
Guthrie Street Primary School 
Multi Purpose Centre Booking Form 

 

 
 

 
This booking form is for the Multi-Purpose Centre at Guthrie Street Primary School.  All enquiries 
should be directed to the school office (telephone 03 58211944). 
 
1. Organisation Details 
 
Organisation:           
 
Person Making Booking:         
 
Postal Address:                                                                              ________________________ _____ ____ 
 
ABN:                                  
 
Mobile No. _____________________________________________ 
 
Email Address:                  ______________________________________________ ________________ 
 

2. Dates and Times Required:  
The Hirer must ensure that the booking time includes any set up/pack up time required. 
 

Single Use Booking 
 
Day  __________________________________  Date:   ____/____/20____  
 
Start Time __________________  Finish Time _____________________ 

 
Seasonal/Multi Booking 

 
This Seasonal/Multi Booking is: 
 
    Daily                                   Weekly                  Fortnightly                 Monthly              
 
        Other – please specify _______________________________________________________ 
 
 Start Time ____________________                   Finish Time _____________________ 
 
1. 
Commencement Day  ____________________________________ Date:  ____/____/20____ 
 
Conclusion Day__________________________________________ Date: ____/____/20____ 
 
2.  
Commencement Day  ____________________________________ Date:  ____/____/20____ 
 
Conclusion Day__________________________________________ Date: ____/____/20____ 



3. Key Collection & Return 
The person nominated to collect and return keys must show photo identification on collection of keys. 
This person must also allow 15 minutes when collecting keys for the first time as they will be provided 
with instruction in use of lights, air-conditioning, security etc.  Keys must be collected from the school 
office on the day of hire and returned before 11:00am the day after hire. 
 
4. Facility Details 
 
Please tick facilities required:   (Hire charges as per attached document.) 

 

Indoor Basketball / Netball Court    Toilets & Change Rooms  

 

Kitchen / Foyer             Kitchen / Foyer / Meeting Room Foyer / Meeting  

 

Air—conditioning                Carpet Tiles (it is a requirement if Event includes tables & Chairs)                      

 

Full Facility                                   Other – please specify ______________________________ 
 

Equipment Required 
 

Tables No____                                      Chairs No _____                        Microphone           Whiteboard 

 

Carpet Tiles (included with tables and chairs) 1/2 Court   Full Court 

 

Liquor License required if selling alcohol?    If yes, please provide a copy prior to the event. 
 

Outline proposed activity that will take place in the facility: 
 

                                                                         ___________________  
 
5. Agreement 
Public Liability Insurance & Incorporation Requirements: 
A copy of the Organisation’s Insurance Policy MUST be attached, and contain all requirements stipulated 
by Guthrie Street Primary School.   

Privacy Statement 
The personal information contained in this document is collected to provide contact information for or-
ganisations or individuals, wishing to book the Guthrie Street Primary School Multi-Purpose Centre.  This 
information may be disclosed to school staff should contact be necessary regarding an issue with the facil-
ity or booking, and in accordance with the Information Privacy Act. 
 
OFFICE USE ONLY 

  
We, the undersigned, hereby agree to ensure that all individuals, members and groups using the Guth-

rie Street Primary School Multi Purpose Centre as a result of this booking request, will comply with all 

conditions of use and instructions.    

 

Name:       Signature:       Date:  ____/____/20____  

HIRE FEE: $ VENUE:  

  RECEIPT NUMBER:  

Public Liability Insurance  

ACCEPT/REJECT?  



HIRE AGREEMENT 
 

1. To confirm the booking the hirer is required to forward the signed application form and Hire Agree-
ment to Guthrie Street Primary School. 

 
2. Upon acceptance of the application, Guthrie Street Primary School ("GSPS") will forward a tax in-

voice for the hire.  The hirer shall pay the hire fee, together with any security deposit required within 
7 days of receipt of the tax invoice. Failure to pay within that time may result in the cancellation of 
the booking. 

 
3. GSPS reserves the right to change the hiring fees at any time.  The hirer will be given one month’s 

notice of such changes during the currency of the agreement. 
 
4. The hirer’s signature to this application indicates his/her agreement (and that of the organisation 

he/she represents) to be jointly and severally liable for any damage sustained to the Multi-Purpose 
Centre (“Centre”), its facilities and surrounds, or to any other property, item or equipment belonging 
to GSPS during the hours of hiring, whether caused by its members, guests, users or spectators. 

 
5. The hirer will indemnify GSPS for all losses of or damage to property of the Centre and from and 

against any claim, demand, action, suit or proceedings that may be made or brought against GSPS 
or its employees in respect of personal injury to, or death of, any person or loss of, or damage to, 
property what so ever arising out of, or as a consequence of the hirers use of the premises. 

 
6. GSPS retains the right to determine the cost of any damage and/or extra cleaning necessary over 

and above that normally expected following a meeting/function and to invoice the Hirer to meet 
such costs if necessary. 

 
7. Failure to comply with the requirements set out in this document will be regarded as a breach of the 

agreement giving GSPS the right to sue for recovery of any amount due in respect of such breach 
and/or to cancel any future bookings. 

 
8. The applicant by his/her signature to this application undertakes to comply with the Conditions of 

Hire attached hereto 

 
 
 
 
Signature of Applicant:     ______  Date: ____/____/20____   
 
 
 
Principal’s  Approval 
 
Signature of Principal:         ____   Date: ____/____/20____ 
 


