= Mary MacKillop
Spirituality Ministry

Document number Version1.0

Title Booking & Cancellation Policy.

Date 39 August 2025

Review Date 39 August 2027

Owner Finance and Corporate Services Manager
Type Policy

BOOKING & CANCELLATION POLICY

July 2025




s« Mary MacKillop
Spirituality Ministry

Contents
GENERAL TERIMS ...ttt ittt ettt ettt sttt ettt e s bt s he e sae e st e e bt e bt e e bt e s he e eae e e a et e bt e bt e sbeesheesanesan e e bt ebeenmeesmeeemneenneenneen 3
PRIVATE BOOKING POLICY ...ciiiiiiiiiitttee e eeeeittt e e e e e ettt e e e e e s s eaibeteeeeeesesauasbetteeeeeseaausnbeaaeeeeesaaassbaeeeaeeesananssseanaaeeesannnnnne 5
(013 T Tol 2 [ O TP T S S TP TPTTOPRR 5
(613 =Tol T [ PP PRSP OPUPP PR PSS 5
HOW tO BOOK/QUOTES ANT RESEIVATIONS .. .vvieiieeeeeiieetteeeeeeeee e e ettt e seeteesseetteessassaeessassteessassaeessassseessassaeessassaeessasseeesssnees 5
PROTO ID . ettt sttt b e s bt e s bt e e at e e a et et e e bt e e b e e ehe e e et e bt e bt e bt e bt e ahe e ehe e eae e et e e b e e nbeenaeenneeeane 5
(O Y gl - 0 T V- USRI 5
PAYMENT QN0 DEPOSIES ..eveeeeieiiiieiiiiiiee e e e e ettt e e e e e ere ittt e e e e e e e e see b tateeeeeesesaaassseseaeaesaaasssssaaeseeseaaasnsrsaassasesasasssanseaeesannnnnes 6
RETUNGS ...ttt e bt s bt e s et et e e e e bt e she e she e sa bt s bt e bt e b e e bt e e s e e e ae e e me e eat e et e e nbeenheenanesaneeane 6
AMENAMENTS 10 BOOKINGS ...cciiiiiiiiiiiie et e et e e e et e e e e aba e e e e abeee e e s baee e e sbeeeeensaeeeennsaneeennseneeennsens 7
Cancellation Of Private BOOKINGS ........uuiiiiiiiiiciiiieeie ettt e e e et ee e e e e e e e et e e e e e e e sseasstaaeeaaassasnssraaseaaessennnsranaeaaanas 7
NO-ShOWS OF TEIMINALIONS. ...ceiitieiiiieitee ettt ettt e st e et e e s bt e e beeesabeesseeesabeesabeeesnseesabeessseesareeeneeesaseenns 7
[2{e o]0 o I A | [ Tor: o] o AU OSSPSR PP PRO PP 7
DAY & RESIDENTIAL GROUP BOOKINGS ......oocttiitieriieniienteete ettt et esieesiee st stesbeesbeesbeesaeesanesabeembeebe e beesseesaeesmnesnneenseenne 7
DAY BOOKINGS GrOUPS ..cccuviiieieiiiieeeiitieeeitteeeeitreeeesttteeesbaeeeeasbaeeeesasaaeeessseee s sssseeeanssaeeaasssaeeeasssaseaanssaeeeassaeeeanseeessnsses 8
[ Y0 LY AT o B T=T oY 1Y 1 (PR 8
AMENAMENTS 10 BOOKINGS ...eiiiiiiiieeiiie et e e e e e e et e e e e sttt e e e eataeeeeansaeeesansaeeeeansseeeeansseeeeansaneanns 8
Cancellations and Refunds after booking confirmation. ..o e 8
OVERNIGHT GROUPS (NON-EXCIUSIVE) ....eeeeeiiieieieieiee ettt e ettt e ee ittt e eetteeeeetaeeeeeaseeeeetsaeeeessaeaeessseeeassseaesssaeesannsaeanan 9
[ AV T=Y 0 A=Y o LT oY 1] 1 £ USSR 9
AMNIENAMIENTS. ..ttt ettt ettt ettt e ettt e s bt e s bt e e be e e s bt e e abeeesasee s bee e ameeesabee e se e e sa b e e e s et e aabeeeabeeeenbee s be e e neeesareeeneeenans 9
Cancellations and Refunds after booking confirmation............oooiiiiii e e 10
OVERNIGHT GROUPS (€XCIUSIVE VENUE M) ...ueviiveiiiiieeeiiiiieeiee e eeeetteeee e e e eeetvaeeeeeeeeeeaatsaeeeeeseeenssbasnseseseeensssrenneens 10
[ L 1T YA Y o B D= o Yo 1Y £ SRR 10
FY 0 [= oo 10Tt PSP U TSP PTUPROPROPRRRPO 10
Cancellations and Refunds after booking confirmation for exclusive venue hire...........ccccocvvveiiciii e 11
REFLECTION DAYS, RETREATS, SABBATICALS AND WORKSHOPS ...ttt ettt et s 11
Guidelines for registered participants: Cancellations ............oeeeeiiiiiiiiiiiiie e e 11



s« Mary MacKillop

Spirituality Ministry

GENERAL TERMS

Please read the following terms and conditions carefully. You must not make any booking unless you
understand and agree with the following terms and conditions.

” o«

References to “us”, “we” and/or “our” in these booking terms and conditions shall mean Mary Mackillop
Spirituality Ministry (MMSM)

These terms and conditions apply to bookings you make with us over the phone, via chat, via email, in person or
online.

All bookings made through participating Websites or directly with MMSM are subject to these terms and conditions,
and the person making the booking will be deemed to have accepted them on behalf of all persons who will be
staying at MMSM once the booking is confirmed.

If booking via online travel booking sites, their terms and conditions will also apply.

Prices, fees, deposit amounts or charges which are specified or referred to in these terms and conditions are in
the same currency as the booking to which they relate.

Any confirmed price is subject to change if:
there is a change in, or the imposition of a government charge, tax, or levy that entitles or necessitates

MMSM to change the price of your booking.

any details relating to your booking may be amended, for example, your dates of stay, your room type, or
the number of people staying under your booking.

any dispute should be referred to MMSM in writing within 14 days.

We will rely on the authority of the person making the booking to act on behalf of any other customer of the
booking, and that person will bind all such customers to these terms and conditions.

The terms and conditions are governed by and will be construed in accordance with the laws of the
applicable State in Australia where the accommodation is located.

If part or all of any clause of these terms and conditions is illegal, invalid, or unenforceable, then it will be
read down to the extent necessary to ensure that it is not illegal, invalid, or unenforceable, but if that is not
possible, it will be severed from these terms and conditions and the remaining provisions of these terms and
conditions will be enforced.

Guests must abide by any noise conditions, with no excessive noise permitted on the property. Guests must
comply with standards and orders issued by police or any regulatory authority to minimise impacts upon the
residential amenity of neighbours and the local community. Disturbing the peace carries substantial fines.
Gatherings, celebrations or entertainment at the property must not conflict with residential amenity and must
comply with local laws and house rules.

All damages to be paid for by the booking client.
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No unauthorised adult entertainment at any time on the property.

No smoking indoors. Smoking in designated areas only.

No cigarette litter on property grounds.

No open flames, candles, or coal-fired BBQ or spits.

Garbage must be placed inside the allocated rubbish bins with boxes flattened.

Recycling must be in accordance with standard practice and placed in the correct bins to avoid contamination.
All visitors/guests must comply with the parking information provided at the time of booking.

Day Fee — Day Visitors must be advised to the office (a day fee may apply).

No Guest or visitor is to disturb the natural environment.

Management is empowered to take action as necessary for improper behaviour.

Guests are granted limited permission to occupy the property for intended purposes only.

This is not a residential tenancy agreement under the Residential Tenancies Act.

Failure to comply with the Terms and Conditions may result in termination of your booking.

It is the client's responsibility to provide a contactable phone number prior to and for the duration of their stay.
Late check-out or early check-in by request (fee may apply).

Pets are generally not permitted. Requests must be made in advance and receive management approval.
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PRIVATE BOOKING POLICY

Check-In

The standard check-in time is 2.00 pm.

e Early check-in is subject to availability and may incur an additional cost. If check-in is required
outside our opening hours, please get in touch with us using the contact details on our
website to make arrangements.

Check-Out

The standard check-out time is 10:00 am.

e Ifyouwish to check out later than the standard check-out time, you must obtain approval from
Reception.

e MMSM may approve a late check-out request at its absolute discretion, subject to room
availability.

If you check out after 2:00 pm without approval, a charge equivalent to the full daily rate will apply to your
booking.

How to Book/Quotes and Reservations

e Accommodation bookings may be made online or directly with the MMSM Centre. Bookings are
subject to the availability and applicable pricing of MMSM at the time of the booking. Some
conditions and/or exclusions may apply.

Photo ID
e When you check in, you may be asked to provide photographic identification. If you are unable to
provide such identification, your booking may be cancelled, and you may be liable to pay MMSM
an amount equal to the full booking value plus any other costs incurred by MMSM in connection
with the booking.

e Accordingly, any pre-payment you have made in relation to the booking will be forfeited to
MMSM under this term.

Car Parking
e Some sites have available parking and are subject to approval on a first-come, first-served basis.
e Unauthorised parking may result in your vehicle being removed at your own cost.
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Payment and Deposits

Payments may be made by Visa, Mastercard, or Direct
Deposit.
Full payment for accommodation is required at check-in.

If any deposit or final payment is not received by the due date, MMSM reserves the right to
cancel the booking, and any monies paid by you in relation to your booking will be forfeited
to MMSM.

For bookings made with online travel agents, full payment is processed within 24 hours of
accommodation check-in.

For Standard Bookings, you must provide credit card pre-authorisation at the time of booking.

The card issuer sets aside the pre-authorised amount for a period of up to 14 days from the date
of pre-authorisation, and it will affect your available funds balance or spending limit. For more
information about this practice, please contact your card issuer. The credit card authorisation
may be used to cover incidental items, including but not limited to cancellation fees, parking,
security bond or deposit, any

damage incurred during your stay or cleaning charges more than the normal level of cleaning. It
may be used after your departure.

In the absence of a credit card, you will be required to provide a cash security deposit.

Once the final payment for your booking has been made, you will receive confirmation via email.

Amendments to Bookings

Subject to your refund and remedy rights under the Australian Consumer Law, the following change and
cancellation policies apply to our standard rate packages and bookings (including online bookings and bookings
made over the phone, via chat, by email or in person)

Refunds

All amendments are subject to the availability and applicable pricing of MMSM at the time the
amendment is requested.

If amendments requested to your booking exceed the rate applied to the original booking, you
must pay the difference.

Amendments to online Travel Agents' bookings must be requested through the online Travel
Agents' Website

Any amount paid by you to (MMSM) for your booking (including deposits) shall be dealt with as
stated in these terms and conditions.
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Cancellation of Private Bookings

Cancellation of a Standard Booking made directly through MMSM will incur the following charges, which will

apply in relation to each booking:

Cancellations and Refunds after booking confirmation:

Cancellation notice

Fee

Less than 24 hours

100% cancellation fee applies -booking is invoiced, full amount payable

Up to 24 hours prior

50% cancellation fee applies -booking is invoiced, full amount payable

Up to 72 hours prior

No cancellation fee

e Up to 72 hours before your scheduled check-in time: No cancellation fee will be applied;
all deposits will be refunded in full.

e Up to 24 hours before your scheduled check-in time, a cancellation fee will apply, and you will be

required to pay MMSM 50% of your booking amount, less any amount already paid.
e Less than 24 hours after your scheduled check-in time: a 100% cancellation fee will apply,

and you will be required to pay MMSM the full amount of your booking, less any amount
which has already been paid.

¢ [f you fail to make this payment, you consent to the cancellation fee being charged to the

pre-authorised credit card.

Room Allocation

In the unlikely event that MMSM cannot provide the accommodation for which you have booked, MMSM
will, at no additional expense, relocate you to an alternative property of comparable quality and in a

comparable location.

A full refund will be provided if a suitable alternative property cannot be agreed upon.

No-Shows or Terminations

If you do not show up for your booking or terminate your booking early after you have checked in, you
will be charged a 100% cancellation fee and will be required to pay MMSM the full amount of your

booking.
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DAY & RESIDENTIAL GROUP BOOKINGS
Day Bookings Groups

Payment and Deposits

Booking Confirmation.

A 30% deposit is required within 14 days, along with a signed agreement/quotation to confirm booking. Full
payment will be invoiced at completion of the event on 7-day terms.

Amendments to Bookings

Subject to your refund and remedy rights under the Australian Consumer Law, the following change and
cancellation policies apply to our standard rate packages and bookings (including online bookings and bookings
made over the phone, via chat, by email or in person).

Please refer to your confirmation received at the time of booking as special packages and rates may be marked
as non-refundable, in which case the below does not apply. Please note that credit card fees are non-

refundable.
A reschedule may be considered under exceptional circumstances and may incur a rescheduling fee due to lost
bookings and limited rebooking lead times.

e Allamendments are subject to the availability and applicable pricing of MMSM at the time the
amendment is requested.

e Amendments are only allowed up to 8 weeks prior to your scheduled check-in time.

e If amendments are requested less than 8 weeks prior to your scheduled check-in time, you
will forfeit the 30% deposit.

Summary of amendment fees

Amendment notice Fee
Less than 8 weeks 100% forfeiture of deposit
Up to 8 weeks prior No fee

Cancellations and Refunds after booking confirmation:

Cancellation notice Fee
-Less than 8 weeks 30 % Deposit forfeiture
-Less than 2 weeks 100% booking is invoiced, full amount payable

Please note that;

If your booking is cancelled within 8 weeks from the date of booking, your deposit will be retained.
Confirmation of final numbers is required 2 weeks from the booking date.

A pro forma invoice will be raised at this stage for payment of the balance owing on the confirmed booking.
If your booking is cancelled within 2 weeks of the date of booking, 100% of the booking value will be
payable.
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OVERNIGHT GROUPS (non-exclusive)

The following policy applies to group bookings that are_not exclusively booking the entire venue.

Payment and Deposits.

Initial Booking Confirmation

e A 30% deposit is required within 14 days, along with a signed agreement/quotation to confirm
bookings. (If initial confirmation is made within 12 weeks of booking, a 50% deposit is required.)

*MMSM will issue a receipt and statement for the booking,

Additional Booking Confirmation. (12 weeks prior)

e Asecond 20 % instalment is required 12 weeks from the date of booking.
e Aninstalment pro forma invoice for 20% of the booking quote will be issued for payment.

*MMSM will issue a receipt and statement for the booking.

Final Booking Confirmation (4 weeks prior)

e Confirmation of final numbers is required 2 weeks from the booking date.
e At check-in, final payment is required, and a tax receipt will be provided.

Amendments

Subject to your refund and remedy rights under the Australian Consumer Law, the following change and
cancellation policies apply to our standard rate packages and bookings (including online bookings and bookings
made over the phone, via chat, by email or in person)

Please refer to your confirmation received at the time of booking, as special packages and rates may be marked
as non-refundable, in which case the below does not apply. Please note that credit card fees are non-
refundable.

e Rescheduling may be considered under exceptional circumstances and may incur a rescheduling
fee due to lost bookings and limited lead times to rebook
e All refund or rescheduling negotiations must be made in writing:

If amendments are requested less than 12 weeks prior to your booking date, you will be charged a 100% cancellation
fee in addition to the cost of your amended booking. (Any reduction in the amount which is payable by you in such

case will be at MMSM 's absolute discretion.

Summary of amendment fees

Amendment notice Fee
Up to 12 weeks' notice 100% forfeiture of deposit
Greater than 12 weeks' notice No fee
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Cancellations and Refunds after booking confirmation:

Cancellation notice Fee
Less than 12 weeks 100 % deposit forfeiture
Less than 4 weeks 100% booking is invoiced, and full amount is payable

Please note that;

- If your booking is cancelled after confirmation and up to 12 weeks from the date of booking, your
50% deposit will be retained.

- If your booking is cancelled less than 12 weeks before the date of booking, your deposit and instalment
payment (50% of the booking value) will be owed/retained.

OVERNIGHT GROUPS (exclusive Venue hire)

The following policy applies to group bookings that exclusively book the entire venue.

Payment and Deposits

Initial Booking Confirmation

e A50% deposit is required within 14 days, along with a signed agreement/quotation to confirm bookings.
*MMSM will issue a receipt and statement for the booking.

Instalment Payment (12 weeks prior)

e Aninstalment payment of 30% will be due upon the

Final Booking Confirmation (12 weeks prior)

e Confirmation of final numbers is required 4 weeks from the booking date.
e Final 20% due on arrival.

*MMSM will issue a receipt and statement for the booking upon receipt of the deposit and will issue a final
invoice at check-in.

Amendments

Subject to your refund and remedy rights under the Australian Consumer Law, the following change and
cancellation policies apply to our standard rate packages and bookings (including online bookings and bookings
made over the phone, via chat, by email or in person)

Please refer to your confirmation received at the time of booking, as special packages and rates may be marked
as non-refundable, in which case the below does not apply. Please note that credit card fees are non-
refundable.

10
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e Rescheduling may be considered under exceptional circumstances and may incur a rescheduling
fee due to lost bookings and limited lead times to rebook

e Allrefund or rescheduling negotiations must be made in writing

e Ifamendments are requested less than 12 weeks prior to your booking date, you will be charged
a 100% cancellation fee in addition to the cost of your amended booking. (Any reduction in the
amount which is payable by you in such case will be at MMSM 's absolute discretion.)

Summary of amendment fees

Amendment notice Fee
Up to 12 weeks' notice 100% forfeiture of deposit
Greater than 12 weeks' notice No fee

Cancellations and Refunds after booking confirmation for exclusive venue hire.

Cancellation notice Fee
Exclusive venue hire All payments are non-refundable

REFLECTION DAYS, RETREATS, SABBATICALS AND WORKSHOPS

MMSM Facilitate special events such as Reflection Day, Retreat, Sabbatical or Workshops that are
facilitated by guest speakers and may be day or overnight events.

Guidelines for registered participants: Cancellations

From time to time, there will be a need to decide whether a program will run. In the unfortunate event that
the MMSM cancels a Reflection Day, Retreat, Sabbatical, or Workshop, a full refund of the program fee will
be provided to registrants.

A participant who has registered and paid in advance for a program needs to cancel their registration. A full
refund will be given of any monies paid in advance, provided the participating centre (where the program is
being held) is notified one week or more before the start date of the program.

Cancellations made within one week of the program start will incur a 50% cancellation fee.

Cancellations and Refunds after booking confirmation:

Cancellation by Fee
MMSM Full refund of all monies
Participant less than 1 week 50% cancellation fee (except when exceptional circumstances such as

sickness or bereavement occur, any reduction in the amount which is
payable by you in such a case will be at MMSM 's absolute discretion.
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