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Hire Application 
 
Welcome to the Ferntree Gully Community Arts Centre. 
Meeting Room. Art Room. Function Space. Kitchen. Accessible Amenities. 
 
This venue hire application is required to book spaces within Ferntree Gully Community Arts 
Centre.  

For more information, please visit https://www.knox.vic.gov.au/creativearts or contact us to 
arrange a venue tour, quote or booking.  

Before completing this form, please contact team to discuss your activity and venue availability, 
and arrange a venue tour as required.  

Please complete and return this application form at least two (2) weeks prior to your proposed 
booking date. Application forms submitted less than two (2) weeks prior to the proposed booking 
date will be subject to staff availability and may require upfront payment of any hire fees. 

 
Hand delivered or posted applications:  
Ferntree Gully Community Arts Centre  
1010 Burwood Highway  
Ferntree Gully VIC 3156 

 

 

 

 

 

 

 
 
  

https://www.knox.vic.gov.au/creativearts
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Applicant details 

Name:  

Position title:  

Organisation:  
(if applicable) 

 

Address:  

Postcode:  

Phone:  

Mobile:  

Email:   

Booking summary 

Frequency of booking 

 

 

 
 

 

 

Event title:  

Event description:  

Dates/days:  

Time (start to 
finish): 

 

Number of people  

Solitary  

Weekly  

Fortnightly  

Monthly  
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Requested rooms / spaces 

Standard rates 

Regular hire groups 

(minimum 2 bookings per term) 
$60 per hour  

Casual hire  $68 per hour  

Function clean up fee $229 

Community rates 

Regular hire groups 

(minimum 2 bookings per term) 
$42 per hour 

Casual hire $48 per hour  

Function clean up fee $229 

 

Complimentary equipment 
Please specify if any of the following complimentary equipment will be required during your hire 
period. 

Equipment Details Quantity 

Chairs – Black    

Tables – Trestle    

Easels – 10 available   

Tables – Wooden benches (up to 
3) 
Note: these tables cannot be removed 
from the space, but please let us know 
how you would like them to be arranged. 

  

Projector   
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Deposits 
A booking is not confirmed until a 20% of total hire deposit has been made.  

If another applicant is interested in your dates and a deposit has not been made, you will be 
contacted to make payment. Failure to pay this deposit will result in the release of your requested 
date, times and spaces. 

 

Will alcohol be served at your event? 

 Yes 
Please note that if alcohol is served, an increased hire bond will apply, and 
licensed Security staff may be required to be supplied at hirer’s expense.  

 No  

If Yes, will the alcohol be sold or given to patrons? 

 Sold 

 Given 

If alcohol is to be served at your event, please provide a copy of your liquor license and RSA 
certificates for all bar staff a minimum of seven days prior to your even 

Bonds 
Bonds must be paid no later than seven days prior to your booking, and can be refunded after 
your booking or held for future bookings. One of the following bond amounts will be applied to 
your booking based on criteria outlined in Knox’s Casual Hire Policy.  

 

Level 3 Security Bond $1,322.00  

Level 2 Security Bond $789.00  

Level 1 Security Bond $406.00  

 

Public liability insurance 
Your organisation must provide a valid Certificate of Currency of up to $20 million in Public 
Liability Insurance. This insurance covers all patrons who participate in your event. 

If your organisation does not have Public Liability Insurance, you may be eligible to be covered by 
Knox City Council’s policy. Please contact venue staff for more information.  
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Agreement 
In submitting this venue hire application, I/we acknowledge the following (please tick):   

I/We have read and understood the information included in this form for Ferntree 
Gully Community Arts Centre and that all information provided in this application is 
true and correct. 

 

I/We have physically visited and had a tour of the Ferntree Gully Community Arts 
Centre. 

 

That I/We will be liable for any hire fees or holding bonds associated with the hire 
such as repairs or cleaning caused by damages. 

 

I/We understand that failure to make bond payment in full by the requested date 
will cancel and invalidate my/our booking. 

 

Any alterations to the Venue Hire Agreement must be provided in writing no less 
than 48 hours prior to the change.  

 

Management reserves the right to charge or withhold the 20% deposit as a result of 
a late cancellation (within 2 weeks of the booking).   

 

I/We agree that a 20% deposit is required to hold the booking date(s) and failure to 
pay the deposit will see the release of the booking. 

 

I/We understand that management reserves the right to decide minimum staffing 
requirements for bookings, in order to safely meet event requirements, at the 
expense of the hirer. 

 

I/We will provide a copy of my/our liquor license and relevant RSAs a minimum of 7 
days prior to the event (if applicable). 

 

 

Signed:  

Name:  

Date:  

 

Once your application has been approved, a member of our venue team will contact you to confirm 
all details, fees and confirm your booking. An event report will be sent to you at this time. 
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