	CO-CREATION WELLNESS CENTRE 2012
	



VENUE HIRE APPLICATION FORM
I would like to hire _____________________________room.

Name of Applicant/Company:_________________________

__________________________________________________

Mailing/Billing Address:______________________________

________________________________________________________________State:____________Postcode:___________

Telephone:_________________ Mobile:_________________
Fax:_______________________ Email:__________________

------------------------------------------------------------------------------------Booking Date(s):____________________________________
__________________________________________________
Room Access Time:_________________________________
Event Start Time:___________________________________
Finish Time:_______________________________________
Purpose of Hire: ____________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________

	PLEASE NOTE:Public Liability Insurance is essential. A copy of you public liability Insurance must be received to complete this application: The Terms & Conditions must also be read and Hiring Agreement form signed in addition to supplying a public liability insurance Certificate of Currency.


VENUE HIRE APPLICATION FORM
IMPORTANT PLEASE COMPLETET FULLY
How many Chairs? ______   How many Tables?______
Please circle below what is required:
· Data projector (costs apply)
· DVD player

· CD player
· Whiteboards
· Flipchart
· PA system & Microphone 

· Lectern 

FEE SCHEDULE

	
	ROOM SIZE
	SEATING CAPACITY
	HOURLY 

Rate
	Daily 

Rate

	SEMINAR ROOM 1
	16.5m x 5.6M

92 sqm
	Max 80
	$42ph(inc GST)

Min of 2 hrs
	$280(inc GST)

	SEMINAR ROOM 2
	11.6m x 4.6m

53 sqm
	Max 45
	$33ph(inc GST)

Min of 2 hrs
	$210(inc GST)

	SEMINAR

ROOM 3
	4.6m x 3.3m

15.18 sqm
	Max 10
	$27ph(inc GST)
	$125(inc GST)

	CONSULTING ROOM 
	3.9m x 3.4m

13.26 sqm
	Max 5
	$25ph(inc GST)
	$80(inc GST)


Additional Information _______________________________________

_________________________________________________________

_________________________________________________________

Rental fee: $__________ per hour/ day

Equipment hire:$__________
Total cost: $__________
TERMS & CONDITIONS

Booking of Seminar Room: 

· To secure your seminar room booking a 50% deposit is required at the time of the booking or due no later than 72 hours of the booking notification.

· Tentative bookings can be taken, however if another booking request comes through for the same date then a deposit is immediately required to secure your booking. 

· The deposit will be credited against your final account.

· The final balance is due no later than 14 days prior to your event.

· If you have multiple bookings then a payment schedule can be prepared and deposits amount can be negotiated.

Cancellations

· Cancellations made more than 14 days before the scheduled event will incur a 25% cancellation fee.

· If the booking is cancelled within 2 weeks of scheduled event full fee is charged.
Changes to your booking

· Please advise us immediately to any changes that may arise regarding your event so we can ensure that we at Co-Creation Wellness Centre can ensure that we can accommodate the changes to your booking and effectively meet your needs.
Insurance
· It is essential that you have your own Public Liability Insurance. This is to cover your activity in case of an accident or injury that may occur.

· It is essential that you have a current public liability insurance policy of no less than $10,000,000 in order to hire a seminar room.

· A copy of the insurance needs to be provided as part of your application for room hires.

· You must ensure that your Insurance policy is current and is kept up to date at all times.
· You agree to take full responsibility for the duty of care of your participants and agree that Co-Creation Wellness Centre, its director or any other associated persons will hold no liability whilst utilising the centre at Level 1/89 Chandos St, St Leonard’s NSW 2065.

TERMS & CONDITIONS

Usage & Damage 

· The space is leased to you on a casual basis to conduct courses, seminars; classes or consultations and you herein agree to take responsibility for the return to order of space and facilities and removal of rubbish physical or otherwise.

· Any damage caused to Co-Creation Wellness Centre(including any equipment and facilities) by you or any of your participants during your event will be your responsibility and therefore will be replaced or repaired by you at your expense.
· We reserve the right to determine the cost of any damages or extra cleaning necessary outside that which is normally expected following usage of our venue.

· No nails, pins or posters should be affixed to the walls. The hired room must be locked upon departure.
· Co-Creation Wellness Centre does not accept responsibility for the loss, theft or damage to any guest lecturer or participants equipment at the premises, it is therefore essential that your own Insurance covers professional liability as appropriate.
Room Set-up
· You are allowed 30 mins for the set-up of personal equipment and 30 mins after the booking period ends for dismantling.  

· If more time is required it is essential that we are informed as other groups or individuals are also utilizing the centre.
Catering and Tea Making Facilities
· You are welcome to bring in your own refreshments for morning and afternoon tea. Urn is provided, water filter, refrigerator is also available for use.

· Alternatively we can recommend and arrange catering needs to suit your event and budget or if you have your own preferred caterer, you are welcome to have them cater your event.
· Arrangements for this can be made at the time of booking with no less than 2 week’s notification. 
· Catering requests with less than 2 weeks’ notice may not be accommodated for.
TERMS & CONDITIONS

Cleanliness

· You must maintain cleanliness of the seminar or consulting rooms and any equipment you use. 

· Please place all garbage in appropriate bins.

· The kitchen is to be left clean.

· Please do not leave any leftover food or drink in the fridge.

· If you use the microwave or the grill, please wipe over at the end of your event.

· If a major spillage occurs on the Carpets and floors it is essential that you immediately clean it to avoid damage.
Noise: Please note that there may be groups in other parts of the venue therefore please be considerate of noise when entering and exiting the premises.
Equipment

· The cost of room usage may include the use of a whiteboard, chairs, CD player, TV, cushions, blankets, water filter at no additional costs and is also dependant on the availability.

· Please use whiteboard markers only, and check availability at time of booking.
BOOKING OF THE CONSULTING/PRACTITIONER ROOM

Casual Booking

· The room hire must be made prior to the booking time.(please refer to payment options below)

· Cancellations must be made more than 48 hours before booking date/time, less than 48 hours will require payment of the full hire fee.

Permanent Booking
· Booking fees to be paid monthly in advance on the 15th day of each month.(please refer to payment options below)
· 14 days’ notice of cancellation required otherwise full fee will be payable.
Insurance.

· It is essential that you have your own Insurance to cover you and your service. 
·  A certificate of currency and a copy of your policy must be provided upon booking a practitioner room.

· It is essential that you keep your policy current and updated at all times if you intend to use our rooms on an ongoing basis.

· You agree to take full responsibility for the duty of care of your clients and agree that Co-Creation Wellness Centre, its director or any other associated persons will hold no liability whilst utilising the centre at Level 1/89 Chandos St, St Leonard’s NSW 2065.

TERMS & CONDITIONS
Venue Hire Checklist
Please ensure :
· Lights are turned off including bathroom / kitchen and or any practitioner room.

· Air conditioning is switched off 

· Ensure the seminar room and kitchen is left clean(ensure all glasses / dishes are washed and put back where you found them)
· Place all garbage in appropriate bins and all rubbish is removed and placed in the green bins located in the parking space on the side of the building.

· Front double glass doors at the entry of the space need to be locked behind you as well as the front doors at the front of the building– Please check.

Payment
Method of payment – please circle: cash/cheque/direct deposit/credit card accepted. 

1) Cheque: Please write a cheque out to CoCreationThetahealing and Post to PO Box 161 Merrylands 2160 NSW.

2) Direct Deposit: Commonwealth Bank Australia

           BSB: 062336

                     A/C No: 10140980

3) For credit card Payments, please complete the following:

              Name on card: ___________________________________________
                Card number: ____________________________________________

                            Expiry: _____________
I authorise that my credit card be charged for an amount of _______ (deposit) on this date_____________ and an amount of _________ (final payment) will be charged 14 days prior to the commencementof your event.
Signature:  

   Date __________________
CO-CREATION WELLNESS CENTRE AGREEMENT

This agreement is between, ___________________________ 

 ________________________ and Co-Creation Wellness Centre.

By my signature below I acknowledge that I have understood and accept the agreement and the terms and conditions as stated above. I also agree that by signing the below that this will remain as a master copy and will be used for any future venue hire and only a new agreement will be signed if the terms and conditions change. 
-------------------------------------------------------------        ----------------------------------------------------------------------

Mark Anthony & Theresa Fahd
Name:________________________
Directors of Co-Creation 

Business Name_________________

Wellness Centre

                   _____________________________

Date:____________________       Date:_________________________

Please sign above and either post to the address below or fax back to 02 9613 0407.  
CO-CREATION WELLNESS CENTRE, LEVEL 1/89 CHANDOS ST, ST LEONARD’S NSW 2065
PH: 9613 0712 FAX:9613 0407                            WEB:  www.thetahealing.net.au

