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Room Hireage:
1. Please leave the room/s you have been using in the same condition as you found them.  Note the way chairs, tables, etc are arranged in the room and try to put them back as they are.

2. Do not move furniture from one room to another.  If extra furniture is required, please contact Reception.

3. Brooms and dustpans are available for sweeping the floor in rooms where this is appropriate.  A vacuum cleaner is also available.  A mop, bucket and hot water are available in the cupboard.  The designated person who picks the key up will be shown where everything is kept.

4. On leaving room/s, please double-check that they are clean and tidy.  Turn off all lights and heaters.  Close any windows. 

5. In the kitchen, please make sure all benches are wiped down, dishes are in the dishwasher and machine is turned on. Powder is in the cupboard under the sink. If the dishwasher has finished while you are still here, we would appreciate it if you put your dishes away tidily in the cupboards. 

6. Please check whether there are any other groups still using the building when your function has finished.  If your group is the last to leave, you are responsible to check to see that all external doors are locked and windows are closed.  

7. We have a Data Projector available for hire at a nominal fee:  $25 per half day on request.

8. Please note:  There is no smoking or alcohol allowed on the premises.

9. All damage to furnishings, fittings and crockery must be reported the next working day to the Receptionist.  Users will be asked to pay for damage caused.

Thank you.

