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APPLICATION TO CONDUCT 
A FUNCTION 

Charles Darwin University DARWIN NT 0909 Australia 
Telephone (08) 8946 7232 or (08) 8946 7250 Facsimile:  (08) 8946 6562 

APPLICANT DETAILS: 
Name of Applicant & Position Held:   
Name of Company/Faculty/School or Branch:  
Contact Phone Number:  Contact Fax Number:  
Postal Address:  
Email:  

FUNCTION DETAILS: 
Title of Proposed Function:  
Description of Function  
Date/s Required:  

Time Required: (include set-up time)  

Approx No's to Attend:  

Public Liability Insurance Provided   YES  NO 

Proposed Venue for Function:  Outdoor  Yes  No 

NB:  If an Outdoor venue, and temporary structures are required necessitating the ground being penetrated (eg star pickets, holes drilled 
etc), a Dig Permit must be obtained/requested, signed off by the appropriate officers and submitted to Finance and Asset Services at least 7 
days prior to the event. 

Extra Equipment Required:  
D’beam, laptop, bins, catering, 
plants(Charges may apply) 

 

Liquor to be supplied?  YES  NO 

NB:  If yes, a special licence application must first be submitted to the Finance and Asset Services for approval and then lodged with the 
Liquor Commission at least 7 days prior to the event. 

Comments and Conditions (Office Use Only):  
 

IN CONSIDERATION of the hire to me by the Charles Darwin University of the facilities, furniture and equipment listed 
above and/or in the attached Schedule, I HEREBY AGREE TO INDEMNIFY and hold harmless the Charles Darwin 
University against all actions, proceedings, claims, demands, damages or costs whatsoever which may be taken or 
made against the said Charles Darwin University, arising out of, or in respect of the use of the said facilities, furniture 
and equipment while on loan to me whether such action, claim, demand, damages or costs should arise from the 
manner of use of the facilities, furniture and equipment and whether such defect is known or unknown to the said 
Charles Darwin University, or in any other way whatsoever. 

AND I FURTHER AGREE to pay the cost of any repairs to the said facilities, furniture and equipment or additional 
cleaning which is, in the opinion of the Manager Facility Services or any authorised person of the Charles Darwin 
University, rendered necessary as a consequence of the misuse or neglect of the said facilities, furniture and 
equipment while on hire to me. I have read and agree to the Conditions of Hire document attached at pages 2 to 4. 

 

Hirer’s Signature: ___________________________________  Date:         /      /      

 

OFFICE USE ONLY 
Hire Approved_______________________ Title: ___________________________________  Date:        /      /       
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Conditions of Hire 
Applications for the use of facilities should be directed to the Manager Facility Services or Facilities Assistant, FAS. 
The hirer is responsible for ensuring that the Conditions of Hire, Statutes and By-laws of the Charles Darwin University 
are observed.  Additional conditions may apply to specific facilities such as gymnasiums, sporting fields, tennis courts, 
etc.  These conditions will be supplied by the designated officer. 

1. Definitions 
In these conditions the words "The Hirer" shall mean the person or persons whose application for the hire of the 
premises is accepted by the University. 
Where the hirer consists of two or more persons, those persons shall be bound by these conditions jointly and 
severally and shall be jointly and severally liable for any liability arising from these conditions or otherwise arising 
in respect of the hiring. 
The premises in these conditions shall be that portion of the University premises stated in the letter of application 
for hire of University premises and the normal means of access thereto and the adjoining conveniences. 

2. Hire Charge 
All charges include reasonable cleaning. 
Fees to be paid by the hirer for the use of Charles Darwin University facilities (hereinafter called "The Facilities") 
are set in accordance with the guidelines approved by the University Council and are administered by the 
Manager Facility Services or Facilities Assistant. 
If the hirer fails to vacate the premises by the time stated for the expiration of the hiring, they shall be liable for 
such further hiring charges as the University may determine. 

3. Care of the Facilities, and Damage 
The hirer shall, in addition to the agreed hire charge, meet the cost of any additional labour including security 
and/or cleaning which may be necessary to prepare the facilities before use or to place the facilities in a proper 
order after use. 
The hirer shall be liable for and make good all damage done to the facility of any furniture, fittings or fixtures, 
equipment or other effects belonging to the Charles Darwin University caused by default or neglect of the hirer, or 
any member or associate thereof, or any person connected with the organization. 
The hirer shall satisfy the Manager Facility Services or Facilities Assistant, prior to the hiring period, with respect 
to arrangements for the proper care of the facilities during the hiring period. 
Adhesive tape or Blu-tack is not to be used to attach signage or posters to the walls of venues or posts around 
the campus.  Pin boards, display stands, sandwich boards and picture rails are the only methods to be used for 
displaying signage. 
No other activity other than that stated in the Letter of Application is to be held, and no other facility used without 
prior approval of the Manager Facility Services. 
A deposit ranging from $50 to $550, to be determined by the Manager Facility Services, may be required from the 
hirer to cover damage and abnormal cleaning requirements. 

4. Alteration to Premises 
No additions or alterations (however temporary) may be made to the building, furnishings or equipment without 
prior agreement with the Manager Facility Services or Facilities Assistant. 

5. Technical Equipment 
The hirer must specify equipment needs and, subject to availability, these may be provided for a fee. 
Express approval of the Manager Facility Services or Facilities Assistant is required where hirer's equipment is 
intended to be used. 
Hirers should familiarize themselves with the facilities prior to the hire date. 

5a. Portable Electrical Equipment 
The University OH&S requires testing and tagging for all portable electrical equipment used on campus. 
The critical extract portion of the policy reads: ‘All electrical tools, leads and portable (electrical) equipment 
are to be tested and tagged in accordance with AS/NZS 3760:1996.  Equipment not complying with this 
standard is not permitted on site’.  Testing & Tagging can be performed by any licensed Electrical 
Contractor.  Untagged or out-of-date equipment will be immediately removed from site until such a test has 
been completed to the satisfaction of the Manager Facility Services or Facilities Assistant or the Project 
Officer-Electrical. 
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6. Security and Access 
Prior to use of the facilities, acceptable arrangement must be made between the hirer and the Manager Facility 
Services regarding the locking of premises and other security.  The Charles Darwin University takes no 
responsibility for personal security of the hirer, or any member or associate thereof. 
The Charles Darwin University shall not be responsible for any property which any member of the hiring 
organization or other persons connected with the organization may bring into the University. 
The use of facilities will at times be in the control of the University staff, and the hirer and associates thereof shall 
obey all directions given by or on behalf of the Manager Facility Services or Facilities Assistant of the Charles 
Darwin University in all respects. 
Unless special approval is given by the Manager Facility Services or Facilities Assistant, all facilities must be 
vacated when Security staff are not on duty.  Costs for additional Security outside the normal duty hours will be 
charged to the hirer. 
Arrangements to gain access for setting up must be made with the Manager Facility Services at least THREE 
days before the event. 
Some facilities require the attendance of a Charles Darwin University officer or specialized technicians during the 
hire period.  The Manager Facility Services or Facilities Assistant will inform the hirer of these requirements and 
the associated charges. 
Some functions may require the provision of additional Security or Crowd Control.  The Manager Facility Services 
or Facilities Assistant will advise the hirer of these requirements and associated charges. 

7. Insurance 
The Charles Darwin University or its Council shall not be held liable for any injury or loss relating to the hirer, or 
any employee of the hirer or any person on the premises by invitation or with the authority or permission of the 
hirer. 
Cover for public liability and property damage to ensure full protection in case of injury to persons or damage to 
Charles Darwin University or private property must be arranged by the hirer.  Public Liability Insurance cover must 
be for no less than $10 000 000.  A copy of the policy must be forwarded to the Manager Facility Services or 
Facilities Assistant within 48 hours from confirmation of the booking. 
In certain circumstances this requirement may be waived.  The hirer will be advised of their obligation at the time 
of confirmation of the booking. 

8. Refreshments 
Catering Services – The “on Campus” caterers are to be given the first right of refusal for all occasions where 
catering services are required for functions held at Charles Darwin University. 
No food or drink may be taken into the facilities without the prior express approval of the Manager Facility 
Services or Facilities Assistant.  The hirer is responsible for ensuring that members comply with this condition. 
Smoking is not permitted in any of the hired facilities. 
Alcohol is only to be supplied/served/consumed in strict accordance with the Northern Territory Liquor Act and 
the Charles Darwin University Alcohol on Campus Policy.  The Hirer must obtain all appropriate licenses and if 
required hire the appropriate number of licensed crowd controllers.  The Manager Facility Services or Facilities 
Assistant will advise the hirer of the requirements at the time of making the booking. 

9. Erection of Temporary Ground Structures 
If temporary ground structures require the ground being penetrated deeper than 300 mms (eg star pickets, holes 
drilled etc) then a Dig Permit must be obtained. 
The purpose of this application is to ensure adequate assessment is made of an area and permission to proceed 
is granted by the appropriate personnel to minimise disruption to campus services, minimise risk to the person 
digging and eliminate possible cable, hydraulic or irrigation damage. 

10. General 
Any unusual incident relating to the hire of the facilities is to be reported to the Manager Facility Services or 
Facilities Assistant on the first working day after the day of hire. 
Excessive noise is prohibited.  Recorded music and performances by live musicians must cease at 12:00 
midnight.  University Security staff are authorized to order the hirer to lower noise levels or to cease all together. 
Children must be under strict adult supervision at all times. 
Any arrangement or contract for the hire of the premises may, at any time prior to the date for which the premises 
are hired, be cancelled as determined by the University and, upon returning to the hirer all moneys paid by them, 
the University shall not be liable to the hirer for damages or otherwise. 
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The acceptance by the University of an application for the hire of the premises shall not be construed as 
permission to use the premises for the performance of a copyright work without the consent of the owner of the 
copyright. 
An authorized officer of the University shall at all times have free access to any part of the premises. 
Any person not complying with these conditions, committing any nuisance or offence, or misconduct themselves 
in any way, may be summarily expelled from the premises by an authorized officer of the University. 
 

11. Payment of Hire Charge 
The hire charge is normally due and payable as a confirmation of the booking prior to the date of the hire period.  
Cancellation in writing by the hirer will be accepted up to 48 hours prior to the date of the function and the full 
amount of the hire charge will be refunded less any cost incurred by the University on behalf of the hirer.  
Cancellations after that time will result in the loss of prepaid deposits. 

12. Fire Safety 
Hirers must be aware of, and conform with the fire safety regulations.  Every exit, passage, gangway and the 
immediate approaches to and from any exit door shall be kept entirely free from obstruction, whether permanent 
or temporary. 
All carpets, matting or other floor and stair coverings in aisles or traffic ways shall be securely fixed to the floor. 
All curtains covering doors, or in passages, must be hung so as not to reach the floor. 
While the facility is in use, all exit doors must be able to be readily opened without the use of a key from the side 
towards which a person would approach the door seeking egress. 
At the termination of the function all appropriate entrances and exit doors must be fully opened and the audience 
must be permitted to leave the place of entertainment through these doors. 

13. Name of Venue 
The hirer must ensure that the correct name of the facility, "Charles Darwin University", is used when identifying 
the venue in publicity material and advertisements. 
All advertisements and public announcements concerning functions to be held in University premises shall 
include the name of the organization or person responsible for the arranging of the function. 
The name of the Charles Darwin University shall not be used alone, the specific facility name must be used in 
conjunction, eg: Mal Nairn Auditorium, Red 7, Casuarina Campus, Charles Darwin University. 
The hirer shall make no statement in an advertisement which might imply that the function is conducted by or is 
any way connected with the University. 
All on campus advertising for events and venues are restricted to sandwich boards and notice boards provided at 
various locations. 
Advertising material and other notices affixed to buildings, columns, windows and other structures will be 
removed and all associated costs will be charged to the hirer. 

14. Territory, State and Commonwealth Law 
In signing the letter of application for hire, hirers are undertaking not to engage in any activity which will 
contravene a Territory, State or Commonwealth law, and are agreeing to obey all necessary licenses, 
exemptions, permits, consents or manner of things as may be required by law. 
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CHARGING SCHEDULE 

FINANCE AND ASSET SERVICES 
Charles Darwin University DARWIN NT 0909 Australia 

Telephone:  (08) 8946 7232  Facsimile:  (08) 8946 6562  Email: facilities@cdu.edu.au 

ROOM NAME/TYPE CAPACITY 
COST PER 

SESSION ($)
AIR-COND AND ANCILLARY 

CHARGES PER HOUR ($) 

Main Auditorium    

Red 7.1.01 Mal Nairn Auditorium: includes 
foyer, kitchen and office 350 $173.80 11.00 per hour 

Computer Labs    

Technical inquiries to ITS* 12-20 $577.50 Day A/C inclusive 

(08) 8946 6600  $346.50 (1/2)  

Lecture Theatre    

Red 6 (Central Teaching) 65 $58.30 11.00 per hour 

Yellow 1 (Law) 50 $58.30 11.00 per hour 

Blue 1 (Business) 150 $104.50 11.00 per hour 

Blue 5 (Education) 95 $69.30 11.00 per hour 

Palmerston 75 $69.30 11.00 per hour 

Classrooms  (see notes 1 & 2)    

GP classrooms in Orange 4, Blue 1, Blue 5 10-19 $23.10 11.00 per hour 

Red 6, Yellow 1, Orange 1 & Palmerston 20-45 $35.20 11.00 per hour 

 46-80 $58.30 11.00 per hour 

 15-20 $23.10 11.00 per hour 

Red 1.3.03 Function Room 100 $116.60 11.00 per hour 

Alawa Community Hall Variable  Variations 

(NOTE: Additional refundable  $69.30 Private/Business use all times

costs of key deposit ($50) and  $69.30 Fri, Sat, Sun evenings 

cleaning deposit / property  $31.90 Mon-Thur evenings 
(concession) 

bond($500) applicable on Alawa  $18.70 Mon-Sun mornings 
(concession) 

Hall Hire)    

Chinese Garden 80max   

Photo Shoot only:  $50.00  

Wedding ceremony/photos with reception held on campus: 
$50 + full hire 
costs of other 

venue. 
 

Wedding ceremony/photos only, reception off campus: $110.00  

Security/cleaning/damage bond 
(Confetti and Rice are not permitted in the Chinese Gardens) $550.00  

*please note this area does not lend itself to a seated function.   

Students Court (Red 2)  $72.50 Per 4 Hour Session 

NOTE:   1) A session constitutes between 4 - 5 hours of class time as:- (1) 0800 - 1300hrs (2) 1300 - 1700hrs (3) 1700 - 2200hrs 

 2) Classrooms equipped with a computer and or data projector cost $25.00 per session more than an ordinary classroom 

All prices include GST    
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CHARGING SCHEDULE 

FINANCE AND ASSET SERVICES 
Charles Darwin University DARWIN NT 0909 Australia 

Telephone:  (08) 8946 7232  Facsimile:  (08) 8946 6562  Email: facilities@cdu.edu.au 

 
Sports Facilities 

Location Cost per Session 
($) 

Up to 4 hours 

Cost per Season 
($) 

1 use per week 

Cost per Season 
($) 

2 - 3 uses per week 
 
Oval 1 (Rugby Union)  
Seniors $60.00 $350.00 $700.00 
Including Lights $100.00 $500.00 $1000.00 
Juniors $60.00 $175.00 $350.00 
Including Lights $100.00 $250.00 $500.00 
 
Oval 2 (Cricket) 
Seniors $90.00 $750.00 $1500.00 
Juniors $45.00 $375.00 $750.00 
 
Other Ovals 
Seniors $36.00 $310.00 $620.00 
Juniors $36.00 $155.00 $310.00 
 
Tennis Courts Key available for a refundable $50.00 deposit 
All Users $20.00 $150.00  
 
Basketball Court Key for lights available for a refundable $50.00 deposit 
All Users $40.00 $300.00 $600.00 
Including Lights $55.00 $400.00 $800.00 
 
Cricket Nets 
Seniors $50.00 $300.00 $600.00 
Juniors $35.00 $150.00 $300.00 
    

 
 
 

NB:  If temporary structures require the ground being penetrated deeper than 300 mms (eg star pickets, holes 
drilled etc), then a Dig Permit must be obtained – see Conditions of Hire Clause 9. 
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