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Room Hire

South Coast Community College has a number of rooms available for hire at 42 Orient Street, Batemans Bay. They are:

Room Name Capacity Cost
(Seating) Facilities
Training Room 1 12 $150.00 Tables, chairs, smart TV, internet, air conditioning, white
board.
Training Room 2 20 $200.00 Tables, chairs, smart TV, internet, air conditioning, white
board.
Training Room 3 8 $100.00 Tables, chairs, smart TV, internet, air conditioning, white
board, kitchen facilities.
Simulation Lab 9 $150.00 2x electronic hospital beds, 2x mannequins, medication
(standing) trolley, dressing trolley, stand-up lifter, sling lifter, slings,
slide sheets, PPE, all stores to simulation the care of a
person in the healthcare setting.
Facilities

All trainers and students accessing these rooms have access to the following facilities:

e Kitchen facilities — price includes access to tea and coffee.

e Bathroom facilities

e Student lunch / rest areas

e Photocopying — price per page as quoted on request

e First aid box — located in the main kitchen withing the staff area.

e Simulation Lab for nursing, individual support, work health and safety, infection control and manual handling
training.

Trainers will need to bring the following if they require it:

e White board markers
e Butcher’s paper
e Snacks

Making a booking

All bookings must be made by contacting the South Coast Community College Administration Team who will:

e Book the room
e Determine technology and support needs
e Provide a quote

The booking will be confirmed on receipt of payment and completion of the Booking Information Form.
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Access

Training staff must contact the Administration Team to make arrangements for a brief site orientation and to arrange
access.

For training being conducted on a weekend or out of hours, the trainer must provide the Administration Team with their
requirements for opening and lock up times. The Administration Team will open the building and secure the building at
the conclusion of the session.

Orientation

Trainers must ensure, at a minimum, that they are familiar with the:

e Evacuation plan —located on the wall

e Evacuation point

e QOperation of the alarm system (if outside of business hours)
e Emergency contact number

Emergency and evacuation

Trainers must contact the Administration Team if there is an emergency during business hours on week days. The
Administration Team will take responsibility for:

e Raising the alarm
e Advising evacuation
e (Contacting emergency services

Trainers will take responsibility for managing out of hours emergencies. This includes:

e Determining the need for evacuation

e Conducting the evacuation and confirming by class roll that everyone has evacuated

e Contacting Emergency Services if required — where possible if time permits this will be after discussing the
Emergency with the Emergency Contact

e Advising the College of the Emergency via the Emergency Contact number.

Leaving the premises and locking up

Trainers are requested to assist with lock up and securing the building by:

e Shutting down any technology that has been used — ie computer, SMART TV

e Turning of heaters / air conditioning.

e Confirming all students have left — this includes checking kitchen and toilets to ensure no one is still in the
building.

e Checking all windows are shut

e Turning of all lights

Questions or queries

Please contact our Administration Team during business hours on 02 4472 9202 or email to
admin@soutcoastcolleges.edu.au.
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Venue Booking Information

Organisational information

Organisation:

Contact person:

Contact phone number: Contact email:

Booking information

Date / s required:

Time from: Time to:

Purpose of venue hire:

No of people using venue:

[l SMART TV [l SMART Board [l White Board

Facilities required:

[ Internet access - Computers | Kitchen access

| confirm that:

[1 Ihave read the terms and conditions for venue hire.
[1 I'have current and sufficient public liability insurance to cover my delivery on College premises.
[J lam not promoting this as a South Coast Community College course
[J lunderstand that the booking is confirmed by the payment of the booking fee
Name:

On behalf of organization:

Signature: Date:
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