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Northern Beaches Council — Online Booking Portal - Community Centres
and Venues

New regular bookings

How to become a new regular hirer:

e |If you are a new hirer who would like to make a new regular booking, first you will need
to create an online account and request access to the Regular Portal. Refer to ‘How to
create a new customer profile’.

How to find a suitable venue:

1. Go to our online booking portal to browse venues and view availability.

¢ Inthe search box, you can filter by venue, suburb, or keywords. For e.g. enter in Yoga
and click ‘Search’ to see suitable centres.

e Default date is set 3 days in advance of the current date. Change date filter to your
preferred date.

A Home B New Regular Hire - [ = $0.00 -

Search for Venues/Facilities/Suburbs Required... Date Time 4 x
® = o Search
Yoga 14 Feb 2025 Any FILTER CLEAR

e Click on ‘ltems per page’ to see more venues on the same page.

North Narrabeen - Main Hall Augll.goﬂ'mll v
= BUER Avenus, North Narrabeen NSW 2 AUS71.007Hourly

ou have read and understand the Community Centre Terms & Conditions before
ue ADD TO BOOKING
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Selected Option: North Narrabeen - Main Hall - Event / Party / Function / Social Gathering Hire 1 more option(s) available
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e You can search by ‘Map view’, ‘List view’ or ‘Availability view'. *List view is the default
setting.

] ul 2 Sign In AUS0.00 o

Date Time T x
Search for Venues/Facllities/Suburbs Requi Search
’ WO o o zaas & oo @ o S _

556 out of 566 venue(s) found.

Council's adopted fees and charges are applied to all bookings. Prices are indicative only and a $0 fee Sort by =k VENUE
indicates a final price will be confi once your is d

L4

If you're not sure which venue best suits your event, refer to our ‘Community centre facility
comparison table’ for a snapshot of key features per centre.

Click “..Read more to view additional information about the centre including centre
description, facilities / amenities, fees and approximate number of chairs & tables. Most
centres include a link to a virtual tour of the centre.

Selected Option: Belrose - Main Hall - Event / Party / Function / Social Gathering Hire 1 more option(s) available

Belrose - Main Hall AU$9.10/Hourly

e you have read and understand the Community Centre Terms & Conditions before
ADD TO BOOKING
AP = A R i

100 avaiasLe

¢ View additional images of the venue, including floor plan(s) by clicking on the image of
the centre or the centre name and you will be directed to the venue page.

How to make a regular booking:

If you are a new hirer who would like to make a new regular booking, first you will need to
create an online account and request access to the Regular Portal. Refer to the ‘Sign Up

page.

Alternatively, if you don’t you have access to the regular portal and you are an existing
regular hirer, then you can request this under the Menu selection > ‘My Profile (once
signed into account).

Requests to access the regular portal may take up to 5 business days. You will be notified
after the request has been reviewed by Council.

1. Sign into your online account.

2. Select ‘New Regular Hire' in the top bar or under the Menu selection.
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Time v

. Date
Search for Venues/Facilities/Sub.. () -\ =
ov

Any ©

New Casual Hire
FILTER C
New Regular Hire

545 out of 574 venue(s) found. My Profile
Council's adopted fees and charges are applied to all approved bookings. Prices are My Bookings
indicative only and a $0 fee indicates a final price will be confirmed once your application is =
assessed. Change Password
. —

3. Select the relevant booking type - ‘Annual Bookings'. Only the booking types you have
access to will appear on this page.

B New Casual Hire

Regular Hire
Select a booking type

[E=3

Annual Bookings

e To submit a regular booking you will need to complete 6 sections - Term, Venue, Date &
Time, Questionnaire, Documents and Submit Application.

Annual Bookings
Lost save
T venue Date & Time Documents
Select an appropriate term for your booking
Annual Scheol Bookings 2025 Annuel Community Centre Hire 2025
01 Jan 2025 31 Dec 2025 01 Jan 2025 31 Dec 2025
Bosk befare 31 Dec 2026 Baok before 31 Dec 2025
Request your bookings
Rec sur desired aetivity type. name an:
Activity Type Activity Name Participants
Health & Fitness ~  ‘Yoga Class 192
+ Add Another Request

Term selection

1. In this section, select the relevant booking term for your booking application. For
Community Centres hire, there will be a box titled ‘Annual Community Centre Hire
(Current Year)'.

2. Select the most relevant activity type for your booking, activity name and the expected
number of participants for your booking per session.

e Proceed to click + Add Another Request if you have different activities that you would
like to have under the 1 booking. If you would prefer to manage your recurring bookings
separately then you can raise individual regular hire requests for each activity.
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3. Click ‘Next to continue with your application.

Request your bookings
Request your de activity type, na 1 partici

Activity Type Activity Name

Health & Fitness - Yoga Closs

Participants.

195

+ Add Another Request

e Once you have completed the Term section of your application, your booking will be
saved as a ‘draft booking’. You can come back later to edit any of the remaining

sections of the application.

@ You can come back later and open your booking from My Bookings to continue to edit.

Venue selection

1. In this section you will need to select a room location for your booking. You can scroll
through the list of venues or use the magnifying glass to search for a specific venue.

(] o o ©

Term Venue Date & Time Questionnaire Documents

Select all applicable venues for Annual Community Centre Hire 2025

36 Venues found, 1 Facilities selected
Allambie Heights Public Hall
Avalon Recreation Centre
Beacon Hill War Memorial Hall
Belrose Community Centre

Bilarong Community Hall

Submit Application

0/1 Selected

0/7 Selected v

1/3 Selected

0/1 Selected

0/2 Selected

2. Click the drop-down arrow to view all rooms under a venue.

e Select any of the rooms listed to open a new tab and view further information.

e Multiple rooms can be selected per activity.

] 2] o ©

Select all applicable venues for Annual Community Centre Hire 2025

1 Venues found, 1 Facilities selected

Allambie Heights Public Hall

Allombie - Main Hall Community Centre Maximum 50

Term Venue Date &Time Questionnaire Documents

e

Submit Application

1/1 Selected
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3. Tick the checkbox against the relevant room(s) and click ‘Next to continue with

application.

Date & Time selection

In this section, select the dates and times of your booking.

1.

2.

4.

5.

Select your relevant ‘Activity’. If you have only added one activity, this will be the
default selection.

Select your ‘View type'.
Availability view = use this option to view existing bookings
Selection view = use this option to select your date / time

Select your booking as either ‘Ad Hoc dates’ or ‘Recurring Dates.

Ad Hoc dates = use this option if you are not following a defined booking pattern (For
e.g. 2pm on 13 Feb, 20 March and 31 July).

Recurring dates = use this option if you are following a defined booking pattern (For e.g.
every 2" Saturday for 3 months).

Select your required ‘day(s)’ per booking. Selected days will be highlighted in blue.
Please note you can only book 1 x timeslot at a time.

Click the down arrow next to the venue to view the timeslot bar.

Select Date or Time

Allombie Heights Public Hall

Venue

Name  Yoga Class

Friday Saturday

Thursday

Sunday Wednesday

4
Monday Tuesday

01 AM 02 AM 03 AM 04 AM 05 AM 06 AM 07 &AM 08 AM 09 AM 10 AM 11 AM 12 PM

e 12 AM

6.

Select your timeslot by clicking on your start time and dragging the green highlight
until your end time.
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Ad Hoc Date selection:

e Proceed to select relevant dates in the pop-up window. Selected dates will show in green.
e Any unavailable dates for your timeslot will show as red.

e If you need to remove any dates, select the date again or click the rubbish icon against the
relevant date on the right-hand side.

e Click ‘Apply once you have finished adding all your booking dates.

Ad hoc date selection IB50813

Allambie Heights Public Hall /Group: Yoga Class

rce: Allambie - Main Hall A Time: 12:30 PM To 1:30 PM
‘Ad hoc date selection
B Selected date M Unovailoble date Special date

~
o
g
g

8
a
i

g

I o |

e Any unavailable dates (due to existing bookings) will show up in red in the side panel.

e Click ‘Edit to see the list of all your dates. Use the trash can icon to remove dates or the
pencil icon to adjust the date/time. Alternatively, you can also add another activity in this
window.

e You will not be able to proceed with your booking if there any unavailable dates in your
selection.

Allambie Heights Public Hall

Select Date or Time | recumg oc]

sundey [ e | ocsdoy Wednesdoy Thursdoy Fredoy

10Feb 202519 oy 2025 L]
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Recurring Date selection:

e A pop-up window will appear to adjust your recurring pattern as required including
your start and end date.

Pattern selection IB50838

Allambie Heights Public Hall Team/Group: Yoga class

F Allambie - Main Hall Allocati @ 7:00 PM To 830 PM

Recurrence Pattem

") Monthly

_) Daity @) Wasky
(®) Recur every 1 weekls) on
() Sunday B Mondary "] Tuesday [) Wednesday (] Thursdoy [ Fricay [ Saturday
Range
Start by 10 Feb 2025 2] occurences
205 m
S —— =)

e Click ‘View Dates' on the right-hand side to view a summary of dates within your
recurring pattern.

e Any dates you don’t require within the pattern can be removed by clicking on the trash
can icon.

e Click ‘Apply once you have finished adding all your booking dates.

Pattern selection 850813
16 Allombie Heights Public Hall Groun Yoga Class
5 e Allambie - Main Hall Allseetion Time: 130 PM To 6:15 PM
Recurring Dates
Recurrence Pattem ey a0z er
e
) @ Weekly Mentr
. [y
O very 1
e
Sunday & Manday [ Tuesday Wednesday (] Thursday 1 Friday
e
Range o
Stortby 07 Feb 2025 & ® End after 20 wor
JEndby31Dec 2025 & Mar
£ Apply this to ol future selections Apply

¢ Any unavailable dates (due to existing bookings) will show up in red in the side panel.

o Click ‘Edlit to see the list of all your dates. Use the trash can icon to remove dates or the

pencil icon to adjust the date/time. Alternatively, you can also add another activity in
this window.

¢ You will not be able to proceed with your booking if there any unavailable dates in your
selection.
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Council  Community

Annual Bookings 1850838 ]
Lost save: K 5

o o e ;
lambi all

.

Select Date or Time { C . m!
Allomtie - i Holl
[ R
Activity Nam oga clas
ect e « [N Tuestoy Wednesday Thursdoy
12 AM 01AM 02 AM 03 AM 04 4M 05 AM 06 AM 07 AM 08 AM 09 AM

Allambie Heights Public Hal

Click ‘Next to continue with your application.

Questionnaire

In this section there are a list of questions related to your booking. We review your answers to
assess and approve the booking and ensure your activity is suitable for the centre.

[ )
Otherwise leave as default option.

Click the toggle ‘Show mandatory’ to view only the mand

You can filter questionnaires by activity if you have booked multiple activities.

atory questions.

Date & Time

Questionnaire

Location
Any

Activity Name

Yoga

13 out of 15 answered

6]

Documents Submit Application

Show mandatory < i

1. Click the drop-down arrow against each question to fill in the required information.

0 out of 15 answered Show mandatory

Booking Questions
Yoga Class

QL.Tell us about your event and what type of indoor recreation sport you are playing (e.g. yoga or futsal):*

liquor license in the 'Upload your Documents' section on the previous page.
Q3.Please list any equipment or external services you are bringing into the centre e.g. catering or entertainer.*

*

Q4.If applicable, | confirm that | (or any external service hired) have current Public Liability Insurance and can provide a
Certificate of Currency if requested. See the Terms and Conditions for more information on insurance.

Q5.Are you playing music? Please provide details.*

Q6.What are the ages of the attendees?*

-E

Q2.Will there be alcohol at your event? NOTE: If you or an external service are SELLING alcohol, please upload a copy of the *
v

v
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2. Click ‘Next to continue with application once all the questions have been answered.

Documents

In this section upload any relevant documents for your booking (for e.g. Not For Profit
documentation).

1. Select the document type and then you can either ‘drag & drop’ the document or
manually upload a file from your computer.

Annual Bookings 1850838 ]
Last save:

Documents

T plete the the below doc ts should be submitted along with the application

2. Once you have completed uploading your documents or do not need to submit any
documentation, click ‘Next to continue with application.

Submit application:

This is the final section of the application.
1. Review your booking details and confirm dates / time are correct.
¢ You will not be able to make any changes to your booking once it is submitted.

e If you need to edit or add another activity, you can select ‘Edit timeslot’ at the top of the
page.

Annual Bookings 1850838 a D

Lost save:

[ o e (]

Term Venue Date & Time Questionnaire Documents

2. Tick the checkbox to confirm you agree to Northern Beaches Council’'s Terms &
Conditions and that the information provided is true and correct.

3. Click ‘Submit once you are satisfied with your booking.
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Submit Application

Booking application for: Y0ga class

Yoga class .
. 5 Dateis) selected 1 Location(s)

Documents Additional Notes

e ind Conditions of the Council.
d. This is not o confirmed booking

= Once you have submitted your application, a booking reference number will be generated,
and an email confirmation will be sent to you with a summary of your event details. *You
can view your bookings at any time via the ‘My Bookings' page on the online portal.

= The booking will be marked as ‘pending approval’ until your booking has been reviewed
and approved by the relevant Council team.

=> If you need to request changes or cancellation of your booking, click ‘ View against the
relevant booking and follow the relevant prompts under the ‘Request Changes’ or
‘Request Cancellation’ button.

= Please note if requesting changes you will need to click ‘Update Booking’ to save and
send your changes to the relevant Council team.

Upcoming Bookings > 1B51245

€ BACK M REOUEST CHANGES o REQUEST = uFDATE
o CANCELLATION =l sookinG
1851245 b ]
Yoga Class =
Community Centres Package Class|20 Feb 2025 = TOTAL $41.40

if you require assistance please contact us at: Community Centre Bookings: CommunityCentres@northembeaches.nsw.gov.au or 8495 5012, Open Space Bookings: epenspacebookings@narthernbeaches nsw.gov.au or 8495 5009

v gz

= An email from the Community Centres team will be sent to you with next steps once
booking has been approved.

(March 2025)
Page 10 of 11



AN northern
ﬁé’ beaches

,\1&] council

Other helpful resources:

e How to make a casual booking

¢ How to manage my customer account online
¢ How to manage my existing booking(s) online
e Community Centre Terms and Conditions
e Frequently Asked Questions

Please contact the Community Centres team on 02 8495 5012 (Monday to Friday) or
CommunityCentres@northernbeaches.nsw.gov.au if you require further assistance.
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