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 Application and Hire Process: 
1. Applicant (hirer) completes this form and reads the Terms and Conditions.
2. The completed and signed application is forwarded from hirer to Council with relevant documentation

(as applicable for the Hire).
3. Council will consider and approve or decline application
4. For the Public Liability cover under Council’s policy, refer to OHS Officer for approval to use.
5. Customer Service Officers (CSO’s) complete application ‘Office Use Only’ section, referring to Council’s

meeting Spaces Schedule of Fees 2025/2026 to complete the ‘Office Use Only’ pages.
7. CSO’s contact hirer and informs them of decision on application (if application has been approved, the
8. CSO notifies them of payment requirements as applicable) Payment to be taken before any keys

are handed over. Contact Accounts with required details if an invoice can be created.
9. Hirer arranges for payment to Council.
10. Copy of whole application form is returned to hirer as confirmation of approval or decline, including

copies of Community Liability Pack brochure and Certificate of Currency (if applicable).
11. As soon as practical following completion of hire, the space must be inspected by a Council

representative & complete the Room Post Hire Inspection & Sign off Checks Doc.
12. File the Agreement & assoc. Documents into the SharePoint folder found on the Corp Doc sheet.
13. If Bond is to be returned to the hirer, the CSO is to complete the section on the last page.

Details of Hire: 
Contact name:   _____________________________________________________________________________ 

Organisation name: _____________________________________________________________________________ 

ABN (if applicable):  _____________________________________________________________________________ 

Is the Organisation not-for-profit?  YES / NO  

Does the Organisation have its own current Public Liability Insurance?  YES / NO  

Organisation address: _________________________________________________________________________ 

Contact email: _________________________________________________________________________________ 

Contact Number:       __________________________________________________________________________ 

Room Requirements   

Tallangatta Library, Early Years & Community 
Centre (TICC building) or other space in Tallangatta 

 TICC Community Space with kitchen (CSO)
 TICC Library Meeting Room (CSO)
 TICC Meeting Room in Hallway (CSO)

After-hours hire in the TICC spaces is only
available with Community Space &  Meeting
Room in the Hallway

Corryong or other space not listed 

 Council Chambers (CSO)
 Visitor Info Centre Mezzanine (Info Centre)
 Davis Cottage Creative Hub

(Senior Community Development Officer)
 Silver Brumby Room

Please note: Corryong Office business hours
are: 9am to 4.30pm

Purpose: ___________________________________________________________________________________________________________ 

Number of people: ______ Time required (from- to): _______ to _______   Total hours: ____________ 

Dates:       /      /       to        /       /   
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CSOs will check the online booking diary for availability, noting that the application must be approved by 
Council, and the calendar will not be updated until that has been completed. 

Please Note: Full annual recurring calendar bookings will not be accepted. Bookings may be, once approved on 
a month-by-month basis, with Customer’s understanding that other Council business will take precedence over 
their booking. 

Other requirements:  ______________________________________________________________________________________________  

Terms and Conditions: 
Access The hirer or nominated person is required to collect keys 
from the Customer Service Team (Tallangatta or Corryong as 
applicable). If you require assistance from a staff member as to the 
location and functions of your meeting room, please contact us 
directly to arrange a site inspection. 
  
Advertising and Signage are permitted to be displayed on walls 
(using only Blutak), but these must be removed after the hire period. 
This includes decorations, posters, and signage.  
 
After-hours & Key access Use of the facility outside business hours 
is available and requires the hirer or nominated person to sign out a 
key during business hours with a refundable $20.00 key bond 
required. This key bond must be paid before the key can be 
provided/signed out.  
It is the hirer’s responsibility to return the key the next business day. 
Customer Service will then arrange for the bond to be refunded via 
direct deposit.  
Please note that if a key is not collected from Customer Service the 
day prior to an early meeting, access cannot be granted before 
8.30am in Tallangatta and 9.00am in Corryong.  
For safety, entry points must remain locked outside of business 
hours, with the hirer only permitting attendees into the event.  
 
Agreed usage The hirer agrees to use the meeting room space for 
the purpose as listed on the booking form. The hirer will ensure that 
the function is conducted in a proper, orderly, and lawful manner. At 
no time is the hired facility to be sublet without prior written 
permission from Towong Shire Council. 
 
Alcohol Alcohol is not allowed on Council sites or inside buildings 
without prior written permission from Towong Shire Council. 

 
Alterations, additions, or modifications to the venue must not be 
made without written permission from Towong Shire Council. The 
room will be provided in standard configuration and must be 
returned to this configuration at the conclusion of the hire period. 
 
Cancellation or non-attendance The hirer agrees that an 
administration fee (full or half day commercial rate, dependent on 
the time booked) may be charged if the booking is cancelled within 
14 days of the event. Non-appearance on the day of booking will 
incur the full commercial hiring fee being charged, as the room could 
have been booked and used by another party.  
 
Catering Towong Shire Council does not provide catering for 
functions. It is the hirer's responsibility to provide their own catering, 
at their own expense. The Tallangatta Integrated Community Centre - 
Activity Space has a kitchen available for the hirer’s usage. This must 
be left in a clean and tidy condition, or additional cleaning fees will 
be charged (full day commercial) rate) 
 
Cleaning The hirer is only permitted to access areas specified within 
their room hire agreement.   
All meeting spaces must be left clean and tidy, with all chairs and 
tables returned to standard configuration. All rubbish is to be placed 
in the provided bins, and recycling stacked next to the bins. The 
kitchen must be clear of dishes and left in the original clean and tidy 
state. Additional cleaning fees will be charged (full day commercial 
rate) if cleaning is required.  

Food Legislation Food providers renting the premises, or under 
contract to the hirer, will fall into one of the three categories;  
1) Where the hirer engages a caterer who has a registered food 
business, the 'Food Act Registration Certificate' is required, as well as 
a 'Statement of Trade' if the event is open to the public.  
2) If the hirer is a community group consisting of volunteers, or are 
an organisation doing fundraising, and food/drinks will be ‘sold’ for 
profit, a 'Statement of Trade' is required for the event.  
3) If this is a private function where food is served, but not sold for 
profit, and has been prepared by the private individuals attending, 
they are not required to submit anything in relation to food laws. 
However, if a private caterer is being used, refer to sections 1) and 2) 
above, as ‘Statement of Trade’ and/or 'Food Act Registration 
Certificate’ are required.   
Please contact the Towong Shire Council Environmental Health team 
on 1300 365 222 if you have any questions.  
 
Games of Chance/Gambling No games of chance shall take place 
on the premises where money is passed as a prize either directly or 
indirectly. 
  
General/Right of Refusal Towong Shire Council reserves the right 
of refusal to hire any above listed premises and has the power to 
revoke a hire agreement at any time.   
  
Insurance If required by Council, the hirer agrees to provide 
evidence of their current Public Liability Insurance to the value of a 
minimum of $5 million AUD to Council prior to the proposed hire 
date. Please note, this needs to be received before the booking can 
be confirmed. The hirer agrees to ensure all 3rd parties have their 
own Public Liability insurance as applicable. The hirer agrees to pay 
the deductible for any/all claims related to their hire. 
  
Indemnity The hirer agrees to indemnify and keep indemnified 
Towong Shire Council against any action, claim or demand that 
arises because of the hirer's event. The hirer also indemnifies 
Towong Shire Council for the loss or damage of the hirers and party 
equipment, property, or personal belongings. 
 
OH&S The hirer is responsible for compliance with all applicable 
sections of the Occupational Health and Safety Act 2004.  
  
Orientation/Site Inspection If you would like a tour of our bookable 
facilities, please contact Customer Service directly on 1300 365 222  
 
Parking Towong Shire has multiple short or long-term parking 
options available. Please discuss your parking needs with Customer 
Service if you are unsure of where to park.  
 
Payment Cash and EFTPOS payments can be made prior to, or at the 
commencement of the booking. You will be supplied with a Tax 
Invoice as a receipt.  
A proforma invoice for Towong Shire Council is available upon 
request, with a minimum of 14 days' notice required prior to the 
booking date.  
 
Regular/Recurring bookings can be made for an ongoing period, 
up to six months in advance (please note that fees and charges are 
subject to change if booked for the new financial year period). Your 
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Datascape Reference: SR: ___________ 

Damages The hirer agrees they are responsible for any breakage, 
damage, theft or vandalism to the room and/or fittings and 
equipment. Any damage must be reported to Towong Shire Council 
Customer Service immediately, or as soon as practical.  

Emergency Use The hirer agrees to relinquish the space should it be 
required at Towong Shire Council’s discretion for some other 
temporary or emergency purpose.  

Fees Charges for room hire are calculated according to the Towong 
Shire Council Fee Schedule as detailed in the current budget.  

supporting documentation needs to be valid for the total hire 
period. 

Privacy The hirer's details will be recorded and stored for 
management purposes, in line with the Towong Shire Council Privacy 
Policy.   

Smoking is not permitted in any Council Building, or within four 
meters of the entrance to the facility (Council Facility or Community 
Centre).  
https://www.health.vic.gov.au/tobacco-reform/building-entrances-
smoke-free-faqs 

Applicant / Hirer’s Acknowledgment: 

I/we state that I/we have read the Terms and Conditions of Hire, and I/we undertake to comply with them. 

YES       NO    

Is the Applicant / Hirer requesting access to Towong Shire Council’s Public Liability Insurance? 

YES       NO  

(Please note that Council’s insurance cover can only be granted for ‘occasional use’ and terms and 
conditions apply [including some exclusions from cover] – for further information, contact Council’s OHS 
Officer.) 

Supporting documentation to be attached: 

1. Public Liability Insurance Certificate of Currency
2. Food handling documents (if required)
3. Copy of ID from the hiring group’s ‘responsible person’

Please note: 

 Some Hirers may need to apply for a Permit, depending on the circumstances of the Hire
 Payment and/or bond may be required for this Hire – please contact Council for details
 If payment is required, bank account details may be required for transactions.

Name: ____________________________________ Signature: ____________________________________ Date: ______________ 

This completed and signed document should be handed to Council staff at the Tallangatta Office, 
Tallangatta Library, or the Corryong Office/Library. Alternatively, it can be sent to: 

Mail: Towong Shire Council, PO Box 55 Tallangatta Vic 3700 or 
Email: info@towong.vic.gov.au  

Please Note: Black Key for the TICC Community Space and TICC meeting Room in Hallway to be collected and 
signed out before 4pm at the CSO desk at the Shire Head Office: 32 Towong St Tallangatta.  Staff will show 
the Customer the TICC facilities. 

Bookings will NOT be entered into calendar, until approved by council 
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‘For Profit’ ROOM FEES & CHARGES for Organisations (if not listed on 

website) 

o $43.00 per hour inc. GST 

o $110.00 full day (keeping in mind that Corryong closes at 4.30pm)  

o $65.00 for half day inc. GST 

(as published Fees & Charges on Towong Shire Website)  

Tallangatta Integrated Community Centre - Activity Space 

Not for Profit Community Group -   Half Day $0.00  

Not for Profit Community Group -  Full Day $0.00  

Commercial/Other -    Hourly rate $43.00  

Commercial/Other -     Half Day $162.00  

Commercial/Other -     Full Day $265.00  

Tallangatta Integrated Community Centre - Library Meeting Room 

Not for Profit Community Group -   Half Day $0.00  

Not for Profit Community Group -   Full Day $0.00  

Commercial/Other -     Half Day $65.00  

Commercial/Other -     Full Day $110.00  

Tallangatta Integrated Community Centre - Meeting Room 

Not for Profit Community Group -    Half Day $0.00  

Not for Profit Community Group -    Full Day $0.00  

Commercial/Other -      Half Day $64.00  

Commercial/Other -      Full Day $108.00  

Tallangatta Integrated Community Centre - Library 

Community Hire of Library Space    $50 a  school term / $200 Year 
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