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Blue Gum Community Centre  

Information for Venue Users  

Welcome to the Blue Gum Community Centre  
 

This booklet contains information to assist you in your use of the Centre.   
Please refer to this booklet and to the Terms and Conditions of Use as listed on SpacetoCo, for 
information about your responsibilities when using the Centre.     
Please make yourself and others in your group aware of the safety information provided.  
Please contact us if you have any questions, concerns, ideas or other feedback.    
We hope you enjoy your time at Blue Gum Community Centre.    
 

 

The City of Melville acknowledges the Whadjuk Noongar people as the Traditional 
Owners of the land on which the City stands today and pays its respects to the 
Whadjuk people, and Elders both past and present. 
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Contact information  
 

Street address  
Blue Gum Community Centre  
33 Moolyeen Road  
Brentwood  
 
Phone 
(08) 9364 0148 
 
 

Postal address  
City of Melville 
Locked Bag 1 
Booragoon WA 6954 
 
Website:   www.melvillecity.com.au 
 
 

Email 
Community Centre Officers:  

bg.bc@melville.wa.gov.au  

Community Centre Supervisor:  

sheridan.nairn@melville.wa.gov.au   

Emergency and Important Phone Numbers 
  

000    Fire or life-threatening emergencies only.  

131 444   Police 
To report any criminal activity, damage to property, trespass onto the venue, or if you feel 
threatened.  

131 247 Melsafe 
Call this number if you have any difficulty with locking up the centre and if you have called the 
Police for any reason.  The security service will assist with securing the area and with reporting 
any security concerns.  
 

Responsibilities of Venue Users  
 

 
• Users are required to have Public Liability insurance and to provide an up-to-date 

Certificate of Currency. It is the responsibility of the User to check the expiry date of their 
Public Liability Insurance policy and to ensure that a current certificate is uploaded onto your 
spacetoco account. Bookings may be discontinued if this condition is not met. 

• Users may only use and access the hall at the times specified on their Booking Application. 
If additional time is required please make a booking via the Spacetoco platform. 

• Entry Codes - Users who have a booking will receive an entry code from Spacetoco.  You 
are responsible person for this code (we do not recommend sharing your code) 

• Exit Doors must be kept closed - these doors are monitored by our Security Company – 
call out charges for doors opened not in an emergency will be passed onto the Hirer.  

http://www.melvillecity.com.au/facilities/
mailto:bg.bc@melville.wa.gov.au
mailto:sheridan.nairn@melville.wa.gov.au
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Entry Codes (Not yet Activated – Groups will be given Access 
Card) 

 

Every customer will receive a personalised PIN code for all their bookings.  This PIN code is 
unique and ensures secure access to the booked space i.e. entry to building and the room you 
have booked – Main Hall, Function Room or Meeting Room. You are responsible for your code. 
You can find your code on your Spacetoco Account in three main locations: 

• At the top of the individual booking slide out (for the customer) or 
• An email should have been delivered to the customer when the booking is approved, or 

if the PIN gets changed by the City. 
• On the home page of the customer dashboard 
• The code will only work during your hire times and space booked – please ensure that 

you vacate the building at the end of the session. 
 
Entering the Building via the Main Door (front sliding door)  

 
 
The centre is staffed on Tuesday, Wednesday, Thursday and Friday from 9.00am to 4.00pm 
and the Main Door will be on automatic opening mode.  On these days the alarm will be turned 
off and the centre open. You will only need to use your pin code for gaining access to the 
Function Room, Main Hall or Meeting Room during this time.  
  
For groups that use the venue during the other days or during after hours times: 

• You will need to use your personalised pin code to gain entry via the front sliding door 
keypad (see image below)– located on the wall to the left of the sliding door (your pin 
code will only work during your booked timeslots) 

• Once inside the venue, you will need your personalised pin code to gain access on the 
keypad to the room you have hired.  

• The doors cannot be set to automatic opening, so it is advisable to have a designated 
person operate the front door using the touchless open system next to the sliding door on 
the right hand wall.  The Main Hall sliding door has a green push button located to the left 
of the door – please press to exit the space or to open for your members. 

  

Access Pad (which code is required to be 
inputted located at front of building and entry to 
each room). Note the access code will only work 
on these access pads – during hire times (please 
ensure you leave the building at the end of your 
hire period). 
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Meeting Room 
 

The meeting room is located in the foyer on the left-hand side. Access is available via the 
keypad positioned to the right of the glass door. Please enter the PIN code provided by 
SpacetoCo to gain entry. 
 
Toilets:  meeting room participants can use the staff toilet located in foyer. A key to open the 
door will be available on the hook on the wall next to the light switch.    Please ensure that the 
toilets are kept locked, and left clean and tidy for the next group. If you find the toilet in an 
unsatisfactory state, please report to the Office staff 

Lights: the light switch is located on the wall to the right of the meeting room entry door.  

Meeting Room Air Conditioner: a reverse cycle control panel is located next to the entry door. 
Please ensure that the air conditioner is turned off at the end of your session. 

 

Function Room 
 

To enter use your pin code given by spacetoco on the keypad on wall to the right of the entry 
door. Please note that Foyer lights are located next to the sliding door entry (Main Hall) 
 
Toilets are located in the hall inside the room. The lighting in the toilets is operated by sensors 
– there are no switches to turn on. Please ensure that the toilets are left clean and tidy for the 
next group. If you find the toilet in an unsatisfactory state, please report to the Centre staff 
 
Lights: there is a light switch under the air conditioner panel (as you enter the room to your left)  
 
Function Room Air Conditioner: a reverse cycle control panel is located next to the entry 
door. Please ensure that the air conditioner is turned off at the end of your session. 
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Main Hall
 

The main hall located through the foyer sliding doors (entry can be gained by using your pin 
code given by spacetoco on the keypad to the right of the sliding door) 
 
Toilets for this hall are in the hall along the corridor. The lighting in the toilets is operated by 
sensors – there are no switches to turn on. Please ensure that the toilets are left clean and tidy 
for the next group. If you find the toilet in an unsatisfactory state, please report to the Office staff 
 
Lights – Foyer – are located next to the sliding door entry and Main Hall lights are located on 
the wall underneath the air conditioner switches. 
 

 

 

Evaporative Air conditioner -  Please 
ensure that the air conditioner is on the 
off position on each switch panel when 
you finish your booking. (blue arrow 
shows the switch is on the off position). 

If not cooling ie on fan only – check that 
first switch is not on fan only (orange 
arrow shows switch on cool mode) 

Lights –Main Hall lights are located on the wall underneath the 
air conditioner switches.  

 

 

 
Groups can set door to their requirements during booking however, to 
keep the space secure, all groups must ensure the door is set to 
either Lock or Exit at the end of their session. 
 

Door Function Modes 
• Auto – Door opens from both sides when the automatic 

sensor is triggered. 
• Lock – Door will not open automatically; press the button to 

exit. 
• Exit – Door opens only to allow someone to leave the room. 
• Open – Door must be manually opened and closed. 
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Emergency Evacuation Procedure  
 

Users are required to inform participants about the locations of Emergency Exits and 
Evacuation Procedures.  

There is no fire alarm in this building.  If you detect or smell smoke:  

 Stay calm and stop what you are doing. 

 Remove People from immediate danger    

 Alert  People in the nearby areas and raise the alarm  

 Contain The fire/smoke if safe to do  

 Extinguish  The Fire only if trained and safe to do so 

If you see or smell smoke in the building,  

 Follow the R A C E instructions above and call 000. 

 
User’s responsibilities  

 

 
• Keep all doors and emergency exit doors clear at all times. 

These doors are your way out in an emergency so  
DO NOT put furniture in front of any doors at any time. 
Exit Doors must be kept closed – these doors are monitored by our Security Company – 
calls out charges for doors opened will be passed onto the Hirer (unless emergency) 

• In case of fire or other emergency during office hours, Users must follow the instructions of 
the City of Melville staff. 

• After hours, or when no City of Melville staff are on site, Users are responsible for ensuring 
the safe evacuation of all persons in the room/s they have booked. 

• Please ensure that you and your group are familiar with the Fire Exits and Emergency 
Evacuation Procedure (located near the Exit doors). Review this information regularly with 
your group. 

• It is recommended that Users keep a record of the number of people attending their session 
so that all persons can be accounted for in case of evacuation. 

• The User will notify the Centre staff at the earliest opportunity if any incident or injury occurs 
during their session. 

• The maximum number of people permitted in the booked room must not be exceeded.  
Maximum number of people permitted: 
Main Hall:  300 people   
Function Room: 100 people     
Meeting Room: 10 people   
Activity Room: 25 people 
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Safety and Security  

 

Everyone appreciates having a clean and tidy venue for their activities.    
Keeping the Centre clean and tidy is also important for safety.  Achieving this requires the 
cooperation of all Users of the Centre.   
• Please leave the areas you use in the Centre in a clean and tidy condition. 
• Return all furniture, cleaning equipment and utensils to the correct location so that those 

following you will be able to find what they need. 
• Dispose of your rubbish in the bins outside in the bin enclosure and replace used rubbish 

bin liners. 
Supervision of Children  
Children must be supervised by a responsible adult at all times in all parts of the venue.  

This a Non-Smoking venue  
Smoking is not permitted in any part of the venue by any person at any time.  The venue 
includes all entrances to the building.  

Take precautions to avoid theft  
Keep valuables out of sight.  Keep doors closed/locked and be aware of strangers entering your 
room.  Report thefts to police on 131 444 and notify the Centre staff when the office is next 
open.   

Report Risks and Damage  
For safety reasons, please report any damage that you notice on entry to the venue, and any 
damage that occurs during your session.    

First Aid  
Users are required to provide their own first aid kit to suit the needs of their group whilst at the 
Centre.  

Fire Extinguishers  
The location of fire extinguishers is shown in the Evacuation Maps displayed in the Centre.  
  
Defibrillator (Tennis Club/Squash Club) is located on the Tennis Club/Squash Court wall 
(behind Community Centre) under the stairs to the squash Court  
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Kitchen  
 

The fridge is available for groups to use for the duration of their session only. Please remove 
your group’s items before leaving the Centre. 
If you wish to use the dishwasher, you will need to bring your own dishwasher tablets/powder.    
A continuous hot water urn is located on the wall over the sink.  

 

Courtyard  
 

• Children must be supervised by a responsible adult at all times in the outside areas and 
playground. 

• If your group has used the outside areas, please leave it clean and remove any rubbish. 

 

Rubbish bins  
 

• Council bins are housed in the enclosure to the left of the main entrance – the key for the 
bin door is located inside the kitchen on the wall next to the door. The bins with red lids are 
for general waste, green lids for FOGO and yellow lids for recycling. 

• At the completion of their session, Users are asked to remove rubbish from the kitchen and 
halls and dispose of their rubbish in the council bins. Please bring extra plastic bin liners 
with you to replace the ones you use during your session.  

 
 

Items that Users are required to supply  
 

• Dishwashing liquid, cloths and tea towels 
• Any other consumables that you need for your session, eg whiteboard markers and 

eraser, pens etc. 
• First Aid Kit 
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Blue Gum Community Centre  
 

The aerial photo below shows the Blue Gum Community Centre and the adjacent tennis courts, 
Squash Centre, Child Care Centre and Brentwood Primary School, the main streets and 
location of the entrances to the centre  

 

 

Main entrance of the building and car park located off Moolyeen Road.  

Parking is available in front of the centre and also at the rear of the building, which is accessible via Dawson 
Road and Disney Street.  

 

 

 

Blue  
Gum  

Centre  

Brentwood Primary  
School 

To Disney Street 

Entry   

Child Care   
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Layout of Blue Gum Community Centre  
 

 
  Access Control Pads (input pin code to enter your booked space and front door) 
  Function Room Lights and Air Conditioner Panel 
  Main Hall Lights and Air Conditioner Switches 
  Kitchen Light Switch 

  Sliding Door Open Button (Front Foyer is touchless exit – wave hand across red button)  
  Staff and Meeting Room Toilet  
  Bin Enclosure 
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Changes to bookings or contact details  
 

• Booking cancellations made via SpacetoCo up to 7 days prior to your booking will receive a full 
refund. Any cancellations made after may not receive any refund.  

• Please cancel bookings NOT required (e.g. school holidays, public holidays, Christmas/New Year) via 
SpacetoCo as soon as possible.  You are in control of your own booking via SpacetoCo. 

• Please update any changes to your contact details on SpacetoCo or Feel free to phone or email us to 
discuss your requirements, however, due to privacy reasons we cannot make any changes to your 
Spacetoco Account. 

• When emailing the centre please assist staff by including your group’s name in the subject line. 
• Groups if approved can make extra bookings via their verified account – these booking are tentative until 

approved by City staff.  Please ensure that you enter/vacate the building on the times you have been 
allocated.  You will only be able to gain access to the venue during the times you have booked. 

 
 

 

Locking up the Centre  
 

Before leaving the Centre please check that:  

 There is no one in the room you have booked (check your room toilets) 

 All lights are turned off, as well as air conditioner units for the room you hired (if used) 

 All exit doors are fully closed and locked. We do ask that groups do not open exit doors. 

 Furniture has been returned to correct storage area. Please stack furniture safely to prevent injury to 
others.   

 All spaces used are clean, and brooms and mops are returned to correct location. 

 All your equipment is put away and participant belongings collected. 

 Rubbish removed and put in large bins in outside bin enclosure.  

 Check the kitchen (if used  - check ovens and stove are turned off, and kitchen is tidy. Turn off kitchen 
lights.  Please close but do not lock the kitchen door. 
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