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Northland Kindergarten Association
Te Kura Kōhungahunga Tōpū o Te Taitokerau

NKA Administration Training Rooms

1. Advertising

With all marketing/advertising of your event/function, please refer to the venue as the NKA Admin Training Room, 2 Colenso Street, Kamo, Whangarei. Access is via driveway as sign posted at front.
2. Smoke free – NKA Training Rooms are a Smoke free Facility

This includes all the outdoor areas as well.  Costs relating to any fire alarms that are activated through the fault of the Hirer – ie. Smoking in the building, use of candles, burnt toast, incense and smoke/ice machines and requiring the attendance of the Fire Brigade will be charged to the Hirer ($1000.00 + GST).
3. Payment

To confirm your booking, a bond of $50.00 is required.  Room rates are as follows and are GST exclusive:
	Parihaka, Manaia & Hikurangi – all 3 Rooms with kitchen
	$250.00

	Parihaka room with kitchen
	$200.00

	Half day – 8am – 12.30pm or 1pm- 5pm for the above
	$125.00

	Break out room Manaia
	$20.00 per hour

	Hikurangi SLT Clinic includes recording Equipment
	$125.00 per hour

	Hikurangi SLT Clinic room only
	$25.00 per hour


4. Seminar Equipment

The following charges apply for equipment used within the rooms. These prices are GST exclusive.
	55 inch LCD Monitor(TV Screen) & DVD Player
	$75.00

	Data Projector/Screen
	$75.00

	Whiteboard – no charge
	

	Use own whiteboard marker pens
	


5. Chairs/Tables
The Rooms have 30 deluxe stacking chairs and 10 rectangle tables (180cm x 80cm) available at no extra cost.

6. NKA Admin Training Rooms set up

The rooms will be empty for you to set up and arrange your own seating.  Tables are available in the store room and chairs stacked against the wall.  They must be returned and neatly stacked after use.
7. Kitchen

Fully equipped kitchen is available with a water cooler, dishwasher, stove, fridge, microwave and zip. Cutlery, crockery, platters and tea towels are provided in the kitchen.  You will be required to provide your own tea, coffee, milk etc. Two fold away food tables are available. Should you be using a caterer please ensure they are familiar with the set up prior to function/meeting.
8. Decorating Guidelines

The hirer will not remove or alter any fixtures or fittings from any part of the facility.

No cellotape, tacks, staples, nails are to be used on walls or ceilings – bluetak only allowed.

The use of confetti, glitter, chewing gum, candles, fireworks or any articles deemed by the Manager to be objectionable is prohibited in the facility.

9. Rubbish

All rubbish is to be taken away on the day.
10. Cleaning

Must be done immediately after your meeting/function –
· Kitchen appliances to be cleaned.

· Tables and chairs to be wiped down and stacked away.

· Pickup and disposal of rubbish in bins provided outside or taken offsite.

· All doors and ranch sliders to be closed and locked. Ensure ranch slider locked from outside.
· No items to be left on premises unless agreed to by Management.

· Commercial cleaners are available but will incur extra cleaning costs to you.

11. First Aid
User must provide own First Aid Kit and Ice Packs.

12. Entry to the Premises

Alarm code, gate key and door key will be given out prior to the event and keys must be returned to the NKA offices between the hours of Monday – Friday 8am to 4pm or left in the security box at front of Office.
13. Vacating the Premises

The facility must be vacated no later than 6.00pm and should be left clean and tidy as found.
14. Building Evacuation

In the event of a fire or the fire alarms activating, it is the hirer’s responsibility to abide by the New Zealand Fire Service Evacuation Regulations as provided with this document. See evacuation Plan.
 Emergency after hours contact numbers:  Carol - 027 4379201 or Richard- 027 4379208

Phone Teresa Dunn or Carol Wati on 09 435 9099 or email on admin@nka.org.nz for bookings.

Further information can be obtained on our website –

www.nka.org.nz
Kindergarten: Giving our children an excellent start for life long learning

2 Colenso Street, Kamo Whangarei 0112 ● PO Box 4005,Kamo, Whangarei 0141
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