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@ Conditions for Hiring of Rooms and Hall 

1. Application for Use 

1.1 Applications for the use of nominated rooms must be: 

• Submitted via email to the Facilities Co-Ordinator, jo.verschaeren@flc.vic.edu.au 
• Signed by a person aged 25 years or older. 

1.2 All payments must be made payable to Foundation Learning Centre Inc. 

1.3 Cancellations must be submitted in writing at least two-month prior to the final booked 
date. Late cancellations are not refundable. 

1.4 Invoices will be issued in advance during the first week of each month. 
January invoices will be issued when the Centre reopens (approximately mid-January). 

1.5 Hirers agree to pay for all bookings, regardless of usage. 
Exceptions are at the discretion of the Facilities Co-Ordinator and/or Community 
Education and Engagement Manager. 

2. Permission to Use 

2.1 The Hirer is permitted to use only the designated part of the building and only the 
furniture and equipment that has been agreed upon. 

2.2 Unauthorized use of any additional space, furniture, or equipment will incur additional 
fees. Repeated breaches may result in cancellation of the hire agreement. 

2.3 Rooms must only be used for the purpose stated in the original application. 

2.4 The Hirer is responsible for ensuring that all members and guests are aware of and 
comply with these conditions. 

2.5 As a community venue, there may be occasions when the Hall is required for use 
by  Foundation Learning Centre or City of Casey. This may coincide with your regular 
booking.  In such cases, FLC will provide as much notice as possible regarding the 
unavailability of the venue. 

3. Room Hiring Charges 

3.1 By entering into this agreement, the Hirer acknowledges that charges apply for the full 
term of the contract, regardless of actual room usage. 

3.3  Invoices are issued monthly in advance, with 7 days allowed for payment. 

3.4  Non-payment of invoices may result in termination of the agreement, unless a 
payment arrangement is made and honored by the Hirer. 
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3.5 Foundation Learning Centre reserves the right to terminate the agreement for non-
payment and to pursue recovery of outstanding fees, including any associated recovery 
costs. 

4. Damage 

4.1 The floors, ceilings, walls, or any other part of the building, including fittings and 
furniture, must not be damaged in any way. This includes: 

• No nails, screws, or other fasteners. 
• No signage, advertisements, scenery, or fittings to be erected, attached, or affixed 

to any part of the building or its contents. 

4.2 The Hirer must take appropriate measures to protect the floors from stains or any other 
form of damage. 

4.3 Any damage occurring during the hire period; this includes tables and chairs, must 
be reported to the Office Administration within 24 hours. 

 
If damage is found, the cost of repairs or replacement will be invoiced in addition to the 
rental fee, and the Hirer must pay the amount immediately upon request. 

5. Smoking 

5.1 All buildings owned by the City of Casey are smoke-free. Smoking is strictly prohibited 
inside any room or area of the building. 

5.2 The Hirer is responsible for ensuring that all members and guests comply with the no-
smoking policy. 

5.3 If there is any evidence of smoking inside the building, a fine of $2,000 will be incurred. 

5.4 Outdoor areas must be left in the same condition as they were prior to use. The Hirer is 
responsible for ensuring that smokers clean up after themselves and dispose of cigarette 
waste properly. 
Failure to do so may result in the loss of future bookings. 

5.5 Smoking is prohibited within 10 metres of any doorway. 
Non-compliance may result in cancellation of the booking. 

5.6 This policy applies to all forms of smoking, including vaping and e-cigarettes. 
 

6. Alcohol Consumption 

6.1 The Hirer is solely responsible for: 
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- compliance with the Liquor Control Reform Act 1998 (Vic), 
- responsible service and consumption of alcohol, 
- ensuring no alcohol is supplied to minors or intoxicated persons, 
- managing disorderly, unsafe or inappropriate behaviour. 
- Alcohol can be served but not sold without the appropriate 

6.2 FLC reserves the right to: 
- refuse or withdraw permission for alcohol consumption at any time, and 
- terminate the hire immediately if alcohol-related conditions are breached. 

6.3 The Hirer agrees to indemnify FLC against any loss, damage, penalties or claims arising 
from the supply or consumption of alcohol during the hire period.  

7. Equipment and Decorations 

7.1 Approval must be obtained from the facilities Co Ordinator: 

• (a) To vary the arrangement of furniture. 
• (b) To operate electrical equipment. 

7.2 No equipment or furniture is to be removed from the room under any circumstances. 

7.3 The Hirer is responsible for the setup, takedown, and proper storage of all equipment 
related to their hire. 
Hirers are liable for any damage to persons or property resulting from their use of 
equipment. 

7.4 Confetti is strictly prohibited for any purpose within any Foundation Learning Centre 
premises. 

8. Responsibilities of the Hirer 

8.1 The Hirer is responsible for the full observance of all conditions of hire, and for 
the maintenance and preservation of the room and exits throughout the duration of the 
hire. 

8.2 All meetings or functions must conclude in time to allow for tidying and cleaning. 
A late fee of $100.00 may be charged if the Hirer stays beyond the agreed time. 
This ensures the room is ready for the next booking and allows for scheduled security 
checks. 

8.3 All tables must be wiped down before being put away. 

8.4 All equipment (tables, chairs, etc.) must be returned to their original positions. 
Failure to do so will incur an additional fee, and repeated offenses may result in 
cancellation of the agreement. 
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8.5 All rubbish must be placed in the bins provided in the rooms. Kitchen rubbish bins must 
be emptied into the large bins located outside the main entrance. 

 

9. Insurance 

9.1 There is no automatic Public Liability Insurance coverage for the Hirer. 
It is the Hirer’s responsibility to obtain insurance appropriate to the type of booking.  

An all-risks public liability policy with a minimum cover of $10 million is required, or the 
Hirer may obtain coverage through the Facilities Co Ordinator. 

9.2 A current copy of the Hirer’s insurance policy must be provided: 

• Upon confirmation of the booking, and 
• Again, if the policy expires during the term of the contract. 

9.3 No Hirer will be permitted on site without a valid public liability insurance policy. 

9.4 The Hirer must not do or fail to do anything that could affect the insurance 
policies related to fire or other risks associated with the building. 
The Hirer agrees to indemnify the Council and Foundation Learning Centre for any impact 
on these policies caused by their actions or omissions. 

10. Theft 

10.1 Foundation Learning Centre shall not be liable for any loss or damage sustained by 
the Hirer, or by any person, firm, or corporation supplying or entrusting any article or item 
to the Hirer, due to such items being lost, damaged, or stolen. 

The Hirer agrees to indemnify the Foundation Learning Centre and the Council against any 
claims made by such parties in relation to these matters. 

11. Opening and Closing of the Centre 

11.1 Access to the hired room is permitted only at the time agreed upon with the Facilities 
Co Ordinator. 
Note: All bookings must finish at the specified time to allow for cleaning and preparation 
for the next hirer. 
11.2 Where keys are required, an exclusive alarm code will be provided.  

11.3 The Hirer is responsible for ensuring that heaters, stoves, lights, and other appliances 
are turned off, and that windows and doors are securely locked upon vacating the Centre. 
Failure to do so may result in an additional fee, and repeated offenses may lead to 
cancellation of the hire contract. 
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12. Behaviour 

12.1 Obscene or insulting language and disorderly behaviour are strictly prohibited in or 
around the building. 

 

13. Facilities Failure 

13.1 Reporting Major Issues 

In the event of any major issues or facility failures, please contact: 

Out-of-Hours FLC Phone Contact — 📞 0447 476 103  

(Please note that a call out fee of $200.00 may apply if not deemed urgent) 

 

In the event of an emergency arises, immediately call Emergency Services on 000. 

FLC is committed to the safety and wellbeing of children and young people. We have zero 

tolerance of child abuse. FLC conduct robust training and have policies and procedures in 

place to protect children from abuse and respond to any risks, allegations or safety 

concerns. By agreeing to these conditions, we expect our hirers to adhere to the Child 

Wellbeing and Safety Act 2005 (Vic) 

Acknowledgement and Agreement 

Foundation Learning Centre Inc reserves the right to update its terms and conditions as 
needed at any time.

 
 

Name of Hirer: ___________________________________________ 

I agree to the above conditions. 

 

Signed: _________________________________________________ 

 

Date: _______________________ 
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Signed by Facilities Co-Ordinator: __________________________ 
 

Jo Verschaeren 

Schedule of Additional Charges 

The following charges may apply in connection with the hire of the facility: 

Rate Item 

$100 Chairs/tables not cleaned or stacked properly 

$75 per hour Additional cleaning 

$100 Lights left on 

$100 Heaters left on 

$200 Failure to set alarm correctly 

$200 Function continuing after hire period 

As per quotation Scratching/marking of floor surfaces 

$200 Failure to secure the centre properly 

$200 Unnecessary discharge of fire extinguishers 

Up to $2,000 Lost keys (may require replacement of locks and keys) 

As per quotation Broken window/glass 

As per quotation Damage to the centre and/or furnishings 



 

Administration- Unit 1/4a Malcolm Court, (P.O. Box 101), Narre Warren Victoria 3805 
Phone: (03) 9704 7388   Email: enquiries@flc.vic.edu.au 

ABN 36 809 112 033, Reg No. A0001109H 

 

Rate Item 

$500 Smoking at any function 
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