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Terms & Conditions of Use
Fairfield Park Hall, Hall Lounge & Mahara Tuarua Room 

Te Whare o te Ata Fairfield Chartwell Community House has rooms available for community groups and organisations to use.  These are shared spaces, and these conditions of use are in place to ensure the facilities are well maintained, safe and are for the enjoyment of all users.  The centre is a community space with multi-functional rooms. It is the responsibility of all users to ensure the centre is left in a clean, appropriate condition at the end of the hire period.  Upon acceptance of your booking, you are agreeing to the following conditions.  
	
	Locality and access
	Te Whare o Te Ata is located at Fairfield Park Hall, 214 Clarkin Road, Fairfield.  The building is wheelchair accessible and disability parks are located directly outside the building. There is other parking available outside the building.  The carpark is for public use and owned by Hamilton City Council.  Centre visitors are welcome to use the carpark and do so at their own risk.  


	Timing of bookings 
	Te Whare o Te Ata office is open between 9.00am and 5.00 pm, Monday to Friday, but bookings are also welcome outside these hours. Once you have filled out your booking form and it is confirmed, you will be issued with a code for the door as well as the alarm code.     
Please ensure when making your booking, you allow enough time for the set-up, pack-down and cleaning of the room.  


	Responsibility for Room Bookings and Health and Safety.  
	Please note the evacuation procedures in your booking form prior to using this space. Your designated fire/security person must be part of the group using the room and must be onsite throughout the booking period.  
Please ensure you book the room which best meets your capacity- If you are unsure of room size, please check with office staff during working hrs. The person who is responsible for the booking must also ensure that members of the public who are not known to you do not enter the building. Security doors are provided in the Carpark entrance and the South double doors for security and airflow.


	Rules of use 
	· Te Whare o Te Ata operates a no smoking/vaping and no drugs policy. 
· All users must comply with health and safety guidelines for Te Whare o Te Ata. 
· Tables and chairs can be arranged in the rooms to suit your event, however at the end of your booking they must be returned to the original set up of the room. (Images of the room setup can be found on one of the walls in each room).
· You must not undertake any activities that are illegal, or an annoyance to neighbouring properties. Volume down by 10pm please, especially base volume.
· Children must be supervised at all times.  Children are not allowed in the kitchen.
· You can use the kitchen/kitchenette for self-catering.  They must be left clean, tidy and all rubbish must be removed at the end of your booking.
· Any damage to equipment or property and any security callouts will be charged to the booking user.  
· You must secure all windows and doors prior to leaving the Centre.  
· You must turn the alarm on when you leave.


	Cleaning and rubbish removal 
	All rubbish must be removed when you leave. (excluding the toilets).  Any decorations must also be removed.   The rooms must be left clean and tidy.  


	General conditions of use.  
	· Te Whare o Te Ata is a working environment, so please keep the noise to an acceptable level if events happen within working hrs.   
· Any hazards or damage should be reported to the Ops Manager as soon as possible: email  ofa@twota.org.nz 
· We will do our best to provide you with your preferred room, however there may be occasions when we need to move or change a booking to ensure everyone has fair access to the facilities.  If this happens, we will provide 14 days’ notice for any changes to bookings.   
· Any cancellation of bookings by the user requires 24 hours. Failure to do so will incur a booking fee.  Less than 24 hours’ notice will require payment of the full fee. 

	Feedback form
	· Please fill out our feedback form after your event (QR code in form)




	

I confirm I have read, understand and agree to follow the terms and conditions for venue hire at Te Whare o Te Ata: 

Signed: _______________________________________________

Date: ________________					
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Fairfield Park Hall Booking form 2026

Payments to: Te Whare o Te Ata           Bank account: 38 9003 0075367 00
           Email: bookings@twota.org.nz	     	Phone: 855 7804
	Emergencies: ‘Ofa 022035 5458

Please provide the following information to support your booking:

Contact Person: __________________________________________________________________

Group/organisation (if applicable): ___________________________________________________

Contact details:

Mobile: _________________________________Email: __________________________________

Address: ________________________________________________________________________

Intention of use: _________________________________________________________________

I confirm I have read, understand and agree to follow the terms and conditions for venue hire at the Te Whare o Te Ata: 

Name: ______________________________    Signed: ___________________________________

Date: _______________________________   Photo ID: __________________________________


We want to hire: 	Hall	Mahara Tuarua room		Hall Lounge	Chairs and Tables


Purpose: [circle]:		Commercial			Community/Not-for-profit


Day & Date of Hire:    ________________________________


Time of hire: From: _______________ To: ________________		

Number of people (approx): _____________________________



The Hall is to be left clean and tidy after use. Please take away any rubbish you make and turn the lights and heater off and the alarm on when you leave.

In case of fire: Lead fire warden/s to:
1. Fire warden vest and red clipboard are by the alarm pad.
2. Evacuate everyone- meet at back of carpark.
3. Check all areas are clear (if safe to do so).
4. Call 111 and ask for fire service to 214 Clarkin Road.
5. Lead warden report to the Fire service when they arrive, with clipboard filled out.

Nominated fire warden/s: (one fire warden for every 50 people)

1-50 people- Lead Fire Warden: Name and contact:______________________________________
50-100 people warden 2: Name and contact:___________________________________________
100+ people warden 3: Name and contact:_____________________________________________


Bond refund:
All bookings for Community groups may be charged a bond of $200.00, at the discretion of the Manager, for the hiring and use of the Fairfield Hall.  The charge for Commercial groups is $500. The bond for Mahara Tuarua room is $100. The bond will be repaid to the Hirer within 30 working days or after settlement of the hirer’s account (whichever is later) less any amount retained by the Operator.  Please make sure the area is clean and tidy and your rubbish is removed.

Please provide us with the bank account number you wish to have the bond refund back into.

Name on Account: ____________________________________________	

Bank account number: ________________________________________

______________________________________________________________________________

Feedback Form

Please fill out our quick feedback form after your event, to help us improve our service and keep running. We won’t share your personal details.
You can use the QR code or the link below: https://forms.gle/jmPd3f7xWfYX31SVA
______________________________________________________________________________
OFFICE USE ONLY__

Booking confirmed via [circle]	Email		Letter		Other [please specify] ______________________________________________________________________________________________

Date invoiced: _____________________________		Door Pin # Issued_____________________________

Amount invoiced ___________________________		Alarm # Issued: ______________________________

Bond charged/refunded: ____________________		Locker 3 # issued:_____________________________

Fairfield Park Hall Hireage Costs & Requirements 2026

	Venue
	Regular Hire
	Event/one-off
	Commercial

	Hall 
(20m x 12m)
	$25 per hr
	$30 per hour
	$55 per hr

	Hall Lounge
	$10 per hour
	$15 per hour
	$15 per hour

	Locker (limited availability)
	$50 per month
	
	

	Chairs and tables
	$10 per week
	$30 per session
	$30 per session

	Bond (at discretion of the Manager)
	
	$200 per event
	$500 per event

	
	
	
	

	Mahara Tuarua
(7.2m x 7.6m)
	$25 per hr
	$30 per hour
	$30 per hour

	Bond (At discretion of the Manager)
	
	$100 per event
	$200 per event

	
	After 5 hours hireage any extra hours will cost $5 per hour.



All prices include GST

1. One-off bookings are required to pay for their booking 48 hrs prior to using. Cancellation must be made at least 48 hrs before event, or the hire fee is forfeited.

2. Payment is by online banking.

3. Long term bookings are invoiced at the beginning of the following month.

4. Door code, alarm code and lockbox code for lockers/chair hire, are given after payment of the booking.

5. You must reactivate the alarm when you leave. If you don’t and the Security Alarm company must reset the alarm, you will be charged.

6. You must leave the premises as you find them and take your rubbish with you.

7. Bonds are refunded to your supplied account only, minus any unpaid fees, damage costs, cleaning costs, and once keys are returned (if applicable).
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