     No

Further Action Required                        Yes     No

	
Post-Function Checklist Completed       Yes     No

Further Action Required                         Yes     No 


	
Signature of Staff Member:

Date:

	
Signature of Staff Member:

Date:


	
Signature of Hirer:

Date:

	
Signature of Hirer:

Date:


	                                                                                                             Bond Refund Recommended? 
                                                                                                                Yes           No
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