
 

 
VENUE HIRE APPLICATION FORM 

 

 
WVIF-83 

 

WVIF-83 v07/03/2009 Page 1 of 5 
 

PLEASE COMPLETE THIS FORM AND FAX BACK TO WVI AT Fax (02) 8669 2399 
Venue:  Level 1, 247 Coward Street, MASCOT, NSW 2020  

Phone (02) 8669 2300     Fax (02) 8669 2399 
Email rebecca.wing@wesleymission.org.au  

Company/Organisation 
(Applicant)*: 

 

Individual (Applicant):  

Mailing Address:  

Billing Address  
(if different from above): 

 

Contact Name(s):  

Telephone:  

Mobile:  

Fax:  

Email:  

 
Application for Hire of: 

 
� Training Room (seating max 50) 

� Computer Lab (IT Room 20 linked PCs) 

� Courtyard Facility 

� Board Room (12 Wesley Staff) 
Booking Date(s):  
Room Access Time:  
Event Start Time:  
Finish Time:  
Purpose of hire:  
 
 

*FOR COMPANIES HIRING WVI’S VENUES, 
 A copy of your currency certificate for public liability insurance is an essential component of 

this application.  
The Terms & Conditions must also be read and the Hiring Agreement signed off.  

All completed applications must be faxed back to 02 8669 2399  
 
 

mailto:clodelia.zarate@wesleymission.org.au
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IMPORTANT PLEASE COMPLETE FULLY 

Room Set-up Instructions: 
SEATING  -  tick box 
 Theatre style        Classroom style        Boardroom style         U-shape 
 

Number of chairs 
Number of tables 

TV/VCR 
TV/DVD 
Portable cassette / CD Player 
Whiteboard 
Flip chart (with pens + paper) 
Lectern 
PA System / Microphone / Cables 
Projector screen 
Overhead projector   $40 p/day  
Data projector   $150 p/day 
Parking Facilities (max 30) $60 p/day – Time limit on access and departure 
 

Additional Requirements or comments:_______________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 
 
You may attach a separate room set-up floor plan for your event if you have specific requirements 
with the room layout. 
 

Rental fee:  $_______250-________ 

Equipment hire: $___________________ 

Miscellaneous:  $___________________ 

GST:   $___________________ 

Total cost: ` $___________________ 
 
If you wish to order in-house catering please contact: 
Anthony Parzakonis 
Manager of BEZZINI CAFE 
Phone: 02 9693 1007 
Fill in the appropriate catering request application form.  
Please ask for the form if you do not have a copy. 
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TERMS & CONDITIONS OF HIRE 
WESLEY VOCATIONAL INSTITUTE  

Uniting Church of Australia  
 

Definitions of terms used in this document 
SERVICE: WESLEY VOCATIONAL INSTITUTE, Level 1, 247 Coward Street, MASCOT, NSW 2020 
  
HIRER: The person, group or organisation authorised by the SERVICE to use the FACILITY under the 

terms of this agreement. 
FACILITY:  Meeting rooms and/or other venue/s forming part of the Mascot Office as defined herein. 
AGREEMENT: This document plus the completed application form. 
 
 

1. The SERVICE retains the right to refuse any application for venue hire.  It has the right to cancel any 
hiring arrangement without due notice.  Any money held by the SERVICE will be refunded. 

2. The HIRER is to abide by any reasonable direction given by the servant of the SERVICE.  The HIRER 
is responsible for the conduct of those attending the function.  The hired premises must be left clean 
and tidy, lights switched off and room locked on departure.   

3. DAMAGE TO FACILITY 
The HIRER is responsible for loss or damage to SERVICE equipment and facilities.  The SERVICE 
reserves the right to determine the cost of any damages or extra cleaning necessary outside that which 
is normally expected following usage of the FACILITY.  No nails, pins or posters should be affixed to the 
walls.  The hired room must be locked upon departure. 

4. ROOM CAPACITY 
The HIRER is responsible for ensuring that the number of persons in attendance does not exceed the 
maximum allowable.  

5. HALLWAYS 
The HIRER must ensure that persons attending the HIRER’s functions at all times leave the WVI 
Mascot Office hallways clear and free of belongings.  Hallways are not to be used by HIRER to conduct 
any aspect of his/her activity including registration desks, break-out sessions and exercises.  
Refreshments are not allowed to be consumed in the hallway.  All activity must occur within the hired 
room as per the AGREEMENT. 

6. CLOSING TIMES 
The WVI Mascot Office hours starts at 8:30 am and closes at 6 pm each weeknight. All HIRERS must 
depart premises by 5:30 pm and on weekends, all HIRERS must depart the premises by 4 p.m. unless 
special arrangements have been approved in writing. at the time of booking.  Any weekend bookings 
after 4 p.m. will incur an additional flat rate of $50 per hour 

7. PUBLIC HOLIDAYS 
Venue hire will be accepted on Public Holidays at full day rates with an additional $100 surcharge. 

8. FIRE SAFETY 
All Fire Exits are to be kept clear at all times and fire regulations strictly adhered to.  WESLEY 
VOCATIONAL INSTITUTE IS A NON SMOKING BUILDING. Corridors and foyers are to be kept clear 
at all times.  Any use of candles or incense and open flame is prohibited to avoid activating smoke 
detector alarms.  

9. CATERING 
HIRERS are allowed to bring their own light refreshments into the WVI Mascot Office.  Hot water urns 
and refrigerators are available for the HIRER’S use.  Full catering is also available through the BEZZINI 
at the HIRER’S expense at competitive rates.  Arrangements for this can be made directly by contacting 
BEZINNI at the time of booking.  

10.  APPLICATION FOR HIRE 
• Application for hire of the FACILITY must be lodged in writing using the appropriate application 

form by a person over the age of eighteen (18). 
• The minimum booking period is two (2) hours.  Bookings shall be accepted for full and half 

hours only. 
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11.  CANCELLATIONS. 
All booking cancellations must be received in writing with attention to the Office Manager.   
No verbal cancellations will be accepted. 
• In the event of a cancellation by the HIRER, a percentage of the full booking charges will be 

forfeited by the HIRER as follows: 
24 or less hours prior to the function  The whole fee 
Not showing up on the day of HIRE  The whole fee 
Between 1 – 4 days prior to the function 75% of the fee 
Between 5 – 8 days prior to the function 50% of the fee 
Between 9 – 12 days prior to the function 25% of the fee 

12.  DEPOSITS 
• Deposits applying to weekend and multiple bookings are NON-REFUNDABLE if the booking dates 

are changed or cancelled after payment of the deposit. 
• Deposit Invoices will be issued to the HIRER upon written request to hire a room. The deposit 

payment will need to be received within 7 working days for the booking to be confirmed.  If not, the 
SERVICE may not hold the booking. 

• All bookings will be confirmed in writing from the SERVICE.  
13.  INSURANCE  

• It is a requirement of the SERVICE that you have your own Public Liability Insurance.  This is to 
cover your activity in case of an accident or injury, which may occur through no fault of the 
SERVICE. 

• The HIRER must have a current public liability insurance policy of no less than $1,000,000 in order 
to hire a room at the WVI Mascot Office.  A copy of the insurance needs to be given to the Venue 
Manager at the time of booking. 

• The HIRER must ensure that the SERVICE has the most up to date insurance policy at all times. 
14.  ROOM SET-UP 

• The HIRER is allowed ten (15) minutes before the booking period begins to set-up personal 
equipment and ten (15) minutes after the booking period ends for dismantling.  This period is strictly 
ten (15) minutes only.  If the time extends beyond the ten (15) minute period, the HIRER will be 
charged at half hour increments.  If more than ten (15) minutes is required for set up/dismantling of 
personal equipment, additional time must be included as part of the total hiring period. 

15.  NOISE CONTROL 
• The HIRER shall not conduct or permit any activity – which expression includes the production of 

noise – of a nature or extent to create a nuisance for other persons or a hazard to the FACILITY. 
•  The HIRER will comply with any reasonable request by any person to mitigate any such nuisance. 

16.  ALCOHOL CONSUMPTION 
• In the event alcohol will be consumed on the premises, the HIRER must supply the SERVICE with a 

“Responsible Service of Alcohol License” from the HIRER or its servant or agent responsible on the 
day of hire, prior to booking date. 

• The HIRER is responsible for the safety and the conduct of those attending the function. 
• It is the HIRERS responsibility to ensure that alcohol is consumed by people who are over eighteen 

(18) years of age. 
17. CHANGE OF VENUE 

• The SERVICE reserves the right to move a booking to a different venue within the FACILITY where 
the new venue offers the same or better facilities than the original. 

18.  ENTERTAINMENT TAX & COPYRIGHT ACT 
• The HIRER must observe the provisions of the Entertainment Tax (Management) Act or any other 

Act relating to Entertainment Tax, to indemnify the SERVICE and free it of any obligation in respect 
of these Acts.  The HIRER must observe the provisions of the Copyright Act, to indemnify the 
SERVICE of any obligation to this Act.  
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WESLEY VOCATIONAL INSTITUTE – VENUE HIRE AGREEMENT FORM 
 
 
The HIRER agrees to conditions outlined in Terms and Conditions which will be incorporated with and form part 
of this AGREEMENT. 
 
The HIRER must ensure his/her servant or agent using the FACILITY is familiar with the terms and conditions 
as outlined in this AGREEMENT.  In the event of the HIRER or his/her servant or agent not observing or 
performing or committing a breach of any of the terms and conditions of this AGREEMENT, the SERVICE may 
immediately thereupon terminate the AGREEMENT without prejudice to any right of action, which may arise 
prior to such termination. 
 
The HIRER hereby indemnifies the SERVICE against any claim whatsoever which may arise out of the 
HIRER’S actions or failure to act in any particular manner relating to the agreed use of the FACILITY.  This 
indemnity shall include personal injury, loss of value, loss of amenity or damage to property, and any costs or 
expenses arising during the course of the hiring.  The HIRER acknowledges that the SERVICE (in the absence 
of negligence on it’s part either solely or in contribution thereto) shall be under no responsibility or liability for 
any personal injury, loss or damage to property occurring during the course of the hiring. 
 
 
The HIRER also agrees to forward a copy of their Public Liability Insurance or provide evidence of insurance in 
the form of a Certificate of Currency. 
 
 
 
I agree to all terms and conditions outlined above. 
 
Hirer Signature:_______________________________________ 
 
Hirer Name:__________________________________________ 
 
Position: ________________________________________ 
 
Date: ___________________________________________ 
 

Access to the Venue, other than the times and dates booked will not be permitted. 
A copy of this agreement along with the application must be made and kept by the HIRER. 

 
 
 
 
On behalf of WESLEY VOCATIONAL INSTITUTE 
 
Signature:_______________________________________ 
 
Name:__________________________________________ 
 
Position: ________________________________________ 
 
Date: ___________________________________________ 
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WVI TRAINING ROOM  HIRE RATES 
Training Rooms (1, 2) 

(seats 50 Theatre style) 

10m x 7.4m 

Half day  $200 
Day rate  $300 
Rates do not include GST 
 

Conference Room (both training rooms) 

(seats 120 Theatre style) 

Half day  $300 
Day rate  $500 
Rates do not include GST 
 

Board Room  

(Seats 12) 

Half day  $150 
Day rate  $200 
Rates do not include GST 
 

Computer Lab 

(15 computers) 

Half day  $300 
Day rate  $500 
Rates do not include GST 
 

Courtyard Facility 

• Available ONLY if taken in 
conjunction with other room booking 

 
 
$50.00 
Rates do not include GST 
 

Miscellaneous  Tea & Coffee - $2.50 per participant  
Photocopying – 20 cents per page 
 
EQUIPMENT: 
Overhead projector  $  30 p/day 
Data projector  $100 p/day 
 
Weekly and monthly discount rates 
negotiable  
 

 

Rates above are effective as at 13th March 2009 
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