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                           File: C09/8643
Enq: Jackie Fletcher
Application to use a Library Meeting Room


     
Locked Bag 10


              Moreland 3058


                 Phone: 9240 2280
Fax: 9240 1212








               E-mail: townhalls@moreland.vic.gov.au         
 FORMCHECKBOX 
 Coburg Library Meeting Room    FORMCHECKBOX 
 Campbell Turnbull Library Meeting Room

26 Louisa Street, Coburg

     220 Melville Road, Brunswick East 



	Details of Group:


Name of group:      
Address:      
Name of responsible person:      
Telephone number:         Mobile :      
Email :      
Is your group not for profit?          FORMCHECKBOX 
 No  FORMCHECKBOX 
 Yes   
Is your group incorporated? (Please include number):     FORMCHECKBOX 
 No  FORMCHECKBOX 
 Yes        
Percentage of group members living in Moreland:     %
Number of members in the group:       

	Details of Use:


First date of use:      /     /        (All dates must be completed on the following page)
Times required:        From      am/pm     to           am/pm
Purpose of use:      
How many people will be attending?      
   Public Liability Insurance:   

 FORMCHECKBOX 
 I have a current public liability insurance certificate 

Or
 FORMCHECKBOX 
 I do not have public liability insurance 

  Dates Requested:      
Please note that dates & time must be filled in for each meeting please
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I hereby agree to the Conditions of Use and take full responsibility in ensuring the safe and proper use of the Library Meeting Room.

Sign:        Date:      /     /     
PLEASE RETURN TO MORELAND CITY COUNCIL BOOKING COORDINATOR ON

    Phone: (03) 9240 2280  

    Fax:      (03) 9240 1212 

    Email:   townhalls@moreland.vic.gov.au
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                     Library Meeting Room

Guidelines and Conditions of use
	Notice of Conditions of Hire:


These conditions of use are applicable to every user of Moreland City Libraries' meeting rooms and, by virtue of the application form signed by the applicant, form the basis of any agreement of use.

Note: If Council should require use of the meeting room after bookings have been confirmed, prior warning will be given and efforts made to find alternative accommodation.

	Changes to bookings:


Any changes to the original booking must be submitted in writing for approval. Applicants will receive notification whether the change is approved or rejected.

	Public Liability Insurance:


Council recommends that all users have Public Liability Insurance cover.  

	Usage:


Non-profit community groups, which are Moreland based or have specific relevance to the Moreland community, are eligible to use the Library Meeting Rooms, without charge. Commercial users may be charged a hire fee.
	Cleaning:


The meeting room must be left clean and tidy at all times. It is the responsibility of the user to leave the facility in a clean and reasonable state.  If it is necessary for Council cleaners to specially clean the facilities after use, the group will be charged for the full cleaning costs.

	Security:


All windows and doors are to be locked securely and lighting switched off when leaving premises. Keys must be returned directly after the meeting via the library after hours return chute.

	Damage:


Reasonable care must be taken to ensure that damage to the facility does not occur. If damage does occur, Council’s Building Maintenance Unit’s assessment of damage shall be taken as final without any right of appeal, and such sum will be charged to the user.

	Hours of use:


The meeting room may be used between the hours of 9.00am and 11:00pm.  Loud noise or music, such as drumming is not permitted.

Moreland Libraries are closed on public holidays.

	Key collection:


If the meeting room is to be used when the library staff are not on the premises, arrangements must be made to obtain a key beforehand during library opening hours. The key must be deposited through the overnight return chute at the end of the meeting. To allow cleaning and maintenance, use of the room may not commence before 9:00am. For more information on the Library opening times please refer to the Council website www.moreland.vic.gov.au or call the library on 9353 4000
	Furniture and equipment:


The meeting room includes access to chairs and tables, a whiteboard, heating and cooling. Additional audio-visual equipment may be booked separately through the Coburg Library, including a large screen television & video and overhead projector.
Users must provide their own tea, coffee, sugar, milk, tea towels and washing-up liquid. No items belonging to users may be stored in the meeting room. Users must set-up the room themselves. All crockery must be washed and put-away, benches cleaned, all furniture stacked around the walls, all lights and electrical appliances, (including the boiling-water unit) switched-off and doors locked at the end of each meeting. There are no telephone facilities within the meeting room.

All furniture and equipment remains the property of Moreland City Council and will not be rented out, removed or relocated outside of the building.  Hirers or caterers shall not take into the facility any gas or electrical appliances not supplied by Council (e.g. no spit roasts, hot plates etc.) without prior permission from Council. 

	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 building.

	General conditions of use:


· Strictly no selling of alcohol on the premises or its surrounds.

· Minors must be under adult supervision at all times.

· Community groups may not sub-contract the facility to other people.

· No pets or other animals are allowed on the premises.

· Smoking is not permitted
· Due to Health and Safety reasons, the meeting room must not be divided in the evenings for use by separate groups or meetings.

	Privacy of information:


Personal Information collected by Council is used for municipal purposes as specified in the Local Government Act 1989. The Personal Information will be used solely by Council for these purposes and/or directly related purposes. Council may disclose this information to other organizations if required by legislation. The applicant understands that the Personal Information provided is for the above purposes and that he or she may apply to Council for access to and/or amendment of the information. Requests for access and/or correction should be made to Council’s Privacy Officer.
	Breach of conditions of use:


Failure to comply with any one or more of these conditions of use will constitute a breach of conditions and will result in a forfeit of the right of use of this or any other Council facility.
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