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Venue Hire Policy 
policy, application form, contract 

 

 
Policy Title: Venue Hire Date:18/9/18 
Costs reviewed 15/11/21 Review Date: 11/1/22 

 
 
 

 
 
 
 
 

 
 
 
 
 

Strategic Plan 
Strategic Area: Facilities Management 
Objective: Review management information systems to improve 
accountability and ensure transparency 
Activity/output: create booking system and TOR for venue hire 
Performance Indicator: improved e booking 

Work Plan 
Activity: Develop  venue  hire  policy  & procedures 
Deliverables: Policy, application, Terms & Conditions, contract 
Impact: Increased transparency, improved accountability from 
ARCCO and venue hirers 
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SPACE FOR EVERYONE – Venue Hire 

 
ARCO has facilities and spaces, available for hire. 

 
Community spaces are suitable for community meetings, school groups, small 
meetings, conferences, functions, exhibitions, performances, fairs and markets 
(permissions apply). 

 
Schedule of costs and Conditions of Hire can be found at pages 3 & 4. 

 

Spaces include: 
 

Space Accommodation/Activities 

Gumbramorra Hall Approximately 500 people 

StirrUp Gallery Art, installations & performance gallery, 98sqm 

Grounds (9 acres) Pet shows, markets, special occasion functions etc. 

Bar and catering BYO (conditions apply for sale of alcohol) 

Tours/Groups Groups (including schools). 

Habitat Tree, Heritage Trail, Food Justice Campaign, 
community gardens & composting. 

Blocking Roads ARCO will advise 

Filming/photography As agreed with ARCO 
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Accessibility 

Addison Road’s Gumbramorra Hall has an at grade entry and accessible toilet 
facilities. StirrUp Gallery has ramp access to the front entry. 

Accessible toilet facilities on site are located adjacent to Hut 16 and near the Main 
Entry Gates to the site. 

Designated disabled parking spaces are provided in Addison Road’s Central 
carpark. 

 
 

Conditions of hire 

The Conditions of Hire should be read and understood in full. (See over) 
They describe: 

 Fees and charges
 Cancellations
 Insurance
 Venue and key security
 Noise control
 Cleaning
 Alcohol and catering
 Parking and safety

 
 

Waiving or discounting fees 

Where there is evidence, that the payment of the hire fee will result in serious 
financial hardship, in a particular circumstance, ARCO may consider waiving 
payment or reducing the fee. 

ARCO will make such decisions with integrity, transparency and equity, whilst 
also considering its financial obligations, to the Centre as a whole. 

In the event of a fee waiver or reduction, ARCO encourages you to acknowledge 
the work of ARCO, at your event, in lieu of paying this fee. 

 
 

Contacts 

For general enquiries and bookings, please contact: 

Ph.: 9569 7633 

Email inquiries: 
Gurwinder Kaur info@addiroad.org.au 
Vanessa James StirrUp Gallery  stirrupgallery@addiroad.org.au 

mailto:info@addiroad.org.au
mailto:stirrupgallery@addiroad.org.au
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SCHEDULE OF COSTS - 2022/2023 
 

Space Cost 

Gumbramorra Hall 

ARCO members 
50%off 

 Mon – Thurs (inclusive, min 3 hour) 

$50 per/hour + GST 

 Fri a.m. (min 3 hours) 

$150+ GST 

 Fri p.m. (min 3 hours) & all day Sat and Sunday 

$1,250+ GST 

 Events for more than 100 people - $1,250 + GST 
(weekday & weekends) 

 

StirrUp Gallery 

ARCCO members 
50%off 

Students 20% off 

Bump in Monday – Bump out Sunday - full weeks only - 

$625 per/week +GST 

Full day - $185 flat rate 

$30 per hour +GST (minimum 3 hours) 

Grounds (9 acres) Mon –Sun $565 +GST 

Bar and catering BYO no charge (conditions apply) 

Tours/Groups Mon – Sun - $375 +GST 

Blocking Roads Mon – Sun -$625 +GST 

Filming/photography Mon – Sun -$375 +GST 

Bins for rubbish 240 L $30 per bin 

BBQ Hut (per day) Mon-Sun $125 Inc GST Flat Rate 

Bond $300 
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CONDITIONS OF HIRE – initial each page as read in 

bottom right hand corner. 

Please read and understand the Conditions of Hire document. We want your 
experience to be safe, efficient and compliant with relevant ARCO policies and legal 
obligations. 

 
The word “you” in these Conditions of Hire, means “the Hirer” 

 

 
Fees and Charges 

The total hire fee, plus a Bond of $300, must be paid within 14 calendar days after 
the  booking approval has been confirmed. If fees are not  paid, ARCO will cancel the 
booking. 

 
Security/cleaning bond – ARCO reserves the right to request and hold a bond of 
$300 to cover any expenses arising from your use of the venue, for example, if the 
venue is damaged as a result of your use. This bond will be refunded after the 
event(s). 

 
Consequences/fines – You may be charged extra time in whole hours plus a 25% 
penalty per hour if: 

 You are late in vacating the hired space
 You access the hired space outside of the hired hours 

These extra charges may be deducted from the bond.
 

Changes to bookings – Any changes to a booking made by you, within 7 days of the 
booking, may incur an additional fee. 

 
GST is shown next to the hourly/daily/weekly fee rates. 
Any damages payments, against the security deposit, will be liable to GST. Costs plus 
GST will be taken into account in calculating any refund due to you. 

 
Cancellations 

All cancellations should be confirmed in writing/email. 
Should you need to cancel a booking, a fee may be charged: 

 
 4 weeks notice – bond fee only
 Less than 4 weeks notice – 50% full hire fee + bond fee
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Compulsory  Insurance 

If you hire facilities, you must have $20 million public liability insurance coverage. 

Proof of coverage is required before your booking can be confirmed. For valuable 
items of equipment or artworks it is also advisable to hold additional insurance 
covering damage and/or theft. 

ARCO must be able to ensure that it is indemnified against any claims for injury to 
persons, or damage to property, arising out if the hire of ARCO space/building. 

ARCO reserves the right to cancel any hire booking, if you fail to comply with the 
public liability indemnity guarantee, as described above. 

 
Small community organisations, groups or individuals who do not have public 
liability insurance should apply for insurance cover, for the event. ARCO will  
assist with advice. 

 
Indemnity 

You will indemnify and keep ARCO indemnified for and against all damages, 
action, suits, claims, costs and demands, which may be made or recovered 
against ARCO by any person whatsoever in respect of any loss, injury (including 
death) or damage sustained whilst in or upon ARCO’s premises except to the 
extent that such loss, injury or damage is caused by the negligence of ARCO its 
servants and agents. 

 
Keys and access 

 
A member of ARCO staff will open your hired space during office hours 
(9 a.m.- 5 p.m. Mon–Fri). After hours, including weekends, the caretaker will 
open the space. Caretaker Contact: Kerry 0422 107 127 

 
Centre gates close Sun – Thurs 10:30 p.m. and Fri –Sat at 12 a.m. 

Please be at your event prior to the advertised starting time. 

You may only access the hired space during your booked hours. 
If alarms are activated because you have not observed your booked hours, ARCO 
may have to charge for any costs incurred in relation to security of the site. 

 
Having first made arrangements with ARCO, you may visit your pre booked space 
during business hours. 

 
ARCO will have control over entry and exit to the Centre, parking and timing of 
openings and closures of the Centre and admission (or refusal of admission), of the 
public, should the need arise. 
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You can only use the space booked, and agreed to, by ARCO. And you must only 
use it for the purpose as agreed in the Hiring Agreement. 

 
It is your responsibility to use all equipment and facilities safely, and in 
accordance with work health and safety principles. 

 
No structural alterations or additions to hired spaces can be made. Please do not 
use nails, screws or tapes that will damage the walls, floors, furniture or 
equipment. 

 
You are responsible for any damage that may occur during the period of your 
booking. 

 
If you move furniture, or other items, it is your responsibility to return them to 
their original place. 

 
Please ensure children are looked after, at all times. Do not leave them 
unattended – it is a big Centre, with many uses and users. 

 
 

Noise 

The Centre is in a residential area, and for the enjoyment of all, please consider 
the neighbours and initiate thoughtful noise controls. 

 
If you are requested by ARCO to reduce noise, you must comply promptly. 

An offence occurs if a noise continues after a council officer or police officer has 
given a warning. Your organisation/event will be liable for any fines resulting 
from a noise offence. 

 
Pay attention to the location of residential boundaries and be considerate of the 
impact of your noise levels. 

 
If your event is going to produce noise exceeding usual background noise, for 
example loud music, or the use of public address systems, the Inner West 
Council, in its Notice Of Determination for ARCO’s Development Application 
2018, has determined the following: 

 
“ Noise from patrons and amplified music produced from the site must comply 
with the following criteria: 

 
 

 
(a) The L10 noise level emitted from the site shall not exceed 3dB(A) above the 
background (L90) noise level in any Octave Band Centre Frequency (31.5Hz to 
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8KHz) between the hours of 10.00am and 8.00pm on the day of the event when 
assessed at the nearest affected residential boundary. The background noise 
level shall be measured in the absence of noise emitted from the site. 

 
(b) The LA10 noise level emitted from the site shall not exceed the background 
(LA90) noise level in any Octave Band Centre Frequency (31.5Hz to 8 KHz) 
between the hours of 12.00 midnight to 7.00am when assessed at the nearest 
affected residential boundary. The background noise level shall be measured in 
the absence of noise emitted from the site. 

 
(c) Notwithstanding compliance with the above clauses, the noise from the site 
shall not be audible within any habitable room in any residential premises 
between the hours of 12.00 midnight to 7.00am. 

 
 

Time-of-day noise restrictions 

During the following times, noise should not be heard in a habitable room in a 
neighbour's residence: 

 
 

Noise source Time restrictions 

 

Music 
 

Midnight to 8 am on Friday, Saturday or 
any day preceding a public holiday 

10pm to 8am on any other day 

 

Power tools 
 

8pm to 8am on any Saturday, Sunday or 
public holiday 

8pm to 7am on any other day 

 

Motor vehicles (except when entering 
or leaving residential premises) 

 

8pm to 8am on weekends and public 
holidays 

8pm to 7am on any other day 

 

Refrigeration unit fitted to motor 
vehicles 

 

8pm to 8am on weekends and public 
holidays 

8pm to 7am on any other day 
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Cleaning 

The space that you hire should be returned to its clean condition, after use. 
It is your responsibility to ensure the space is tidied of all rubbish, and that 
rubbish is put into the correct bins, as provided. Sinks, benches and fridges 
should be clean and wiped down and floors swept. 

 
If the hired space is not clean and tidy, as hired, it will be at your cost, that 
additional cleaners may be employed, to put right, the space. 

 
Shower and changing rooms (Gumbramorra Hall) 

 
Showers and changing rooms are available on request. They should be left clean 
and tidy and free of rubbish. 

 
Alcohol 

If alcohol is to be consumed in the hired space, you must obtain ARCO’s consent 
at the time of booking. 

 
The sale of alcohol is subject to approvals and permits from Liquor & Gaming 
NSW and the local Police. Copies of relevant approvals/permits must be provided 
to ARCO, so that your booking can be confirmed. 

 
You should have your permits on site, at your event. 

No sale of alcohol to minors. 

Smoking 

No smoking in buildings. 
 

Security 

Any security staff employed by you will be at your expense. 
 

Please make sure that a responsible person remains, until all participants at your 
event, have left the hired space. 

 
Media 

Please let ARCO know if you intend to photograph, broadcast, televise or record any 
activity within the hired space or Centre. 

 
You may be required by ARCO to include information specific to the Centre and 
ARCO’s work. 
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You can hire caterers. 

For safety and health reasons you should make sure that your caterer follows NSW 
Health Guidelines. 
You will need to provide all of your own catering, equipment including crockery and 
other utensils. 

 
Please leave the hired space clean and tidy and clear of all food. 

Any extra cleaning costs incurred by ARCO will be at your expense. 

Safety and Emergency Evacuation 

ARCO will explain emergency evacuation procedures. Make sure to discuss this prior 
to your event. 

 
Hired spaces are not equipped with emergency first aid kits. It is your responsibility 
to have first aid supplies available at your event. 

 
In the case of an emergency or fire, the venue must be evacuated according to the 
evacuation chart clearly visible on the walls of the venue. 

 
All exits must be maintained clear and open for exit or entry without obstruction at all 
times. Blocking a fire exit is unlawful. 

 
Use of dangerous goods – You will not bring or permit any flame, candle, explosive, 
fuel, ammunition, pyrotechnic, firearm or flammable liquid or substance, or any 
dangerous weapon to be brought into, or used in the venue except with the express 
written consent of ARCO. 

 
Parking 

There is some on-site parking. 
Parking signs and restrictions must be observed. 
You are not permitted to park on grassed areas, footpaths or driveways. 

 
Regulations 

 
The person or organisation that hires the ARCO space agrees to accept responsibility 
for any failure on the part of agents, employees, contractors, guests and invitees to 
observe and comply with these provisions. 

 
The person or organisation that hires the ARCO space, their agents, employees and 
contractors must comply with ARCO’s WHS policy while on the ARCO’s premises. 
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You shall not transfer, assign, sub-let or sub-hire any rights under this agreement. If 
you do, the booking will be cancelled, and full cancellation fees will apply. 

 
Any dispute arising between you and any employee of ARCO shall be referred to the 
Chief Executive Officer or ARCO Board, whose decision on the matter shall be final  
and conclusive. 

 
You as the hirer, must be 18 years or older. 

 
Emergency contacts 

In an emergency call 000 for the police or fire brigade. 

 

 
If the booking is approved, I hereby understand and agree to 
comply in all respects with these Conditions of Hire. 

 
Signed: (Hirer) 
Date 

 
Please return signed Conditions of Hire form to Gurwinder at 

info@addiroad.org.au 

 
 
 
 
 

 

mailto:info@addiroad.org.au
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