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TE TUHUNGA RAU COMMUNITY CENTRE

Terms and Conditions of Hire

These Terms and Conditions apply to all room hire at Te Tuhunga Rau. Please read them
carefully, as agreement to these terms forms part of your booking. Please ensure all
members of your group are aware of these conditions.

For the purposes of this agreement:

e "We", "us", or "our" means the Strathmore Park Community Centre Trust.
e "You" or "the hirer" means the person or organisation making the booking.
e "Event" means the activity, function, meeting, or gathering for which the space is
hired.
Subletting or transferring your booking to another person or organisation is not permitted.
The hirer is liable for any costs incurred in the recovery of unpaid fees.

Sustainability

As a user of Te Tihunga Rau, you are a kaitiaki (guardian) of this community space. We
encourage all hirers to minimise waste and care for the environment.

e We strongly encourage the use of reusable plates, cups, and cutlery instead of
disposable items.

e Crockery and cutlery are available free of charge. Dishwashing liquid, cloths, and tea
towels are also provided.

e For larger gatherings, please confirm availability of crockery and cutlery before your
event.

e Hirers of private functions must remove all rubbish and recycling from the premises-
including from the toilets.

e Small community groups may leave rubbish and recycling in the designated bins.

e Composting facilities are not available on site.

Before Your Hire

e Full payment of the hire fee is required to secure your booking, unless alternative
arrangements have been agreed.

e Any required bond must be paid before keys are issued.

e Setup and pack-down time must be included within your booking period.

e We reserve the right to decline any booking application.
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Before Your Hire cont.

e Ongoing bookings may be available by arrangement with community centre staff.
Charges apply whether or not the room is used unless sufficient notice of
cancellation is provided.

e We reserve the right to cancel bookings if the facility is required for urgent
maintenance or emergency purposes, including activation as a Community
Emergency Hub. In such cases, any fees paid will be refunded.

e The Cancellation Policy forms part of these Terms and Conditions and applies to all
bookings.

Cancellation Policy

All cancellations must be made in writing.

e Cancellations made more than four (4) weeks before the event date will receive a full
refund of any hire fees paid.

e Cancellations made between two (2) and four (4) weeks before the event date will
result in the forfeiture of 50% of the total hire fee.

e Cancellations made less than two (2) weeks before the event date will result in the
forfeiture of the full hire fee.

e The Community Centre reserves the right to waive or reduce cancellation fees in
exceptional circumstances at its discretion.

During Your Hire

e You are responsible for ensuring appropriate behaviour by all attendees.

e Stiletto-heeled shoes must not be worn inside the building.

e Decorations, posters, and displays may only be attached using Blu Tack, removable
tape, or other non-marking products. Decorations may be tied to ceiling rafters
where appropriate.

e Amplified music must cease by 10:30 pm.

e To minimise disturbance to neighbours, windows must remain closed while loud
music is playing.

e If security services are required as a result of your event, associated costs may be
charged to the hirer.

e We accept no responsibility for damage to, loss of, or theft of personal property
brought onto the premises.
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During Your Hire cont.

e Any building damage (e.g. broken windows) or urgent maintenance issues (e.g.

blocked toilets) must be reported immediately to Wellington City Council on 04 499
4444,

After Your Hire

Cleaning
e Wash, dry, and put away all dishes used.
e Clean all tables, benches, kitchen surfaces, and appliances used.
e Sweep floors and mop any spills.
Waste and Personal Belongings
e Take all personal belongings and equipment with you.
e Remove all rubbish and recycling unless otherwise agreed.
Securing the Building
e Leave the building by the agreed finishing time.
e Ensure all windows and doors are closed and locked.
e Turn off all lights and heating.
Reporting Damage

e Any damage caused during your hire must be reported to us by the next working
day.

Health and Safety

The hirer is responsible for the safety and wellbeing of all attendees during the event.

Building Capacity
e The maximum occupancy of the building is 100 people.
e This limit must not be exceeded at any time.

Smoking and Vaping

e Smoking and vaping are prohibited inside the building and throughout the
surrounding grounds, including the car park and landscaped areas.
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Event Warden

A responsible adult must be nominated as the event warden.
The warden must:

e Know the location of emergency exits, evacuation assembly points, and first aid
equipment.

e Ensure emergency access routes remain clear at all times.

e Carry a working mobile phone throughout the event.

Information regarding emergency equipment and evacuation procedures will be provided
when keys are collected.

Emergency Evacuation Procedures

Fire or Other Emergency

The event warden must:

1. Call 111 and advise emergency services of the nature of the emergency and the
centre's address.

Evacuate all occupants to the designated assembly point at the side of the building.
Check that no one remains inside the building.

Contact Wellington City Council on 04 499 4444,

Liaise with emergency services personnel.
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Ensure no one re-enters the building until authorised by emergency services.

Earthquake and Tsunami Risk

In the event of a long or strong earthquake:

1. Follow Drop, Cover, and Hold procedures until the shaking stops.

2. Evacuate the building once it is safe to do so.

3. Remain on the property or move further uphill if instructed.
Please note that travelling down Strathmore Avenue may place people within the tsunami
evacuation zone. Follow official emergency management guidance at all times.

By signing the booking agreement, the hirer confirms they have read, understood, and
agree to comply with these Terms and Conditions.
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