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Terms and Conditions

Emerald Community House facilities are available for meetings, parties, playgroups, courses and classes, consultations and other functions.  For Insurance purposes, all hirers need to be members of Emerald Community House.  There are 3 levels of membership, single and families $10, Community Groups $30 and Business Groups $130.  Membership forms are available from reception and can also be downloaded at www.emeraldcommunityhouse.org.au.

Facilities
Hall			Restored church, white interior with polished timber floor.  State of the art audio visual home theatre system 			comprising, large screen tv, dvd,cd, laptop, overhead and powerpoint capabilities,  bose speaker system, 			air-conditioning and heating.  Comfortably seats 36, (6 trestle tables each seating 6).  Seats 50 maximum 			without tables.

 Hall Kitchen		The Hall kitchen was completely renovated in 2012.  Our commercial grade kitchen is fully equipped to cater 			for 36 people with crockery, cutlery and glassware.  The kitchen comprises a movable work bench with 			special needs station,  fridge/freezer, upright oven, microwave, dishwasher, washing machine and dryer, 			double sink, hand sink and laundry sink.  A good range of cooking equipment is available for use.  
Computer Room 	Our Computer Room is an ideal space for small meetings up to 12 people with 10 computer workstations 			available for use.	Attendees using the computers need to bring along and use their own USB sticks for 			saving material.
Child Care Room 	Our Child Care Room is the ideal space to hold a child’s birthday party.  Child friendly and decorated, the 			space accommodates up to 30 children comfortably with tables and chairs to suit.  There is a kitchen 			adjacent to the room that can be used and outdoor playground with sandpit.   Our Child Care 				Room carries a ‘No Nut Policy’.  Please ensure nuts are not brought into the facility.

Fees
All fees must be paid for in advance.  Security and key details will be supplied 2 days prior to an event.

Hall/No Audio Visual        			$15 per hour plus $50 security fee    
Hall/With Audio Visual	              		$15 per hour plus $250 security fee
Hall/No Audio Visual & Hall Kitchen		$25 per hour plus $50 security fee
Hall/With Audio Visual & Hall Kitchen             $25 per hour plus $250 security fee
Computer Room            			$15 per hour plus $50 security fee    
Child Care Room         			$15 per hour plus $50 security fee    

Please  note: Tutors and Course hirers are not required to pay a security fee.
Facility hire is free to all Business Group Members and Community Group Members for business meetings only.

Security Deposit
All bookings require a security deposit that is refundable once an inspection has been conducted following the event.

Hirer’s Responsibilities
All facilities must be left clean and tidy with the following procedures carried out for the appropriate facility hire.  Cleaning supplies can be found under the kitchen sinks..  Brooms and mops are kept in the child care chair cupboard in the Child Care Room and Hall Kitchen.
Hall
· Sweep floor and mop if required 
· Wipe down tables and put away
· Put away chairs
· Turn off lights
· Alarm when leaving
Hall Kitchen							
· Follow procedures displayed for food preparation, wiping down benches and washing dishes
· Wash/dishwasher, dry and put away all dishes						
· Clean the sink and wipe down benches after use		 
· Sweep floor, mop if required.  Floor to be mopped if food has been prepared
· Empty rubbish bins and take your rubbish with you please							
· Place used tea towels in the basket supplied
· Turn off lights
· Alarm when leaving
Child Care Room
· Follow procedures displayed for food preparation, wiping down benches and washing dishes
· Wash/dishwasher, dry and put away all dishes						
· Clean the sink and wipe down benches after use
· Wipe down tables and put away
· Put away chairs		 
· Sweep floor, mop if required.  Floor to be mopped if food has been prepared
· Empty rubbish bins and take your rubbish with you please							
· Place used tea towels in the basket supplied
· Turn off lights
· Alarm when leaving
Computer Room
· Vacuum floor if required 
· Turn off all computers
· Wipe down tables 
· Empty rubbish bins and take your rubbish with you please
· Turn off lights
· Alarm when leaving
Damages
Please report any damages to the House Coordinator.  External hirers are required to cover the costs of repairs if any damage occurs to the facility or equipment during use.  It will be under the discretion of the House Coordinator if any deposit monies are refunded.
House Coordinator Details
Lynne Trensky	5968 3881 	0419 584 498	emhouse@iinet.net.au

CHECKLIST
1. Read the Terms & Conditions
2. Filled in a Membership Form
3. Filled in the Booking Form and paid
4. Ring  5968 3881 2 days prior to your event to obtain security information and keys for the facility
5. Fill in any breakages on the Goods Damaged Report and report to the House Coordinator
6. Leave premises as you found it (following the Hirer’s Responsibilities)
7. Take away your rubbish with you
8. Alarm and lock  the facility when leaving 
9. Collect your refund during office hours (Mon – Fri 9am – 4pm)
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