
 

 
 
 
 
 
 
 

 

SHIRE OF HALLS CREEK 
 

 

HIRER’S MANUAL 



PURPOSE 
 

The purpose of the Facility Hirer’s Manual is to provide a framework for the management of the 

Shire’s  community  and  sporting  facilities.    It  contains  information  for  hiring  Shire  facilities 

including hire costs, bond, returning keys, cleaning and maintenance. 
 

It is important that facilities are used in accordance with the policies and guidelines outlined in this 

manual so that the Shire is able to continue to provide facilities for hire both now and in the 

future. 
 

SCOPE 
 

The guidelines outlined in this manual apply to all groups and individuals wishing to hire available 

Shire facilities. 
 

DEFINITIONS 
 

Shire refers to the Shire of Halls Creek 
 

Shire facilities are any of the community and sporting facilities managed and maintained by Shire 

of as detailed in this manual. 
 

Shire Officers are the Shire staff members authorised to deal with facility hiring - not all staff are 

authorised. 
 

Booking or application refers to the formal application made by the hirer/applicant on the Facility 

Hire Application Form. 
 

Hirer  or  applicant  is  any  group  or  individual  entering  into  an  agreement  for  use  of  a  Shire 

community or sporting facility. 
 

Exclusive use refers to the benefit provided to the hirer to permit or deny others the right of entry 

to the venue. 
 

OTHER DOCUMENTS 
 

This manual is to be read and implemented in conjunction with Council’s other relevant facilities 

manuals, strategies and documents, including: 
 

    Terms and conditions of hire outlined on Facility Hire Application Form 

    Fees and Charges Schedule 

    Policy ADM15 Use of Council Chambers 

    Policy ADM26 Not to apply for grants on behalf of other organisations 
 

PRINCIPALS OF POLICY 
 

Council recognises the need to provide venues that are equipped for a range of different uses and 

cater to the needs of a range of different users, within the operating constraints of the Shire. 



Council will ensure fair and equitable access for all users to its community facilities in accordance 

to the terms and conditions outlined in this manual. 
 

APPLICATION OF POLICY 
 

The  Chief  Executive  Officer  is  the  Senior  Manager  with  the  authority  to  implement  all 

requirements of this manual and underpinning policies. 
 

Decisions pertaining to hire applications that are outside the scope of this policy are to be 

determined by decision of Council. 
 

Use of facilities requires agreement by the hirer to comply with all terms and conditions of hire, 

including payment of fees and payment of bonds as well, as outlined in this Manual and the Hirers 

Application form. 
 

Activities undertaken at Shire facilities should be undertaken in a manner that is not only lawful 

but that is respectful and appropriate to all residents of Halls Creek. 
 

ACCESS TO POLICY 
 

All    policies    mentioned    in    this    document    are    available    on    the    Shire’s    website; 

www.hallscreek.wa.gov.au or can be obtained by contacting the Shire. 
 

SHIRE FACILITIES 
 

The Shire has the following facilities: 
 

    Centenary Oval 

    Lighting – Centenary Oval 

    Ablutions – Centenary Oval 

    Side Show area – Centenary Oval 

    Civic Hall 

    Basketball Courts (located at the Aquatic and Recreation Centre) 

    Activity Room (located at the Aquatic and Recreation Centre) 

    Physiotherapy Room (located at the Aquatic and Recreation Centre) 

    Stage area (located in the Pioneer Park on the Great Northern Highway adjacent to 

Visitors Centre) 

   Pioneer Park 

   Mobile Cool Room 
 

The Schedule of Fees and Charges provides specific costs and facility information about each hire 

venue.  Please contact the Shire if you require further facility information or would like to do an 

inspection. 
 

Certain hire or activities may have certain conditions or requirements under the Health Act or 

other Acts (eg Food Vendors Licence, Liquor Licence, number of refuse bins or toilets per number 

of patrons). 

http://www.hallscreek.wa.gov.au/


Shire Officers will assist hirers in determining any special conditions or requirements. 
 

INSURANCE AND RISK MANAGEMENT 
 

The Shire has appropriate and adequate Public Liability Insurance.  The Shire also has casual hirer’s 

insurance, however this does not apply to all hirers/events so please speak with Shire Officers if 

you are unsure of your insurance requirements. 
 

Certain events are required to have a risk management plan presented to the Shire before the 

booking is considered.  This requirement can vary depending on the event, so please contact the 

Shire to get further information. 
 

Insurance requirements and risk management are another reason that the Shire and  Council 

support rigid hire processes; it protects the Shire, the Council and the hirers. 
 

BOOKING A FACILITY 
 

For any booking, the Facility Hire Application Form must be completed and all fees and bonds 

paid. Applications without the payment of the required fee and bond will not be accepted.   Verbal 

bookings will not be taken, however the Shire Officers can verbally advise if a facility is available 

on a particular date/time. 
 

Applications  must  be  received  and  paid  for  at  least  7  days  before  the  hire to guarantee a 

booking. Due to the organisational requirements of the Shire; b ookin gs  ma y n ot  b e 

ap p roved  i f  b ooked  less  t h an  seven  (7 )  d ays  f rom t h e  even t .  
 

Certain events, such as those where alcohol will be consumed or sold, have special requirements 

to be imposed – please refer to the Schedule of Fees and Charges. 
 

The Facility Hire Application Form and Schedule of Fees and Charges form part of this Manual. 
 

EXCLUSIVE USE 
 

Exclusive use is the benefit provided to the hirer to allow or deny others access to the event.  For 

example, at facilities such as the Centenary Oval, it is at the hirer’s discretion whether vehicles will 

be allowed access to the perimeter.  Vehicles are not permitted on the oval itself.  The hirer will 

consider the impact of inconsiderate drivers, alcohol smuggling, oval surface damage or difficulty 

in clearing vehicles after the event. 
 

In addition to Exclusive Use, the Shire maintains a right to put access conditions on a hire, or to 

charge additional bond if it is the interest of the public or in the interest of protecting Shire assets. 

This will be clearly stipulated to the hirer prior to the acceptance of a Facility Hire Application 

Form, and will be part of the conditions of hire. 



OBLIGATORY BOND 
 

The payment of a bond is compulsory when hiring a Shire facility and must be paid when lodging 

the hire application. Bonds will generally be refunded within 14 days of the completion of the hire, 

subject to all conditions of the hire (including cleaning) being met by the hirer and the necessary 

refund information being provided at the time of the booking. 
 

The Shire retains the right to charge a higher bond if a hirer has previously caused damage/loss or 

if the activity is likely to cause damage/loss. Notwithstanding the payment and/or forfeiture of the 

bond the Shire reserves the right to recover the full cost incurred by Council from the hirer for any 

damage to Council property and/or for the cleaning of Council property resulting from the hire.  
 

A handover inspection will be done with the relevant Shire Officer and the hirer prior to the hire 

commencing. 
 

A bond is accepted via the following methods: 
 

    EFT to the Shire trust account (BSB 066530, a/c 251912) 

    Cash paid at Shire Reception during office hours (8am to 4pm Monday to Friday) 

    Cheque (valid only after accepted by the Commonwealth Bank) 

    Credit Card (Visa or Mastercard) 

    Money order (valid only after accepted by the Commonwealth Bank) 

    Valid purchase order from an approved organisation (not transferrable) 

A bond is not accepted via the following methods: 

    Promissory note 

    IOU 

    Advising of a credit card number without a transaction to deduct the bond 

    Future dated cheque 
 

To ensure that the bond is returned promptly, the hirer must comply with the following: 
 

 All keys must be returned to the Shire by 9am on the next working day after the function, 

event or activity has taken place 

 The facility and its immediate surrounds must be left in a clean and undamaged state, as 

per the condition it was in at hand-over 

 The cost to repair any damages or clean a facility where the hirer has failed to do so 

adequately will be deducted from the bond 

    All other conditions applicable to the use of the Shire facility have been met 
 

The bond or the balance thereof will be returned  either as a direct deposit into the account 

nominated on the Facility Hire Application Form, by refund to a credit card only if the bond was 

paid via a credit card, or by cheque in the post if no other means are available.  Once a purchase 

order has been used for a bond, it cannot be used on any subsequent bookings.  A new purchase 

order is required for each booking. 



The Shire will seek reimbursement from the hirer for any costs incurred by the Shire to repair 

damage or return a facility to its pre-hire condition, where such costs exceed the bond that has 

been paid. 
 

FACILITY HIRE HOURS 
 

The Schedule of Fees and Charges details times that facilities are available. 
 

The Shire reserves the right to refuse to allow hire for a certain period/time if the Shire does not 

have adequate operational resources to manage the hire of facilities for certain events. 
 

PICKING UP AND RETURNING KEYS 
 

All Shire facilities require a key to gain access. 
 

Hire commences from the time the key is collected and ceases when the key is returned.  Hirers 

should consider this if they would like time to set-up and clean-up before and after the event. 
 

If keys are returned after the required times or not returned at all, both late and lost key fees will 

be charged. Refer to the Fees and Charges for late and lost key fees. 
 

CLEANING AND MAINTENANCE 
 

All Shire facilities are to be left clean, tidy and without damage.  If facilities are not left in the same 

manner that it was first hired, the hirer will not receive their bond.  Should a facility not be in a 

clean state upon entry to the facility, the hirer should notify the relevant Shire Officer and should 

not carry on with the event or activity until the facility has been cleaned.   If the hirer continues 

with their event or activity without notifying the relevant Shire Officer, then the Shire will not be 

held responsible and the hirer may incur this cost.   Please refer to the Bond Section of this 

manual. 
 

DAMAGES AND REPAIRS 
 

Any damages incurred during the time the facility was hired will result in the bond not being 

returned to the hirer.  Hirers are responsible for all costs relating to restoring the facility even if it 

exceeds the value of the bond held.  Due to the need to have the facility restored as quickly as 

possible, the Shire will not provide the hirer with quotes or estimates, and will have the work done 

quickly and effectively. Please refer to the  Bond Section of this manual. 
 

CONTROL AND SECURITY 
 

The Hirer is responsible for ensuring appropriate crowd control or security is in place. 
 

Depending on the type of hire, the Shire reserves the right to request further information about 

the event and planned security control.  The Shire will refuse to allow hire where it is not satisfied 

that there are adequate security measures in place. 



Hirers should be diligent and seek their own advice regarding crowd control and security.   For 

events where alcohol may be consumed or sold, hirers must firstly receive approval from the 

Officer In Charge at the Police Station and/or the Department of Liquor, Racing and Gaming.  A 

copy of the approval will need to accompany the Facility Hire Application Form. 
 

FUNDING AND GRANTS 
 

Community Facility Grants:  Community Facility Grants are grants provided by Council towards the 

fees and charges of hiring facilities (not bonds).  A hirer must first book the facility to ensure the 

dates are available.  An application must be received from the hirer detailing the purpose of the 

event, the amount required and the benefit to the community. BONDS ARE NOT CONSIDERED and 

must be paid when booking a facility. 
 

If Council approves the application, then the fees and charges to the value of the approved 

amount are not payable.    However,  if  the  bond  is  not  paid,  the  grant  and the  booking  are 

cancelled.  If the application is not approved, then the fees and charges must be paid as well as 

the obligatory bond.   Please refer to the Community Facility Grants Manual for more 

information. 
 

Donations by Council:   Hirers can make application in writing to the Council for a donation of 

resources such as cash, equipment use, staff labour or any like resource other than the bond. 

Please refer to the Community Facility Grants Manual for more information. 
 

Community Grants Scheme:  The EDL Community Grants Scheme is a one-off funding grant given 

to the Shire specifically for community events, activities and programs that nurture community 

wellbeing in Halls Creek through support to not-for-profit community-driven projects or activities. 

This funding can be accessed by applying to the Shire in person or via our website 

www.hallscreek.wa.gov.au.   Any enquiries regarding this funding should be directed Shire’s 

Community Engagement Officer on (08) 9168 6007. 
 

TERMS AND CONDITIONS 
 

The Facility Hire Application Form contains all specific terms and conditions that relate to approval 

of the Shire.  The following are some of the terms and conditions for hire: 
 

 The hirer/applicant should contact the Shire if they are unsure about any information in 

relation to their rights and responsibilities as a hirer.   The Form should not be signed if 

there any uncertainty. 

 Applications must be received and paid for at least seven (7) days before the hire to 

guarantee a booking. Bookings may not be approved if booked in less than seven (7) days 

from the event. 

 The facility hire application will not be accepted without the associated fee and bond being     

 paid. 
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 Police must give approval for all events where there will be alcohol consumed or ‘BYO’, or 

where the event will have more than 50 people attending.    This approval must be 

presented to the Shire before the hire is approved. 

    A copy of the liquor license for events where alcohol will be sold must be presented to the 

Shire before the booking is approved. 

 The Shire reserves the right to make a decision about the purpose for which the facility is 

hired, and has a right to request further information about the facility hire prior to making 

a decision to approve the booking. 

 Day hire is considered to be a hire of 8 hours or more to a maximum of 24 hours, after 

which the new day commences. 

    Hourly hire is from 1 to 8 hours or part thereof. 

 Hire commences from when the keys are collected until when they are returned, NOT 

when the event finishes.  Hirers need to consider this if they have to set-up and clean-up 

after events. 

 Equipment available at facilities is stated in the hire fees and charges.  The Shire does not 

have any other equipment available for hire, so potential hirers need to consider their own 

requirements such as: cleaning products, toilet paper, whiteboards, projector, crockery or 

catering.  Equipment cannot be moved from one facility to another, even if the hirer has 

more than one venue hired. 

    A bond IS ALWAYS REQUIRED – there are no exceptions. 

 All fees and charges imposed for hire are done so by resolution of Council.  Shire Officers, 

including the Chief Executive Officer  and elected members, are not allowed to waive, 

discount, exempt or write-off any charges payable or alter the prescribed fees and charges. 
 

FURTHER INFORMATION 
 

If you require any assistance or would like more information about anything mentioned in this 

manual, please contact the Shire on the details below. 
 

SHIRE CONTACTS 
 

In the first instance, please contact the following Officers for booking assistance: 
 

Customer Service Officers, Shire of Halls Creek 

cashier@hcshire.wa.gov.au or saa@hcshire.wa.gov.au 

(08) 9168 6007 
 

 

For information on EDL Community Grants Scheme, contact the following Officer: 

Community Engagement Officer, Shire of Halls Creek 

community@hcshire.wa.gov.au 

(08) 9168 6007 
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