
 



 

 

Use Bookable to hire our facilities and recreational spaces. 
This guide will show you how to register as a sports club/association and complete a booking for 
Campbelltown City Council’s sports grounds. 

The booking of other community facilities such as the Community Halls and Campbelltown Arts Centre 
do not form part of this guide.  
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Where to Start? 

Visit the Campbelltown City Council website: www.campbelltown.nsw.gov.au. 

To view a list of venues and sports grounds available to hire, click on Parks, Sport and Recreation. 

 

The Parks, Sport and Recreation page has links to helpful information, such as: 

 Look for a park/sports ground or things to do: A list of parks and sports grounds in the 
Campbelltown area 

 Mowing and Maintenance - Report an Issue: Lodge a request for mowing, maintenance (fencing, 
playground equipment damage, broken flood light, etc.) and gra ti hits 

 Sports Ground Status: Check the status of the sports grounds before use 
 Parks, Sport & Recreation policies, strategies and funding opportunities: Information on 

Council policies related to sport and recreation 
 Representing Australia as an Athlete: Athletes residing in Campbelltown who are chosen to 

represent Australia in an international competition can apply for a donation 

Click on Book a Sports Ground. 
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Click on Make a Booking Enquiry to be taken to Campbelltown City Council’s Bookable portal. 

 

*Please note: All screenshots from this point on in the guide are taken from the test environment and 
as such may look slightly dissimilar to the live environment. 
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Account Registration 

To use the Bookable system to request and amend bookings, you will need to first create an account. 
You can do this by selecting Register on the top right-hand corner of the home screen. 

 

 

Select the Registration Type that is most relevant to you (e.g. Organisation and Sporting Clubs/ 
Associations or School (Educational Institution) – Inside LGA, etc). 

 

 

Under Your Account enter the Organisation email and choose a strong password. It should contain at 
least eight characters, and be a combination of upper and lower case letters and numbers. The more 
characters, the stronger the password. These will be the details used to login to your account. 

If you would like to receive marketing communication, tick on the ‘Sign up to news’ … ‘from 
Campbelltown City Council’ option. This is not mandatory. 
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Enter all mandatory fields under the Organisation Details completely.  

 

Under Your Details you can select Copy Organisation Email Address to pre-fill certain fields. 

When adding mobile and phone numbers do not include spaces in between. Please note that the 
primary phone number and email will be used by Council for all correspondence. 
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Under Required Documentation attach, at minimum, the public liability certificate of currency. 
Organisations are required to have a current public liability insurance certificate to hire the sports 
grounds. 

 

You will need to tick that you have read and accept the Privacy Policy and Terms of Use. To finish select 
Create Account. 

 

 

Your registration will be 
forwarded to the Sport 
and Recreation team to 
review and verify. 
Depending on the 
information supplied you 
may be contacted to 
complete your 
registration. 

You will be notified via 
email once your account 
is verified.  
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Logging Into your Account 

Once you have received an email confirming that your account has been verified, you can log in and 
start to make bookings.  

Go to Bookable and select Login on the top right corner. Enter your email and the password chosen on 
creation of your account.  

 

 

 

When logged in successfully you will see your name top right. Drop down the menu by your name to see 
options to access your Account, Bookings and to Log Out. 

 

 

Resetting Your Password 

On the Login page select the Forgot Password option and fill out to receive an email to reset your 
password. 
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Booking a Sports Ground (One-Off) 

Once logged in to the Home page you can search for the facility that you would like to book.  

Step One: Find a Sports Ground 

 

1 Click on Filters at the top right of the page.  

 

2 Fill in the preferred date. 

3 Fill in the sports ground name or the suburb where you would like to book. It will automatically 
drop down with items matching your search. 

4 Drop down the Venue Type and click on Sports Grounds. 

 

5 There are several other options that you can use to filter search results further, including 
selecting features (e.g. change rooms, cricket net, dog park, etc.). 

6 Once done selecting, click on Show Filtered Venues. 

1 

2 

3 

4
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7 Available sports grounds matching your search filters will display in list view. 

8 To view the sports grounds on a map, click on Map View. 

 

 

9 Select a sports ground to view its description, features and availability. 

8 



 

  9 | P a g e  

 

10 Scroll down to see more information, including location and a map, features, contact details 
and relevant documents.  

11 Check the fields (e.g. cricket ovals, soccer fields, e.g.) and their availabilities.  

12 You can check availability on a daily, weekly or monthly basis.  

13 Scroll through the timeline to check specific times; times that are blocked out indicates 
another booking or closure. Please note that Council requires minimum 7 days’ notice for 
sports ground bookings. 

14 Once you have chosen a day and time, click on Book It. 

 

Step Two: Refine your Booking 

 

1 Enter the Booking Information, including: 
 Name of the booking 
 Select the purpose of the booking 
 The number of people attending 

2 Ensure that you are booking from the correct sports club/association account. 

 

12 
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3 Select the field to book and enter the booking times. More dates or series of dates can be 
added; check Booking a Sports Ground – Seasonal – Submission Frequency for more details. 

 

4 On the Availability Calendar, check that your bookings do not clash with an existing booking. 

 

2 
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5 Once done click on Continue to Pricing & 
Confirmation. 

Step Three: Confirm and Checkout 

 

1 Review the booking information and the pricing summary.  

2 If there is any additional information or special requirements, please enter them here. 

 

3 The Booking Breakdown will show all fields, dates and times booked, as well as the price per 
booking. 

 

1 

2 
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4 Upload any relevant Documentation. If 
you have set a document as a public 
liability insurance certificate in your 
account, it will indicated that it has 
already been supplied. 

 

 

 

 

 

 

 

5 If you would like other people to receive notifications about this booking, you can add them as 
a Contact.  

6 Contacts that are existing registered users in Bookable and have been added in your Account 
can be added by selecting + Add existing contact.  

7 Otherwise select + Add manual contact add an external contact who is not a registered user.  

8 To remove any contact click the red rubbish icon beside their details.  

 

9 Fill out the Sports Ground – Checklist: 

 If you need access to amenities, it will supply you with a link to the Key Request Form. 
 If your booking is an event that includes stalls, rides and other temporary structures, you 

will need to find out the requirements to hold an outdoor event and make contact with 
the Events team. 

 A valid public liability certificate of currency is required for every booking. If this is not 
provided the booking cannot be confirmed 

 Finally, indicate that you comply with Council’s policy on sponsorship signage. 

Responses to the above will be flagged for action when your booking is reviewed by the Sport 
& Recreation team. 

6 
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10 To finalise your booking, click on Complete Booking. 

 

11 The Terms and Conditions screen will 
pop up. You can scroll through the 
Sports Ground – Conditions of hire. 
Once done, tick that you have read and 
accepted the Terms and Conditions. 

12 Click on Continue. 

 

 

 

 

 

 

11 
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Your booking request has now been completed. Your request is submitted for review to the Sport & 
Recreation Team, and you will be contacted within 7 business days on the outcome. 

 

 

 

Booking a Sports Ground (Seasonal) 

Seasonal Bookings can only be booked between the pre-defined dates of the season (i.e. the fourth 
Saturday in September to the Third Sunday in March for Summer and the first Saturday in April to the 
second Sunday in September for the Winter season). Only registered sports clubs and associations are 
eligible to make seasonal bookings 

Step One: Select the Season and the Sports Ground 

 

1 To make a Seasonal booking, go to the Home page and click on Bookings at the top to drop 
down other options.  

2 Click on Expressions of Interest. 

 

1 
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3 The page will display current and previous Expressions of Interest. Click on a season that is 
open for submissions 

 

4 Click on Book this season now.  
This will bring up the full list of sports grounds that are available to book for the season. You 
can only book one sports ground at a time. Click on one to continue.  

Step Two: Choose and Refine the Dates 

 

1 On the Submission Details page, check that you have selected the correct season and sports 
ground. 

2 Enter details of the booking, including: 
 Name of the booking 
 Select the purpose of the booking – either Seasonal or Pre-season hire. 
 The number of people attending 

3 Ensure that you are booking from the correct sports club/association account. 

 

4 
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4 Add the dates and times by choosing a Submission frequency. 

 

5 When adding dates on a schedule, enter the following: 
 The name of the series (e.g. Weekend training and games) 
 Choose the field to book and the start and end times 
 Choose how often to repeat – either daily, weekly or monthly  
 Enter the start and end dates 

6 Click on Save Series. You can add more series as required. 

 

2 
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7 When adding irregular dates, you will need to add them one by one. You can do a combination 
of series and irregular dates. 

 

8 You have the option to review and amend all the dates that have been attached to your booking 
by the submission frequency. Delete any bookings that are not needed by clicking on the 
rubbish bin icon by each date. 

 

6 
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9 Once done click on Continue. 

10 You will be alerted if your booking has 
dates that fall on public holidays. 
Choose whether to keep them or 
remove the dates and proceed. 

 

 

 

Step Three: Confirm and Submit your Expression of Interest 

 

1 Review the submission information and the pricing summary.  

2 If there is any additional information or special requirements, please enter them here. 

 

 

 

3 The Booking Breakdown will show all fields, dates and times booked for the season. 

10 
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4 The additional fees will show the total hire fees for the sports ground for the season. Please 
note that this does not include canteen or floodlighting use. 

 

5 Upload any relevant Documentation. If you have set a document as a public liability insurance 
certificate in your account, it will indicated that it has already been supplied. 

6 Fill out the Sports Ground – Checklist. The checklist is the same as the one for one-off 
bookings, with an additional question at the start to confirm whether the details for the sports 
club/ association have changed. Please ensure that you keep Council updated with your most 
current committee contact details. 
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7 The Terms and Conditions screen will 
pop up. You can scroll through the 
Sports Ground – Conditions of hire. 
Once done, tick that you have read and 
accepted the Terms and Conditions. 

8 Click on Continue. 

 

 

 

 

 

 

 

 

 

Your Expression of Interest has now been completed. Your request is submitted for review to the Sport 
& Recreation Team, and you will be contacted on the outcome after submissions close. 

 

  



 

  21 | P a g e  

Manage your Account  

You can modify existing bookings, request additional dates and download relevant documentation as 
well as process your own payments through My Account.  

 

There are three tabs on your My Account: 

 My Bookings – Allows you to view current and historic bookings, as well as make payments. 
Select a specific booking to make changes, or cancel the booking entirely.  

 My Details – Allows you to view and edit your information, add and delete contacts, upload 
documents such as public liability, or deactivate your account. 

 My Organisation – Allows you to view and Edit your organisation details, as well as add users. 

Make a Payment 

Payments can be made online in the following 
ways: 

1 Through BPAY – Follow the instructions 
and use the BPAY details on the 
invoice.  

2 Through Bookable using a credit card. 

 

To pay by credit card click on the My Bookings Tab. Click on Add Payment. 
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Fill out the credit card details on the next screen and click Submit. You will receive a notification 
confirming that your payment has been submitted successfully. 

Deactivating your Account 

To deactivate your account, click on the My Details tab and scroll to the bottom. Click on Deactivate 
Account. Please note that you will need to contact Council to reactivate your account. 

 

 

Manage your Bookings 

To view a list of your bookings, click on your name on the top right corner and choose My Bookings. 
Click on any booking to view or make edits. 

Add Booking Dates 

1 To add booking dates to an existing booking, click on or scroll through to the Dates section. 

 

2 Choose any existing date and click the Edit button. 

1 
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3 Click on + Add Date to Booking 

4 Choose the date to add from the calendar on 
the top left. 

 

5 To add multiple dates, click on 
Create Repeat and fill out the 
pattern to do a series or add ad 
hoc dates. Check Booking a 
Sports Ground – Seasonal – 
Submission Frequency for more 
details. 

6 Once you have entered your date(s) click on OK. This will generate the full list of dates added. 

7 Review the list and if there are dates that are not required or available (e.g. clashing with 
another booking), click on the trash bin icon beside the date to remove it. 

8 Once you are satisfied with the added dates, click on Save. 

 

2 

3 
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This will take you back to the booking screen. The booking dates will be updated with additional dates. 

Remove/Cancel Booking Dates  

1 To remove or cancel dates to an existing booking, click on or scroll through to the Dates 
section  

2 Choose any existing date and click the Edit button. 

3 Click on the Cancel button beside the date and time. 

 

4 The date will be marked as cancelled. To undo this, click on the blue undo icon; this is only 
available before confirming the cancellation in the next step. 

 

 

5 Click on Save to confirm the cancellation. 

6 Depending on the cancellation terms this will determine any changes to fees. The Cancellation 
Impact screen will advise of any cancellation fees or refund owing. Click OK. 

7 The fees will be adjusted accordingly. 

 

 

 

8 
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Cancel a Booking 

1 To cancel a booking completely, click on the X Cancel this booking option at the right hand 
panel on the booking. 

 

2 You will be prompted to confirm that you want to cancel this booking. You will also be showing 
the Cancellation Impact screen that will advise of any cancellation fees or refund owing.  

3 To proceed with the cancellation 
click OK. Please note that this is not 
reversible. 

4 The booking is now cancelled and 
will be noted at the top of the 
booking screen. 

 

 

 

Additional Support 

If you have any questions about the sports grounds or making a booking, please contact Campbelltown 
City Council’s Sport and Recreation team on 02 4645 4164 or on sport@campbelltown.nsw.gov.au. 
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