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	Shire of Augusta Margaret River 
Meeting Rooms – Not-for-profit organisations

	May 2023
	
File CPT/44



Meeting Rooms

Council Chambers and Mainbreak are available for use by incorporated, not-for-profit community 
organisations conditional upon no attendance fee being charged to participants/attendees. 

	[bookmark: _Hlk137632265]Council Chambers capacity
	Facilities and conditions

	Horseshoe configuration – seats 15 
 
  Lecture configurations – seats 40



	Audio visual equipment and Laptop (laptop preferred)
Podium and microphone



	Mainbreak capacity
	Facilities and conditions

	  Meeting room configuration – seats   
  25



	Audio visual equipment and Laptop connection
Polycom



Terms and Conditions of Use:
· All meeting rooms must be left as they were found – furniture in place, clean and tidy, no glasses, cutlery or crockery on tables.
· Access cards (where issued) must be returned to the responsible Shire officer within 24 hours of the finalisation of the event.
· The organisation will vacate the room at the time specified in the booking form.
· Meetings / events held outside 9.00am – 4.00pm require a Shire officer or Councillor representative to be in attendance.
· After hours events must have a specified end time and the event organiser is responsible for ensuring that attendees have left the Civic and Administration Centre by the specified time.

Council Chambers
· Desks and chairs can be rearranged except for the horseshoe table configuration.
· All audio visual/laptop and other equipment must be switched off at the end of the meeting.
· Users will vacate the room at the time specified in the booking form.
· The room must be left as it was found. 





Mainbreak
· Furniture can be moved to a certain extent; care must be exercised as there is cabling which runs under the tables for the audio visual and other equipment.
· Tables must not be dragged and are to be returned to their original position immediately after the event has finished.
· Users will vacate the room at the time specified in the booking form.
· The room must be left as it was found. 

Council Foyer
· Users will vacate the room at the time specified in the booking form.
· The room must be left as it was found. 

Commercial Kitchen
· All glasses, crockery and cutlery used must be placed on the shelf of the hatch to the commercial kitchen, or in the kitchen if previous arrangements to access it have been made.
· Uneaten food and other refuse must be placed in the bins provided.
· No kitchen supplies from the commercial kitchen are to be used unless by prior arrangement with the responsible officer. Any supplies which are used without authorisation will be replaced at the cost of the organisation which used the meeting room.


	Acknowledgement of Terms and Conditions of Use

	Organisation
	


	ABN Number
	


	
Event date
	
	
Event start time
	

	
Event finish time
	

	
Room Required (please circle)

	
Council Chambers         Mainbreak       

Council Foyer                Commercial Kitchen
      


Mainbreak Meeting Room 
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Council Chambers
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	ICT requirements 

	e.g.: PowerPoint presentation (with sound) from a USB / laptop / Apple Mac







	Declaration: I agree to abide by the conditions of use as outlined above

	Organisation
	


	Signed
	

	Date
	

	Email
	
	Mobile
	



	Office Use Only

	Officer meeting Room Booked and confirmation:



	Date: 
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