MILTON THEATRE BOOKING / HIRE FORM

NAME OF HIRER / APPLICANT:-











ADDRESS:-














CONTACT PH.#




Fax#







Mobile #





Email address






FUNCTION DESCRIPTION:-












FUNCTION DATE:-













NOMINATE OPENING TIME:-











NOMINATE CLOSING TIME:-












DO YOU REQUIRE TICKETING;



YES or NO
{circle as required}
THEATRE FEES:- go to  www.miltontheatre.com.au  & look under the “HIRING INFO” tab for the  “Milton Theatre Fees & Charges Schedule”  
To confirm your Booking you must sign below & fax to the Booking Officer on 4456 5099 within 7 days 

I certify that, I have read & do agree to abide by the “Terms & Conditions of Hire” attached

Signed by Applicant:-






date;



 

Signed by MTC Booking Officer:-





date;



 

Please make the Bond payments as well as ALL other payments out to Milton Theatre & all post to 
The Secretary
Milton Theatre 

69 Princes H’way Milton NSW 2538

Ticket Sales are available through Malibu Music 4455 5693 or Country Leather 4455 3056 @ $2/tkt.
MILTON THEATRE MANAGEMENT COMMITTEE

TERMS AND CONDITIONS OF HIRE OF MILTON THEATRE

Milton Theatre is an exceptionally high quality venue offering excellent equipment, access and comfort, and is protected by electronic security services.  The fee structure reflects the management committee’s intention to preserve this choice performance space.

BONDS

A Bond is required for all & every event & this bond is payable in advance, at the time of booking otherwise the Booking will be taken as tentative only & as such the booking date may be taken by another Hirer. A refund of the bond will not be forwarded until the Booking Officer has attended the Theatre and carried out an inspection of the facility. Where the Theatre  has been left untidy (garbage not removed, bin not cleared, kitchen, cutlery, crockery, appliances and/or glassware not cleaned etc.) or the facility has been damaged, or Lighting & or Sound Equipment has not been returned to its original settings as they were before the hire, then the Booking Officer will make arrangements for cleaning/repairs etc; to be carried out & any cost incurred & necessary to reinstate the Theatre to its condition prior to the hire and for any costs/fees incurred for the repair or replacement or any loss or damage to Council property, furniture, fittings and equipment will be charged as an extra cost as applicable or taken from the Bond payment. Where the inspection of the facility proves satisfactory, a cheque for the refund of the bond monies will be forwarded to the hirer within thirty (30) working days from the inspection date.

Application for the Hire of the Theatre must be made through the Theatre’s Booking Officer. The Management Committee has the authority to approve or disapprove any application for hire; however, contentious applications for hiring may be referred to Council for its determination.  
The Booking will only be confirmed & approved on receipt of the signed Booking / Hire Form, along with Bond payment within 14 days of booking, as well as a copy of the Hirer’s public liability insurance to the value of $10,000,000 if necessary. Please Note that Fees, Charges & Bond payments are subject to price rises at the beginning of each financial year for any Hires from 1st July on as regulated by Shoalhaven Council, please check Website for details.

Balance of Hire Charges are payable within 10 working days after the Hire Date.  

The Theatre’s lighting and Sound equipment can only be controlled by the Theatre’s Sound & Lighting Technician. The cost of this work will be added on to the standard “Fees & Charges” for the Theatre Hire & will be at a rate of $30 per hour which includes GST.

Any special and or particular requirements must be discussed with the Booking Officer at the time applying for booking / hire to establish if the facility can cater for these requirements.
RESPONSIBILITY OF THE HIRER

The Hirer shall ensure the facility is reinstated to the condition as at the time of hiring. The hirer is responsible for the payment of any damage sustained or loss of Council property and/or furniture, fittings and equipment during period of hire.

HIRE PERIOD

The booking shall commence and finish at the times stated on the Booking / Hire Form. Any additional time required for the delivery or removal of equipment, setting up or vacating the Theatre will be charged out as extra time & at the nominated rate.

CANCELLATIONS

Should you decide not to use the Theatre for your event, you must advise the Booking Officer at least one (2) months prior to the Function date otherwise you will be responsible for full payment. Where payment for the event has been  made prior to cancellation, a refund, less fees and Bond payment will be forwarded by post within (30) working days from the date of cancellation.

OPENING & CLOSING OF THE THEATRE

It will be necessary to arrange for a Committee member to be present to both open and close the Theatre. Keys will not be issued except in exceptional circumstances.

GENERAL

1. You and or your organisation must accept responsibility for any claim, which arises regarding damage or accidents which may occur during your occupation of the Theatre and is liable for restoration of any damage resulting from these activities. The cost of any breakages or damage will be deducted from the bond.

2. Interference with the electrical wiring, switchboard or sound equipment at the facility, or any alteration to Council’s property whatsoever without written approval shall result in the forfeiture of the bond and the hirer shall be liable to prosecution. The use of double adaptors is not permitted at any Council facility.

3. All activities and vacation of the Theatre must occur before midnight.

4. Your activities must be carried out in a manner, which does not to cause “OFFENSIVE NOISE” as defined in the Noise Control Act, 1975. Mechanical equipment must not be used between the hours of 8:00pm to 7:00am weekdays or 8:00pm to 8:00am on weekends and public holidays. Musical instruments must not be used between the hours of 12 midnight to 8:00am every day, in accordance with the Noise Control (Miscellaneous Articles) Regulation, 1995.

5. Council’s Non-Smoking Policy applies to all Council buildings and public halls.

6. The sale or consumption of alcohol in the Theatre is prohibited except with the written permission of the police (in the form of a liquor license or permit to sell alcohol). Should you require the sale of alcohol, you must contact the Licensing Officer at the Nowra Police Station on 4421 09697. The license/permit must be sighted by the Booking Officer at the time of booking the facility.

The police must also be advised of any evening/night function (excluding meetings) being held at the Theatre. A Safe Party form (available from local police stations) must be completed by the hirer and given to the Booking Officer at the time of booking the Theatre.

The serving or cooling of beer in casks, kegs, bottles or cans or by any method is not permitted in the main hall of any facility. Any damage due to non-compliance will be repaired to the cost of the hirer.

7. The permit and the use of the Theatre are subject to compliance with any direction given by any authorised officer of Shoalhaven City Council or Police Officer in the course of his duty. Please ensure that you have this permit with you at the facility.

8. Decorations shall be permitted (subject to Committee approval) provided that they shall not be fixed to the walls or floor by nail, screws, hooks, blue tack, etc. If any flammable material is used in the decorations, it shall be first treated with a fire retardant solution to the satisfaction of the Committee. It is the hirer’s responsibility to ensure that all decorations are removed by the Nominated Closing time as shown on the Booking / Hire Form or as directed by the Committee.

9. Clear access of not less than 1.1m must be maintained to all exit doors.

10. The hire of the facility must be in accordance with all regulations, laws and zoning of the facility.

11. Any requirements of the Charitable Fundraising Act, 1991 should also be observed and enquiries in this regard can be directed to the Department of Gaming & Racing in Sydney on Phone 9995 0300.

12. Spillage of foodstuffs or drinks must be removed from the facility and if spillages of foodstuffs require professional steam cleaning, then this will be charged at applicable rates.

13. Willful damage is an offence and will be dealt with by the Police. Accidental damage or breakage must be reported. If not reported, the damage will be deemed as willful and will be dealt with accordingly.

14. The Management Committee and the Council reserve the right to cancel this booking immediately, should such action be considered necessary.

15. Advertising and promotion is the responsibility if the Hirer. Milton Theatre encourages the use of promotional material in the designated lighted display cabinets at the front and side of the Theatre.

16. For an incorporated body, sporting club or association of any kind to hire a facility it will be necessary to provide to the Booking Officer a copy of your current Public Liability Insurance Policy or Certificate of Currency. The policy must provide coverage of a minimum of ten million dollars ($10,000,000) and must have Council’s interest noted.

17. For any person to hire the facility for more than a total of ten (10) days over any twelve (12) month period you must provide the Booking Officer a copy of you current Public Liability Insurance Policy or Certificate of Currency. The policy must provide coverage of a minimum of ten million dollars ($10,000,000) and must have Council’s interest noted.

18. All other hirers are covered under Council’s Public Liability Insurance Policy.

19. Ticket Sales are to be limited to 212 for any 1 Hire Periods, which is the total number of seats currently available in the Theatre. 

CO-HIRE WITH THE THEATRE COMMITTEE
It is possible to co-hire the theatre in partnership with the committee; this is entirely at the discretion of the committee and includes a set fee to cover costs of cleaning, electricity, advertising, ticket printing, flyers, and distribution of posters, front of house, sound and lighting technicians. The committee can also apply for a liquor license and run a bar on the night.
Door takings are then split with the majority percentage going to the performer. The set fee and door takings percentage are negotiated with the performer & this arrangement involves the signing of a “Co-op Hire Contract” 
