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Kapiti Impact Hub
Terms and Conditions of Venue Hire

Purpose

This document outlines the terms and conditions for hiring and using spaces at the Kapiti
Impact Hub.

We aim to provide safe, welcoming, and well-managed facilities that support connection,
learning, and collaboration in our community.

By booking a space, you agree to follow the expectations below. These help us care for our
spaces and ensure a positive experience for everyone.

Welcome
We’'re glad to have you at the Kapiti Impact Hub and hope you enjoy using our spaces.

Kapiti Impact Trust is committed to supporting community use of its facilities. These terms
and conditions help ensure everything runs smoothly and respectfully.

Before your booking begins, please make sure to:
e Meet with a staff member if needed
e Collect any keys and alarm codes (if provided)
e Understand your responsibilities as a hirer
e Read and follow our health & safety and evacuation procedures

Note:

The “Hirer” is the person making the booking and accepting these terms. They'’re also
responsible for payment and ensuring all users follow these conditions.

The “Trust” or “Kapiti Impact” is the owners of Kapiti Impact Hub
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Access and Lock-Up Responsibilities

1.1.

1.2.

1.3.
1.4.
1.5.
1.6.
1.7.

A team member will open and close the venue unless you’ve been given a key
and alarm code.

If you are issued a key and alarm code, you take on full responsibility for
securing the building after your event.

Follow the lock-up procedure provided to you

Check all rooms (including bathrooms) and close all windows

Turn off lights, heating/cooling, and appliances

Ensure all external windows are closed and doors are locked

It is the hirer's responsibility to set the alarm if they are the last person in the
building.

Venue Use, Responsibilities and Liabilities

2.1.
2.2.
2.3.
2.4.
2.5.
2.6.
2.7.
2.8.
2.9.
2.10.
2.11.
2.12.

2.13.

2.14.

2.15.
2.16.

2.17.
2.18.

2.19.

Please return all furniture and equipment to their original positions when finished.
Leave the venue clean and tidy — including rooms and toilets (if used).

If food has been served or there is visible mess, please vacuum the area to help
keep the space fresh for the next user.

Remove any excessive rubbish from the site.

Switch off all lights and heating/cooling before leaving.

The entire site is smoke-free, vape-free, alcohol-free, and drug-free. Please
make sure everyone in your group is aware of and follows this rule.

Staff will give you a health and safety induction, including fire and evacuation
procedures. Please come before your booking to allow time for this.

Emergency evacuation procedures are displayed by the door in each room.
Please read and become familiar with these before your event begins.

If the fire alarm is triggered without a real fire, the hirer may be charged for any
resulting callout.

The hirer is responsible for the behaviour of all participants. Children under 13
must be supervised at all times, including in the playground.

Not permitted: gang patches, weapons, fireworks, flares, illegal substances, spray
paint, or tagging equipment.

Any damage must be reported immediately. The hirer is responsible for the cost
of repairs or replacements beyond normal wear and tear.

Sound and AV equipment in Grace Hall may only be operated by staff unless prior
arrangements are made. You may connect a laptop to the projector — just let us
know in advance.

Musical instruments in Grace Hall (e.g., drums, keyboard) may not be used under
any circumstances.

Installing additional power or lighting requires prior approval.

Only use the spaces you've booked. Do not access cupboards, fridges, or
unbooked rooms.

Do not stick or pin anything to walls, windows, or floors. Blu-Tack is allowed.

The hirer is responsible for any personal belongings. Lost property will be held for
one month. While we’ll try to return items, we are not liable for loss or damage.
Be considerate of neighbours. Keep noise to a reasonable level, especially at
night.
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2.20.

2.21.

2.22.

2.23.

2.24.

2.25.

2.26.

2.27.

2.28.

2.29.

2.30.

2.31.

2.32.

2.33.

2.34.

2.35.

2.36.

Events must finish by 10:00 pm, and the building must be vacated by 10:30 pm.
No noise is allowed before 8:00 am.

Hirers must vacate the venue by the agreed time. Failure to do so may result in
additional charges for staff time or venue hire.

You must take all reasonable precautions to avoid injury or damage. Please report
all incidents to Hub staff.

Do not enter any locked or unbooked rooms. Check all doors and windows before
leaving.

Registered guide dogs, hearing dogs, and support dogs are welcome (except in
food preparation areas).

Hub staff reserve the right to enter the venue at any time during your booking if
needed for safety, security, or operational reasons.

If the alarm is accidentally triggered, call the security company immediately,
followed by the building contact person.

If the security alarm is triggered due to improper use and a security guard is
called, you may be charged a $100 callout fee (subject to change).

The hirer agrees to indemnify Kapiti Impact Trust against any claims resulting from
the use of the facilities.

Onsite parking is available. The trust is not liable for any damage or theft of
vehicles

Wi-Fi is included with all bookings for lawful, reasonable use only. Please don't
download illegal content, run large file-sharing apps, or overload the network. We
can’t guarantee uptime or speed, and we’re not liable for any data loss or
connectivity issues.

Hirers must comply with all applicable laws, regulations and licences (for example,
Maori cultural protocols, smoke-free laws, liquor licensing requirements, copyright
rules, etc.) throughout their booking.

The venue may not be used for any activity that could bring Kapiti Impact into
disrepute, cause offence, or go against our values. This includes events promoting
violence, discrimination, or illegal activity.

Security cameras operate on-site for the safety of our users, staff, and property.
Footage is recorded and may be reviewed in the event of an incident. By using our
facilities, you and your group agree to this monitoring. Cameras are placed in
public/shared areas only—never in bathrooms or private spaces.

All advertising or public promotion of events held at Kapiti Impact Hub must clearly
state that the event is run by the hirer and not by Kapiti Impact Trust, unless prior
written approval is given.

You'’re welcome to take photos or video of your_own event, but please respect
everyone’s privacy and only use images for your use. Please do not take photos
or videos of other users.

All users must treat staff, volunteers, neighbours and each other with respect.
Harassment, bullying or discriminatory behaviour won’t be tolerated and may
result in immediate termination of your booking.

Payments and Cancellations

3.1.
3.2.

All prices include GST.
Users will be invoiced for payment
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3.3.
3.4.
3.5.
3.6.

3.7.

3.8.

Hire agreements that span a calendar year are valid for one year.
Prices and conditions may be updated at any time.
A deposit or bond may be required when booking. This will be 50% of the total
cost and is set at the Trust’s discretion.
The hirer must not sub-hire or transfer their booking to another person or group
without prior written approval from Kapiti Impact.
If an event is disrupted by extreme weather, natural disaster, civil unrest or other
circumstances beyond our control, we reserve the right to postpone or cancel your
booking without liability. We may also cancel any booking at our discretion at any
time
Cancellation charges:
3.8.1.  If you cancel within 24 hours of your booking, a 50% charge may
apply.
3.8.2.  If you cancel less than 24 hours before your booking, you may be
charged the full hire cost.
3.8.3. Late cancellations may result in a fee and/or loss of your bond.

Booking Management Rights

41.

4.2.

4.3.

Kapiti Impact reserves the right to decline any booking request at its discretion.
This may include, but is not limited to, bookings that conflict with the Hub’s values,
intended use of the space, or existing commitments.

Kapiti Impact reserves the right to move a booking to another room if required for
operational reasons. Every effort will be made to provide a space with the same or
similar setup, capacity, and facilities. The hirer will be notified as soon as possible
if this change is needed.

Kapiti Impact reserves the right to cancel a booking at any time if the venue is
required for Trust purposes, maintenance, safety reasons, or unforeseen
circumstances. In such cases, a full refund will be offered, but Kapiti Impact Hub
will not be liable for any additional costs or losses incurred by the hirer.

Cleaning Fees

5.1.

5.2.
5.3.

If the venue is left in an untidy or unclean state, a cleaning fee will be charged.
Any additional cleaning costs (e.g., stain removal) will be passed on to the hirer.
Grace Hall — $80 minimum cleaning fee

Tui, Kereri, Kea, Kiwi, Moa and Ignite Rooms — $50 minimum cleaning fee
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