Terms and Conditions of Hire
In this document, ‘You’ or ‘Your’ refers to the Hirer and ‘We’ or ‘Our’ refers to Libraries Tasmania. ‘Facility’ refers to Libraries Tasmania rooms available for hire and equipment.
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Description automatically generated]Room Hire Request 
For details about rooms available for hire at your local library, including capacity, equipment and hire fees, visit: https://libraries.tas.gov.au/public-libraries/meeting-rooms-at-your-library/. Please check room availability with the library before filling out this form.
Your room booking request is subject to availability and approval. We may ask for additional information to assess your request. Bookings remain tentative until confirmed by the library.
Your details
	Name
	

	Address
	

	Phone
	
	Email

	Are you booking on behalf of an organisation?
	☐ Yes	 ☐ No	

	If yes:
	Organisation name
	

	
	Is it not-for-profit?
	☐ Yes	 ☐ No

	Do you have public liability insurance?
	☐ Yes 	 ☐ No (see Terms and Conditions of Hire)

	If yes:
	Please attached copy of certificate of currency

	If you are aged under 18 years, please nominate a contact person who is aged 18 or over and will be present during the event. The email confirmation will be sent to this person.

	Name
	

	Phone
	
	Email


[bookmark: _Hlk194395676]Room use and requirements
	Type of event/activity
	

	Is the event open to the public?
	☐ Yes*	☐ No

	Will there be children at the event
	☐ Yes*	☐ No

	Date:
	Start time:
	Finish time:

	Number of attendees:
	Room preference:

	Activity or event description:





Room use and requirements (continued)
	Frequency
	☐ One-off	☐ Regular *

	Are you serving alcohol?
	☐ Yes *	☐ No

	Will admission be charged?
	☐ Yes	*	☐ No

	Will items be offered for sale?
	☐ Yes	*	☐ No

	Hire requirements (tick all that apply)

	☐ Chairs 
	How many chairs?

	☐ Tables
	How many tables?

	☐ Audio-visual/IT equipment
	Please tell us your requirements:



	☐ Use of kitchen 
	☐  Something else (please specify)


* Requires library manager approval. Additional information may be requested to assess your hire request.
Signature
	By signing below, you confirm you have read and agree to the Terms and Conditions of Hire and the information provided in this request is true and correct.

	Name
	

	Signature
	

	Date: 


Staff use only
	Approved
	 Yes 	☐ No (provide reason):	

	Risk assessment
	☐ N/A	☐ Low 	☐ Medium	☐ High

	Room hire fee
	☐  Commercial rate		☐  Community rate
$	

	Other costs
	$		(provide details) 

	Total due
	$
	Payment method:	  Cash 	  Credit card	 Invoice

	Staff name
	
	Signature
	

	Manager name* 
	
	Signature
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Bookings and payment
Room hire requests must be made using the Room Hire Request Form and will be assessed against Libraries Tasmania’s Client Diversity and Inclusion Policy https://libraries.tas.gov.au/about-us/policies-and-governance/policies/, DECYP values and applicable laws, including but not limited to the Anti-Discrimination Act 1998 (Tas.) and Work Health and Safety Act 2012 (Tas.) 
The library manager may request additional information about the proposed room use, including a risk assessment to identify potential risks and measures to mitigate them
The library manager is responsible for approving room booking requests where:
a) the room hired will be open for a public event/activity and/or be publicly advertised
b) admission fees will be charged
c) alcohol will be served
d) items will be sold.
Alcohol must not be served to people under the age of 18 years. Any required permits or licenses and all associated risks will be the responsibility of the Hirer.
You must pay the hire fee at the time of booking confirmation. 
A community rate applies if the Hirer is a not-for-profit individual, group or organisation, or a body incorporated under the Associations Incorporation Act 1964 (Tas.). You may be asked to provide proof of not-for-profit status.
A commercial rate applies if the Hirer is a for-profit individual, group or organisation. 
You agree to pay any costs associated with the use of facilities outside site opening hours. This may include our staff or security services required onsite. 
If you go over your booking time beyond the library’s opening hours, you may be billed for our staff attendance or any security services. 

Cancellations
We reserve priority use of our facilities and in rare instances may cancel a scheduled booking. 
We reserve the right to cancel a booking if the intended use conflicts with the original purpose provided on the request form and these Terms and Conditions of Hire. The library manager or delegate is the final authority in granting or refusing permission for the use of meeting rooms.
You should notify the library as soon as possible if you need to cancel or reschedule your booking. Hire fees are non-refundable if cancellation notice is received less than 48 hours before the event.
Facilities and equipment
Access to kitchen facilities is included where these facilities are available. You must provide your own supplies (tea, coffee, milk, sugar, etc).
Tables and chairs are available at no additional cost. Set-up is the responsibility of the Hirer. You must return furniture and equipment to its original location at the end of the hire period. 
You must leave the room clean and tidy and report any damage or spills to the library manager. You will be charged the cost of additional cleaning or repairs to damage resulting from the use. 
You must return keys promptly and securely. You will be required to meet any costs incurred if keys are lost or building security is compromised. 
We accept no responsibility for internet accessibility or liability for your equipment. Internet use must be in accordance with the Internet Conditions of Use available on the Libraries Tasmania website.
You are responsible for relevant licences to cover use of recorded music and songs, films, and television broadcasts in our facilities. 

Responsible and safe behaviour
You are responsible for ensuring that your event complies with Libraries Tasmania policies available at: https://libraries.tas.gov.au/about-us/policies-and-governance/policies/ including but not limited to:
· Animals in Libraries Policy
· Client Diversity and Inclusion Policy
· Internet conditions of use
· Responsible Conduct Policy
· Safeguarding Children Policy
You are responsible to ensure orderly behaviour and adequate supervision at the event. 
If noise or participant behaviour creates a problem to other library visitors, staff or neighbours, we reserve the right to call police and to immediately terminate the hire. Hire fees will not be refunded in this circumstance.
You may arrange your own event catering; however, kitchen facilities may be limited, shared with others, and or unavailable. You must ensure that kitchen facilities and all equipment are left clean and in good condition. You will be charged the cost for extra cleaning or replacement of equipment. It is your responsibility to ensure that caterers are aware of the Terms and Conditions of Hire and that all catering arrangements comply with food safety regulations.
Smoking in any part of the library site, including the grounds, is prohibited. 
If required, you must complete a COVID-19 Safety Checklist and observe any health and safety restrictions and practices in effect at the time of room use.  
Insurance and liability
Hirers who are for-profit organisations must hold a policy of public liability insurance for at least $20,000,000 unless otherwise agreed in writing with the Executive Director, Libraries Tasmania. 
If you are an individual or a community group or organisation (incorporated or unincorporated) not otherwise insured, the Department for Education, Children and Young People (DECYP) provides legal liability insurance cover through the Tasmanian Risk Management Fund for hirers of its facilities. You are responsible for the excess of $500 that is attached to any claim. See www.treasury.tas.gov.au 
You indemnify the Crown in Right of Tasmania, the Minister for Education, the DECYP Secretary, the Executive Director of Libraries Tasmania, and the Libraries Tasmania site against all present and future legal liability, claims or proceedings for:
a) personal injury to, or death of, a third party
b) either or both loss of, or damage to, property of a third party
c) financial loss of a third party 
arising from, or attributable to, the Hirer’s occupation or use of the Facilities or the Hirer’s rights and entitlements under these Terms and Conditions of Hire.
The Hirer waives all present and future rights to claim against the Crown in Right of Tasmania, the Ministers for Education, the Secretary DECYP, the Executive Director of Libraries Tasmania and the Libraries Tasmania site for: 
a) personal injury to, or death of, the Hirer
b) either or both loss of, or damage to, any of the Hirer’s property
c) financial loss to the Hirer.
arising from, or attributable to, the Hirer’s occupation or use of the Facilities.
The indemnities and waiver in clauses 22 and 23
a) do not extend to liability caused by the wrongful (including negligent) act or omission of the Crown in Right of Tasmania, The Minster for Education, the Secretary DECYP, the Executive Director Libraries Tasmania and the Libraries Tasmania site
b) are continuing obligations of the Hirer, separate and independent from any other obligations
c) survive the termination of this Agreement.
If the Hirer is an unincorporated association or other unincorporated body, the person signing booking request form is responsible for any costs or expenses associated with meeting the Terms and Conditions of Hire. 
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