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La Trobe University Room Bookings Information Sheet

Clients should familiarise themselves with their obligation under the Hire
agreement.

The University will not confirm bookings unless the client has signed the
agreement and the nominal deposit paid by the client.

Licence and 6ST, Permits, Indemnity, Insurance, University, Termination and
Sub-Licence clauses apply:

For full details, refer to full Room Bookings "Hire Conditions Agreement"
Cancellation of Bookings

Cancellation fees apply where bookings are cancelled with less 7 days written
notice. Refer to full "Hire Conditions Agreement" for details.

Evacuation procedures

Should a fire occur in the venue, clients should contact Central Control
immediately on 9479 2222

If possible, occupants should proceed calmly to exit the building

Fire-fighting appliances are generally held at all building entrances and must be
left unobstructed. Exit doors are clearly marked. Naked flames are NOT
permitted in any Building. Aisles, passageways and corridors must not be
obstructed.

The Applicant’s Obligations

The Applicant is required to comply with University regulations as contained
within the Room Bookings Hire Conditions form. Specific regulations apply:;

e Food or beverages are not to be consumed in any University teaching
venue;

* Smoking is strictly not permitted in University Buildings:

e Applicants and their guests must not deface or damage University
facilities;

e Applicants and their guests must not alter the furniture or equipment
without prior approval of the University:;




e Applicants and their guests must not use the name "La Trobe University"
in promoting the activities of the Applicant.

e Remove all rubbish and waste from the Facilities and ensure the Facilities
are left in the same condition as at the commencement date of this
Agreement. Additional cleaning costs apply for non-compliance.

e Comply with Fire evacuation procedures

* Full details of the University Hire agreement must be observed by the
applicant prior to University confirmation of any booking.

Technical Requirements/Equipment

The Applicant is required to discuss any and all technical arrangements of a
client's occupancy with a member of Audio Visual Services (COMET) prior to the
event; (See below for contact details).

What to do now

Read the University's detailed Hire Conditions form and sign the attached "Hire
Conditions Agreement”

Return the completed form together with the specified deposit to:
Room Bookings Office

Donna Bird

Academics Services Division

La Trobe University

BUNDOORA VIC 3086

Have any further queries?

Contacts:
Room Booking Officer Audio Visual Services
Donna Bird Tel (03) 9479 2786

Academic Services

La Trobe University
Tel (03) 9479 2015
Fax (03) 9479 5051
rooms@latrobe.edu.au
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The Applicant will have a non-exclusive licence to use the specified University buildings, equipment and
facilities (“the Facilities”) for the purpose of the specified activities or events on the times and dates set out
in this Agreement.

The grant of the licence in clause 1.1 is subject to and conditional upon receipt of evidence of insurance as
required under clause 4.3.

In this clause terms which are defined in the A New Tax System (Goods and Services Tax) Act 1999 have
the same meaning as those terms have in that Act. The fees payable and any other consideration under this
Agreement are exclusive of GST. If GST is imposed on any supply made under this Agreement, the
recipient must pay to the supplier an additional amount equal to the GST payable for the supply subject to
the recipient receiving a valid tax invoice in respect of the supply at or before the time of payment. Any
reimbursement of expenses under this Agreement will be net of input tax credits (if any) to which the party
is entitled. The recipient may be required to withhold from any payment it is to make to the supplier such
amount required by section 12-190 of Schedule 1 to the Taxation Administration Act 1953 unless the
supplier has, on or before the time payment is due, provided the recipient with an invoice or other
document quoting the supplier's correct ABN.

The Applicant must obtain all necessary consents, approvals or permits required from time to time by any
authority in relation to the use of the Facilities by the Applicant. The Applicant must comply with the
terms and conditions of any consent, approval or permit.

The Applicant must comply with all applicable legislation.

No alcoholic beverages will be brought on or consumed on University land except in accordance with
State laws and with the prior written approval of the University.

The Applicant agrees to release and indemnify and keep indemnified the University from and against:

3.1.1 any and all injuries actions claims losses damages costs penalties and expenses of whatsoever
kind and nature (whether arising under contract tort or statute) arising from or out of the use of
the Facilities by the Applicant or its servant, agents or invitees;

3.12 all loss and damage to any building, facility, equipment or other part of the University caused
by the Applicant, its servants, agents or invitees;
3.13 any infringement of intellectual property or performers’ rights in connection with the activities

undertaken by the Applicant.

Clause 3.1 of this Agreement continues in full force and effect notwithstanding the expiry or termination
of this Agreement.

The University shall not be held liable for any interference or enforced cancellation of the activities or
events proposed to be undertaken by the Applicant which is caused by any circumstance beyond the
control of the University.

The Applicant agrees to use the Facilities at its own risk and without limitation agrees that all property
brought on to the Facilities by the Applicant or its servants, agents or invitees shall be at the sole risk of
the Applicant. Neither the University nor its servants or agents shall be liable for any thefts or losses
incurred by the Applicant, its servants, agents or invitees or for any items remaining on the University after
the end of the occupancy.

The Applicant must provide and maintain a public and products liability insurance policy during the term
of this Agreement for an amount of not less than $10,000,000. If the Applicant does not have public
liability insurance or has cover for less than $10,000,000, the University can arrange such cover, if
requested.

The Applicant must provide and maintain any other insurance reasonably required by the University.

Prior to the commencement date of this Agreement the Applicant shall provide certificates of currency of
the insurance required under clauses 4.1 and 4.2.

Clauses 4.1, 4.2 and 4.3 will not apply where the Applicant is an individual hiring the Facilities for
domestic purposes.

5 The Applicant’s Obligations

5.1

The Applicant MUST:

5.1.1 Ensure that its servant agents and invitees take all reasonable care to avoid damaging the
Facilities or any other improvements on University land and immediately report any such
damage to the University;

5.12 Provide adequate security controls and ensure generally the good order and conduct of the
activities;

5.1.3 Ensure that its servants, agents and invitees do not smoke in buildings on University land;




5.14 Ensure that its servants, agents and invitees do not consume food or beverages in any
University Theatre or related areas;

5.1.5 Pay the cost of repairing any damage caused to the Facilities by the Applicant or its servants,
agents or invitees or as a result of a failure by the Applicant to lock a room or building after
use;

5.1.6 At the expiration of the occupancy remove all rubbish and waste from the Facilities and ensure
the Facilities are left in the same condition as at the commencement date of this Agreement;

5.1.7 Follow the University’s instructions on fire evacuation procedures and use of electrical
equipment as advised to the Applicant from time to time;

5.1.8 If required by the University, use the services of University staff (such as Theatre Technician

and Theatre Attendant) as directed and pay the cost of those services at the rates advised by the
University from time to time;

6 The Applicant MUST NOT:

6.1 Use, or permit the Facilities to be used in any noxious or offensive manner or do or permit on the
Facilities or at the University anything which in the opinion of the University may be or become a
nuisance or disturbance or cause damage to the University;

6.2 Alter, drill, mark or deface any part of the Facilities; nor may seating be altered or removed without
prior approval of an authorised officer. Gangways, passageways, aisles, fire fighting equipment and
exits shall be kept free of obstructions at all times

6.3 Misuse, overload or interfere with the connections, fittings or equipment for the supply of any
service;

6.4  Permit naked flames in any building

6.5 Use the name “La Trobe University” in promoting the activities of the Applicant except with the
prior approval of the University.

7 Cancellation of bookings

7.1 Cancellation of general bookings
7.1.1 Bookings cancelled less than TWO months before the event- 30% of cost will apply;
7.1.2 Bookings cancelled less than ONE month before the event — 40% of the cost will apply;
7.1.3 Bookings cancelled within SEVEN DAYS of the event - 50% of the cost will apply;
7.1.4 Non notification of cancellation - 75% of the original cost will apply

7.2 Cancellation of Conference and Agora Theatre bookings
7.2.1 Bookings cancelled less than TWO months before the event — 40% of the cost will apply;
722 Bookings cancelled less than ONE month before the event — 50% of the cost will apply;
723 Bookings cancelled within SEVEN DAYS of the event — 60% of the cost will apply
724 Non notification of cancellation - 75% of the original cost will apply

8 Remedying of Default
8.1 The University may remedy a default by the Applicant under this Agreement at any time without notice. If

9 Termination
9.1

9.2

10 University
10.1

10.2
10.3

11 Sub-Licence

11.1

the University elects to remedy a default by the Applicant all reasonable costs and expenses incurred by
the University in remedying a default must be paid by the Applicant to the University within 14 days of the
University notifying the Applicant of the amount.

The University may terminate this Agreement, by notice in writing to the Applicant, if in the reasonable
opinion of the University, the Applicant is in breach of the terms of this Agreement.

The University may terminate this Agreement, immediately, if the Applicant engages in any activity,
which, in the opinion of the University, is objectionable, dangerous, contrary to the law or detrimental to
the reputation of the University.

Employees and agents of the University shall be entitled to enter the Facilities at any time to ensure
compliance with the terms of this Agreement.

The University reserves all rights in regard to the sale of refreshment in the foyer and auditorium.

The University reserves the right to screen advertising material the Applicant publishes for the event. The
applicant must produce the material upon request by the University.

The Applicant shall not sub-licence the Facilities and the Facilities must not be used by any organisation
other than that named in this Agreement.

Room Bookings Office
Academic Services Division
rooms @latrobe.edu.au




