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The purpose of this policy is to provide users with a clear understanding of their responsibilities when hiring MCRN’s meeting room made available to the community.

Definitions:

Commercial hirers are defined as those who undertake activities for the purpose of generating a profit.
Non-commercial hirers are defined as

· Community groups: Groups who meet for the purpose of providing a service for the community’s benefit. Such groups will only be recognised through a statement of incorporation, or sponsorship through an auspice body.

· Not-for-profit groups: an organisation not seeking profit and which does not disperse excess income to its members, in the form of dividends or otherwise. This may include government and non-government organisations, funded and unfunded groups. 
· Private/Individual hirers: Those who undertake activities for the purpose of private events and activities.

POLICY

Mountains Community Resource Network (MCRN) is committed to assisting community organisations access resources, where possible, and as such MCRN aims to make available its large meeting room for use by Blue Mountains community networks and services.

MCRN will apply the following rationale when prioritising groups and individuals requesting a booking of MCRN meeting room:

· MCRN Management and Staff have priority access to the meeting room

· Non-commercial hirers have priority access over commercial hirers

· MCRN reserves the right to deny access to the meeting room when there are justified concerns regarding philosophies, aims and objectives of the group/individual requesting a booking, if they are in conflict with MCRN organisational principles 

MCRN encourages bookings from community networks on an annual basis.

The following constraints, however, to community groups accessing the meeting room, need to be noted:
· The meeting room is part of MCRN space rather than a public facility.

· To access the meeting room outside of normal business hours will negotiate with MCRN staff a time to collect and return the keys and alarm code. 
· Keys are to be collected at a time to be arranged with MCRN staff. 
· Room hirers are required to leave the room clean and tidy.  
· Other arrangements may be negotiated for long term room hirers.

· Fees will be negotiated.

PROCEDURES

The following conditions shall apply to all individuals and groups who hire and utilise MCRN’s meeting room.

1. General Conditions of Use

1.1. All bookings and enquiries are to be made through MCRN staff in person, the MCRN website www.mcrn.org.au, by calling 4759 3599, or emailing support@mcrn.org.au
1.2. MCRN is responsible for room costs e.g. heating, cleaning and upkeep, but will request a contribution to costs from groups, where appropriate. MCRN reserves the right to ask for a financial contribution for room hire.  The fees will not exceed $80 per day or $20 per hour.
2. Responsibilities of Meeting Room Hirer

2.1. Groups need to have their own public liability insurance, unless they come under MCRN community development / social justice. Where appropriate the hiring body is to take out insurance for public liability/risk and any other matter relevant to the purpose for which the room is booked; to the value of $10,000,000. A copy of the insurance cover is to be provided to MCRN and is to be attached to the hiring documentation.

2.2. The hirer will be required to indemnify MCRN against any and all claims arising from the hire of MCRN’s meeting room.

2.3. The use of MCRN’s equipment (e.g. kitchen facilities, whiteboard etc.) is the responsibility of the hirer, who must ensure that the handling of the equipment is undertaken with due care. Persons are not permitted to make any alterations or additions to the MCRN’s equipment.

2.4. The hirer is not authorised to sub-hire the MCRN meeting room or loan MCRN’s equipment to any other group during the term of the hire agreement.

2.5. Keys will be picked up in advance, if required.
2.6. Groups must finish by 5.00pm and can only have access out of hours if a MCRN staff or Management Committee member is involved or if a prior arrangement is made.
2.7. All groups will be responsible for cleaning the tables, vacuuming the floor, cleaning the whiteboard and leaving the room in a good condition for the next group.  Any group that does not adhere to this will be given a warning and may consequently be denied future use of the room.
2.8. All groups are made aware of and have the opportunity to provide feedback and complaints regarding the room and the booking procedures in accordance with MCRN’s Consumer Participation and Feedback as well as Complaint Policies.
3. Responsibilities of MCRN

3.1. MCRN reserves the right to deny a request on the basis that it may be detrimental to the management of MCRN’s assets.

3.2.  A register of requests and bookings for meeting room and equipment will be maintained by MCRN.

3.3. MCRN is committed to community development and in all instances will avoid direct competition with other providers of meeting facilities. Instances when MCRN does recognise that it is competing with another provider, enquirers will be asked to provide justification for requesting the booking of MCRN meeting room. The MCRN Team Leader will make a determination on the suitability of the request.

3.4. MCRN will provide instruction to hirers for the use of key, alarm system and use of the equipment and amenities hired.

3.5. MCRN will undertake an inspection of meeting room and equipment prior and post the hire period.

3.6. In the event of any damage to amenities and equipment being identified post hire MCRN will provide the hirer with details of the findings and the costs for repair or replacement of the equipment. 

3.7. Bookings are made in the Meeting Room booking calendar.  The MCRN staff entering the booking in the calendar is to problem-solve access at the time of booking.
3.8. The Team Leader or Office Administrator will check the booking calendar a few days in advance, and confirm access, if necessary.  If staff need to leave before a group is finished, they will arrange for a key member to lock the room.
3.9. The Booking Calendar will be made available for viewing only on the MCRN website. MCRN staff will ensure that the calendar is always up to date.
3.10. MCRN will acknowledge any feedback given and will deal with any complaint made in accordance with its policies.
* Other relevant policies & documents

- Room Booking Request Form (attached)
- Equipment Hire Policy 

Operations Policy No. 10

- Complaints Policy

Governance Policy No. 2
Adopted by the Management Committee on: 17 February 2010
Review date:-  _________________________

MCRN ROOM BOOKING FORM:
Name of group and activity: ___________________________________________________

Hirer Contact Detail
Name: _______________________________________________________

Address: ______________________________________________________

Telephone __________________________
     Mobile ____________________

Email: _______________________________________________________

Please tick the box that applies to you and your group:

· We/I have got our own public liability insurance and have attached a copy of the certificate of currency

· Our group/activity comes under MCRN community development / social justice activity and we do not have to provide our own insurance 

Please tick one of the following boxes that applies to you:

· A community group

· A not-for-profit organisation

· An individual hiring equipment for private purposes


Meeting Room booking requested for 

date:………………………………………………..time:……………………………………………….

Do you require access to any of MCRN’s equipment during the time of room hire?

· PA System

· Data Projector

· Display Boards

· Video Camera

· Photo Camera

Key:   To be collected on _________________to be returned by_____________________________

Disclaimer:

I have read and understood MCRN’s Meeting Room Booking and Equipment Hire Policies. I agree to leave the meeting room in the same or better condition after use. Any loss or damage of equipment is my responsibility.

Signed:

Date: ____________________________________________
NOTE:

If your meeting time falls outside of usual business hours, you must collect a key and alarm code from MCRN on Mondays or Thursdays, 9.00am – 3.00pm. If you wish to collect the key and alarm code outside these hours, please contact MCRN on 4759 3599 to make an alternative arrangement.

Please return this form to MCRN by fax 02 4759 3299 or e-mail to support@mcrn.org.au 
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