DOWNER COMMUNITY ASSOCIATION
Downer Community Centre, Frencham Place, Downer ACT 2602


COVID Compliance
Application for hire of Downer Community Centre facilities as a “REGULAR CLIENT” in 2020
Please enter your details and return to the centre co-ordinator.
	Name of Group
	     

	Postal Address
	     

	Billing Address
(if different to primary contact)
	     
Please note: our preferred method of invoicing is by email.

	Client Name
	Primary Contact Details
     
	Secondary Contact Details
     

	Phone
	     
	     

	Email
	     
	     

	Activity Function
	     
	Maximum 

Number of People
	     

	Room/s Required
	West Hall  FORMCHECKBOX 

Large hall with Carpet
	East Hall & Kitchen  FORMCHECKBOX 

Large hall with Lino
	East Room  FORMCHECKBOX 

Small room at side with carpet

	Current Fees Invoiced
	Quarterly  FORMCHECKBOX 

	School Term  FORMCHECKBOX 

	Annually  FORMCHECKBOX 


	Day of Week

Required
Mon-Sun
	     
	Weekly or Monthly Frequency

If Monthly include Week #
	     

	First Date
	     
	Last Date
	     

	Start Time 
	     
	End Time
	     
	Meet in 
School Holidays?
	YES  FORMCHECKBOX 
 / NO  FORMCHECKBOX 


	Key Bond $
	     
	Key Number(s)
(Colour coded room key)
	     
Eg: 13-D-11
	Paid?
	YES  FORMCHECKBOX 
 / NO  FORMCHECKBOX 


	Does your group use DCC storage facilities?
(Please provide details)
	     


	If re-booking, has your booking changed?
	YES  FORMCHECKBOX 
 / NO  FORMCHECKBOX 


	Is there any other information about your booking that we should know?
	     


Please be sure to sign the hire agreement overleaf.
Cancellations:
 Refunds will be made at the discretion of the Management. 
I, the undersigned, attest that the information provided to the Downer Community Association, its Officers or Agents, for their documentation is correct. I acknowledge that I have received and read a copy of the Guidelines for Hire of Centre Facilities, and I understand that I am responsible for communicating their contents to people present for my hire purpose. I understand that failure to comply with Guidelines or conditions of hire may result in renegotiation of hire arrangements with the DCA. 
I hereby indemnify and covenant to keep the Downer Community Association, its Officers, representatives, members and agents indemnified against all actions, proceedings, claims and demands whatsoever which may be brought against it, them, or any of them by any person or persons in respect of loss, damage or injury howsoever caused or arising out of use of the Centre premises and/or negligence on the part of myself, my organisation, its members or guests, and against all costs, damages and expenses which may be incurred by the Downer Community Association, its Officers, representatives, members and agents in defending or settling such actions, proceedings, claims or demands. 
Signature:
     


Please print name:
     


Date:
     


Guidelines for Hire of Centre Facilities

The DCA Management Committee will ensure that:

· Toilet areas are hygienic, and stocked with adequate supplies for personal hygiene.

· Kitchen area is hygienic, and stocked with adequate supplies for cleaning cutlery, crockery, rooms, and personal hygiene. 
· Carpeted floors are vacuumed clean

· Vinyl floors are mopped clean. 
· Functional cleaning equipment for client use is provided.

ACT Government COVID Conditions https://www.covid19.act.gov.au
As an absolute condition of hire and without exception, applicants MUST ensure that the number of people in their group do not exceed both: the current maximum people allowed per gathering, and the maximum number based on room size person and the space required per person. Gathering size does not increase if using connected halls concurrently. Hirers must advise the total maximum group size before a booking can be taken. 

Room dimensions: East room 32m2, East Hall 85m2, West Hall 97m2
Hirer’s must ensure all their group members present are aware of and follow social distancing and hand hygiene guidelines set out by ACT Government. It is recommended that hirers clean high touch contact points (for example: door handles and kitchen surfaces) at the beginning of their bookings. Hygiene breaches must be reported to the DCA in writing. 

The DCA consider the safety and security of all hall users paramount. To enable contact tracing efforts, the DCA may ask for all hall user’s first name and contact phone number. These details can be attached to this application or provided later. 

Regular Hire Conditions

· As a condition of Hire, the DCA Management Committee expects Clients to ensure that Centre facilities are left as found. PLEASE:

· PROTECT OUR SECURITY: Relock opened windows. If you have use of a Centre key, check that all opened doors -- including toilets -- are locked before you leave.

· Notify the Centre Coordinator ASAP if you note any damage to DCC facilities. 
· Check with DCA Representative if you wish to use electrical equipment that requires additional cables, outlets, etc. 
· Smoking is NOT permitted within the Centre. Please do not use unguarded flames – candles, flambeaus, torches, etc – on premises.

· Decorations - Do NOT use sticky tape. ‘Blue Tac’ type products acceptable but must be removed with decorations without damage to paint, equipment, etc. 
· Clean and return chairs and tables to their places, leave curtains/blinds as found. 
· Wipe down furniture or counters, so there are no remains of food or beverages. 
· Floors left ‘broom clean’. Spills and stains to be sponged up. 
· Any DCA cutlery, dishes etc, used are to be washed clean, dried and replaced.

· Place all rubbish in designated bins. Take away food/scraps with you.

· Be a responsible host and neighbour: respect parking signs, noise laws, etc. 
· Accidents happen. Please contact the DCA Representative if a problem arises so that we can resolve it together.

Please remember the contract applying to your group’s use of DCA keys in which you accept responsibility for the following:

· Ensuring security is maintained for the Downer Community Centre and key. The individual who signs for this key is responsible for ensuring that room/s used are secured after use, and for the safety of Centre key/s. Centre keys must not be passed on to any individual who has not signed this Agreement without permission of the DCA.

· Following guidelines for Centre use regarding cleaning and maintenance.

· The conduct of your guests/group members; any damage caused during your hire of the facility; the security of the building during and after your usage. 

· Notification to the DCA if Regular Client/s wish to access the Centre at any time other than the hours for which the Client is billed (which are listed on the Hire Agreement Form). NB: The DCA cannot guarantee that these wishes can be honoured, or billed at Regular User rate set at the time of making this booking. 

· Timely notification to DCA representative if problems arise; timely return of the key at request of DCA. The DCA reserve the right to pursue any unpaid booking fee through a debt collection agency if a suitable payment plan cannot be agreed upon between the DCA and the Regular Client/s listed above.
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