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1. Bookings

Bookings can be made online through library.customer@act.gov.au.  Bookings can be made up to six months in advance within the financial year. 

Hirers must be a member of Libraries ACT. Proof of current ACT address is required to register as a library member.

Priority is given to community groups and not for profit organisations.  

ACT Government agencies who are co-located with Libraries ACT facilities, such as Colleges and/or Canberra Institute of Technology cannot book any more than 10% of available time in any calendar month.

1.1. Confirming Bookings

Tentative bookings can be made on request. Bookings will be confirmed upon receipt of signed and completed booking form and payment of appropriate fee, if applicable.

Tentative bookings will lapse if not confirmed seven days prior to the event. 

Confirmed Bookings will have priority.

1.2. Payments

Payments must be received 48 hours prior to the event. Payments can be made by cash or cheque at any library. Where applicable, groups can request to be invoiced.

Where use of room/s does not carry a fee, conditions of use still apply.

1.3. Booking Checklist

A Checklist will be provided to the person and / or organisation making the booking. 

This checklist must be completed, signed and submitted to staff of the relevant Library branch after use.
1.4. Cancelling Bookings

If a group fails to use the room at the appointed time, Libraries ACT may limit access of the room for a period of time.

If bookings are cancelled on more than one occasion by a hirer, further bookings by that hirer will be reviewed. 

No refunds will be given for cancelled bookings, however booking times can be exchanged if arrangements are made 48 hours prior to the booking time.

1.5. Termination of Bookings

Libraries ACT may terminate bookings or availability for hire of venues at any time. 

Notice will be supplied in writing to the hirer with as much lead time as practicable.

Bookings can be terminated without notice as a result of damage to property, noise or nuisance to other library patrons or residents, or failure to pay for hire or other costs.

1.6. Contacts

For information on booking Libraries ACT community rooms please contact the Customer Information Centre on 62059000.

2. Usage of Facilities

2.1. Closing and Clean Up

It is the responsibility of the hirer to ensure that all doors and windows are locked; power points, lights, and equipment are turned off at the end of each session. 

Premises must be left clean and in good condition. Hirers are responsible for cleaning up spillages immediately. 

All users must vacant the premises at the arranged time.

Fees will apply for failure to close up properly, shut off equipment or leaving premises and left in original state.

2.2. Damage

The Hirer will be held responsible for payment of any damage to property, furnishings or equipment, other than through normal wear and tear.  

2.3. Furniture and Equipment Sold

All rooms contain tables, chairs, whiteboards and urns.

Set up and packing up of furniture may be required. This will be the responsibility of the hirer, 

All rooms and furniture must be returned to how the room was found, and damage must not occur to walls, flooring, etc. when moving furniture.

If groups require particular equipment (e.g. overhead projector) items must be requested at the time of booking.

2.4. Storage of Personal Items

Groups are not able to store food, personal items, equipment or furniture  on the premises.

3. Disclaimer

Libraries ACT accepts no responsibility for personal items or property lost, stolen or damaged in the community rooms or learning facilities.

4. Respect and Courtesy

All community groups are welcome to use the rooms and  learning facilities in any of our libraries provided they treat staff and other users with respect and courtesy. 

Libraries ACT reserves the right to refuse or rescind bookings for users who do not adhere to this condition.

5. Seating Capacity

	Library
	Capacity 
	Category
	Kitchen facilities

	Belconnen
	50
	2
	yes

	Civic -Mezzanine
	30
	2
	limited

	Civic - Hub
	10
	1
	no

	Dickson
	20
	1
	limited

	Erindale
	20
	1
	No

	Gungahlin -Conference Room 1 
	100
	3
	Yes

	Gungahlin - Conference Room 2
	100
	3
	Yes

	Gungahlin - Training Room 1
	25
	2
	Yes

	Gungahlin - Training Room 2
	25
	2
	Yes

	Gungahlin Meeting Room 1
	10
	1
	no

	Gungahlin Meeting Room 2
	10
	1
	No

	Kippax
	20
	1
	Limited

	Tuggeranong
	50
	2
	Limited

	Woden
	20
	2
	limited


6. Hire Fees 

Community rooms and learning facilities are available for any groups who demonstrate a learning outcome for the community.  

Fees are determined on the size, capacity and facilities in the rooms, and the nature of the user group.

· Libraries ACT reserves the right to change fees as per Government fees and charges. 

· Fees may change within the period of booking, usually 1 July each year. 

· Minimum charge is for one hour.
7. Hours of Operation
Rooms are available during the opening hours of library Branches. 

After hours access varies. Gungahlin, Belconnen, Civic, Dickson, Kippax and Tuggeranong libraries provide after hours access to rooms

Erindale and Woden are able to be used during library opening hours only. 

8. Access to the Room
Groups are responsible for collecting the keys or access cards during library opening hours, and must be collected before the booked time.  

The hirer must obtain a key or access card for access to the building and ensure the key is returned according to library requirements.

In the event that the key or access card is lost a fee will be incurred.  

If library staff or security staff are called out to the library after hours a fee will be charged.

Groups WILL NOT be given permanent access to a key or access card.

9. Kitchen Facilities
Limited kitchen facilities are available for use by user groups.  

Groups are generally required to provide all utensils, cups and plates if required.

All groups are to provide their own consumable items – tea, coffee, milk, food and cleaning supplies.

Kitchens are to be maintained in a clean and tidy state with all equipment to be washed after use. 

Rubbish is to be secured in a waterproof plastic bag and removed if possible.. 

Hot food and alcohol is generally not permitted, and only allowed with prior written approval. 

10. Noise
Noise must be kept to a minimum as a courtesy to other library patrons and residents in close proximity.
11. Externally Hired Equipment
Independent arrangements and payments must be made by the hirer, however this  must be approved by Libraries ACT at time of booking. 

Equipment that has been hired in from an external company needs to be collected no later than the morning of the following business day.  

Libraries ACT carries no responsibility for this equipment.
12. Penalties
If additional cleaning is required as a result of the booking, or if items in the room are damaged, Libraries ACT will bill the person or organisation making the booking. 

If an after-hours call-out is required Libraries ACT will bill the person or organisation making the booking.  

	Item
	Penalty

	Damage to the structure of the building eg floors or walls
	Actual cost of repair

	Electrical equipment
	Actual cost of repair

	Damage to tables, chairs, doors, locks or equipment
	Actual cost of repair or replacement

	Any lights, air-conditioning, urns left on
	$106.00

	Security call out fee
	$106.00

	Additional cleaning where necessary
	$106.00

	After hours call-out if required
	$68.00 per hour

	Lost keys
	$106.00


13. Priority of Use
Priority will be given for Community groups able to demonstrate a learning outcome for participants.  This may be a formal or informal learning opportunity.

Bookings open to the broader community and supporting social inclusion will be given priority over programs for closed access groups.
14. Prohibition
Flammable liquids or other dangerous substances CAN NOT be brought into the community rooms.

The use of smoke machines is prohibited in the community room at all times.

Candles may set off smoke alarms and are not permitted.

Animals (other than service animals) are not permitted in community rooms.

Smoking is not permitted in ACT Government premises (see ACT Government Smoke Free Workplace Policy).
Community room facilities must not be used for:

· Gambling;

· Illegal activities

· Activities considered by Libraries ACT to be inconsistent with Libraries ACT strategic objectives

· Private parties / family functions

15. Public Risk Insurance
Commercial groups must obtain a Public Risk/Liability Insurance policy to the value of at least $10 million. A copy of the policy and certificate of currency must be presented at the time of booking confirmation.

Commercial hirers must also indemnify ACT Government for any damage to equipment owned by the group. 

Community Groups and Not for profit community groups wishing to hire community rooms are not required to have public liability insurance.

Security and Emergency Procedures

The contact number for building security emergencies will be made available for groups using the community rooms.  

If an after-hours security call out is necessary Libraries ACT will bill the person or organisation making the booking.  

It is the responsibility of the hirer to ensure they contact the library to obtain a copy of evacuations procedures.

16. Minors

Users of the room must take responsibility for the behaviour of any minors attending their function. 
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