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MANUREWA
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126 Russell Rd, Manurewa, Auckland 2102

PARISHIONERS HIRE AGREEMENT FOR PREMISES

Name of Hirer: Nature of the Event:
Estimated number attending: Address:
Phone: Email Address:

THE HIRER AGREES TO HIRE FACILITIES AT ST ANNE'S PARISH PREMISES SITUATED AT 126
RUSSELL ROAD, MANUREWA

Hire Date: From: To:

SUBJECT TO THE TERMS AND CONDITIONS, SET OUT ON THE ATTACHED AND SUBJECT FURTHER
TO PAYMENT OF THE FOLLOWING:

Lounge and Hall Week Day: Access from 9:30am - 9:00pm
Saturday: Early Access from 10am — 4:00pm

Late Access from 7:30pm — 9:00pm

Event Hire Planned Giving Non Planned Giving
hourly rate hourly rate
Hall $27.00 $47.00
Lounge $27.00 $47.00
Lounge/Hall with Kitchen $40.00 $55.00
Bond (conditionally refundable) $250.00 $300.00
Rubbish Fee (deducted from bond) $55.00 $55.00
Cleaning Fee (deducted from bond) $150.00 $150.00
*Kennefick Lounge/Fale Fono/Whare Nui Bond $200.00 $250.00
*Kennefick Lounge $27.00 $47.00
*Fale Fono/Whare Nui $40.00 $55.00

The bond is to be paid as a deposit and booking can only be confirmed once the payment has been made.



Access required outside of the times listed above is strictly prohibited. Failure to honour access times will
result in a deduction from the bond as set out on page 4. To avoid disappointment in having less than your full
bond refunded, plan your set up and pack down and cleaning time accordingly.

Payments are to be made into the St Anne’s Bank account 02-0108-0707622-000 reference: HALL HIRE,
particulars: YOUR LAST NAME, code: HIRE DATE.

TERMS AND CONDITIONS FOR HIRE

1. All bookings must be made to through the Parish Office

2. We have a STRICT NO ALCOHOL POLICY throughout the whole premises at 126 Russell Road,
Manurewa. Both inside and outside the buildings.

NO ALCOHOL ACKNOWLEDGEMENT Signed: Date:

3. St Anne’s Parish is tapu and therefore is a NO SMOKING OR VAPING ZONE - smoking and vaping is
prohibited inside or outside our buildings and on our entire complex. We have CCTV footage so please
advise all your guests of this rule, because if photographic evidence is found on CCTV, this is grounds to
deduct your bond. If anyone needs to smoke or vape they may do so out on Russell Road.

4. To confirm the booking, a BOND of $200/$250/$300 must be paid beforehand. This BOND is paid
to meet the eventuality of:

a. Damage to the building, furnishing or equipment - including tables, chairs, heat pumps, TV screens, pianos,
and other items kept in the facilities

b. Loss of equipment or furniture - including tables, chairs, heat pumps, TV screens, pianos, and other items
kept in the facilities

c. Evidence of smoking or vaping (refer to 11.Security)

d. Any cancellation within 2 weeks of the function

e. Late closure of the hall due to the event running over time

f. The bond will be forfeited if there is any damage. If the bond is insufficient to meet the full cost, you will be
sent an invoice for payment of the remainder.

THE HIRER WILL BE LIABLE FOR THE BALANCE OF THE COST INVOLVED

2. Deductions from the bond will be made to cover remedial cleaning costs when any of the following
conditions are not met by the hirer, the costs of these requirements not met is 50% of the bond:

a. All the hired/used areas are to be thoroughly cleaned after use

b. Hall floor is to be swept and any spillages cleaned by wet mop

¢. Kitchen and toilet areas are to be thoroughly cleaned and the floor wet-mopped before leaving

d. Kitchen dishwasher (if used) must follow the correct instructions as advised by the supplier and notice
e. Furniture to be placed neatly and back to its stacking location

f. Lounge (if used) is to be cleaned with furniture placed neatly up against the wall g. Tables and Chairs
in hall to be placed as per instruction on the wall



h. All rubbish to be removed in rubbish bags that you provide

i. Surrounding area outside the hall, car park, church, walkway is to be thoroughly cleaned of all rubbish
and to be removed from Parish premises

5. The furniture available to hirer for use are listed below and advised during the walk through, all must be
accounted for after event. In the likelihood it is damaged or missing, cost of it will be deducted from bond:

a. Chairs = $22.50 each
b. Trestle tables = $54.50 each

c. Delivery fee for items $55

6. Decorations or greenery etc, are not to be attached with cello-tape, pins, staples to the walls,
ceilings, or any part of hall and lounge. Free standing decorations etc of an approved type will be
permitted but must be removed immediately after the closing of the function

7. The hirer is responsible for the smooth operating of the booking, to ensure the safety of the occupants are
managed, the premises and equipment to be kept from damages, children to be supervised accordingly at all
times. The hirer must be at the event from the onset throughout and is responsible for the occupants
behaviour. Everyone in attendance must be respectful of the property, all of the parish staff (paid and unpaid)
and the surrounding neighbours.

8. Safeguarding. Our Parish and The Catholic Diocese of Auckland accept some responsibility for what takes
place within our premises and are committed to keeping our people safe especially children, youth, and
vulnerable adults. It is therefore important that users of our premises behave appropriately and in turn are not
subject to exploitation, harassment, or abuse of any kind. Any incidents that may occur should be reported to
the Operations Manager.

9. St Anne’s will not be held accountable for and to any damages that occur to occupant’s personal belongings
at the time of event — this is the responsibility of the hirer and it's delegated team of wardens to ensure car
park and complex is monitored at the time of event

10. All noise must end before 9:00pm.

11. Security. We have CCTV Security Cameras installed in and around the church and Parish Grounds. CCTV
footage is recorded (with both vision and audio) and retained for security purposes and is only viewed by
authorised staff. The footage will not be made public unless authorised by the individual(s) shown in the
footage or in consultation with the NZ Police or authorities. The footage will be deleted after it is no longer
required by St Anne’s for security or operational reasons.

You can request footage of yourself if required. Under principle 6 of the Privacy Act, you have the basic right
to access information that we hold about you, including CCTV recordings. Please send us a request including
the details (time, location etc.) by email to opsmanager.stannes@gmail.com.



mailto:opsmanager.stannes@gmail.com
mailto:opsmanager.stannes@gmail.com

Everyone MUST VACATE the hall and premises before
9:00pm

NO LATER, UNDER ANY CONDITIONS

Failure to comply will result in a bond deduction of

$50 for every 30 minutes thereafter

The Hirer is responsible for providing own Security wardens AND Fire wardens who are to
abide by the St Anne’s Health & Safety and Safeguarding Policy .

The following must be met and arranged prior to the event taking place with specific instructions

WARDENS WHEN OCCUPANCY IS

50 - 100 1 Warden
101 - 150 2 Wardens
151 - 200 3 Wardens
201 - 250 4 Wardens
250+ 5-7 Wardens

WARDEN DUTIES

1. Check that all means of escape
a. Are always kept clear from any obstruction

b. Exit doors are not locked, barred, or blocked as to prevent occupants from leaving
the building

2. Knowledge of the location for the following (please ask the office to confirm the locations of
these)

a. Fire alarm
b. Fire extinguisher
c. Assembly point

d. Defibrillator



3. Safeguarding of children, youth and vulnerable adults is paramount. Please ensure the following

a. Children and youth are always accompanied with a caregiver in car park or toilet areas (only
parents should be toileting their own children)

b. Disabled persons assisted as necessary

4. All incidents to be reported to the Parish Operations Manager within 24 hours of the incident
by calling 2665826 option 9 or by sending the information to opsmanager.stannes@gmail.com

5. Upon hearing of the alarm/siren it is the warden'’s duty

a. Ring the FIRE SERVICES 111

b. Evacuate all occupants immediately, direct to assembly point, check all rooms occupied, doors
to be shut once room is empty of any occupants

c. Advise Fire Services upon arrival of the status of the evacuation, report any disable or unable
to move people remaining in the building

d. Keep all occupants in the ASSEMBLY POINT (GRASSED AREA IN FRONT OF THE CHURCH)
until the Fire Services has given the all clear

e. Ensure there are NO VEHICLES moving in and out of the car park whilst the fire services in
the premises, this is to ensure the services are able to attend without any obstructions from
vehicles

I have read and accept the Terms and Conditions:

HIRER SIGNATURE

PRINT NAME

TODAY'’S DATE

DATE OF EVENT

OFFICE USE ONLY

Date Application received:

Parishioner verified (on the parish role):

Date Payment received:

Date of walk through:

Number of people attending:

Alcohol, access, cleaning and safeguarding explained:

Entered by:




