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Klemzig Hall 
 

242 North East Road, Klemzig  
 

Hall Hire Information (Updated 31/03/2023) 

 

 
 

Resource List 

Current Capacity 160 

Tables Large trestle tables (750mm x 1800mm) x 28 

Small table (800mm x 800mm) x 1 

Chairs 160 

Air conditioning & heating Ducted 

PA system  Aux plug, CD, iPod dock, 2x cordless 
microphones, 1x corded microphone 

Toilets 4 x F, 2 x M, 2 x disabled 

Carparking Off-street parking for 40 cars + 4x disabled 
carparks 

Kitchen equipment Gas stove with oven  

1 x two burner griddle  

1 x four burner griddle  

Gas toaster griller 

2 x Microwaves  

Commercial dishwasher  

Cool room  

Servery  Tapped boiling water  

Drinks fridge  



Alarm Instructions  

 

ENTERING FRONT DOOR ON ARRIVAL 

1. Hold swipe card over the reader panel on the front door (Yellow in the picture below) until it 
beeps and red light changes to green – doors will open.  
 

2. Door will lock when closed.  
 

3. On entering door, building security alarm will activate. (Please don’t be stressed over the alarm 
sound, it will turn off when you swipe the next panel, step 4). 

 

4. Swipe reader panel on adjacent wall in foyer (shown in Red) to disarm alarm system which will 
turn green when disarmed. 

 

5. Swipe reader panel inside main door (shown in Blue) until the light turns green. This will disable 
the system and can now automatically open when someone approaches it.  

 
LOCKING UP ON DEPARTURE  

1. Please ensure the building is clear of people and the doors to the hall from the foyer are closed 
before proceeding with the exit. 
 

2. Swipe main wall reader (shown in Red) to activate alarm. (Please don’t be stressed over the 
alarm sound, it will go away in a couple of minutes).  

 

3. Leave the building by closing the door and ensure that it has locked. No need to swipe door 
reader, just press the exit button above the reader shown in Blue, and exit. 

 
Location of the 3 swipe readers (in Yellow, Blue and Red) 

 
 
 

AFTER HOURS ASSISTANCE  

For any urgent matters after business hours, you can contact our after-hours support team on  
8405 6600.  
 

Please be aware that if instructions are not followed and results in security or after-hours assistance being 
called out, the call-out fee ($165) will be invoiced to you or deducted from your bond.



Arriving and Departing  

 

ON ARRIVAL 

1. You must not enter the building before your booked time.  
 

2. Upon arrival use the swipe card to unlock the front door.  
 

2.1. Closing the door behind you should keep it locked from the outside. Keep your key on 
you to avoid locking yourself out.  
 

2.2. You can keep the front door unlocked from both inside and outside by swiping the 
swipe-pad just inside the front door.   

 

3. If you find that a mess has been left by the previous hirers or damage has been caused, 
please take photos and email it to us immediately to service@cityofpae.sa.gov.au.  
 

4. The light switches are located in the small foyer between the kitchen and the toilets.  
 
 

ON DEPARTURE 

Tidy up and clean  

1. Wipe all tables and chairs.  
 

2. Stack chairs on the chair trolleys in piles of 10 and pack them in the storage room. Fold down 
tables and place them neatly in the storage rooms.  

 

3. Ensure that air conditioning/heating, stove, oven and appliances are turned off.  
 

4. Wipe down all bench tops, refrigerator, sink, stove and oven.  
 

5. If you have used a portable urn, wait until it is cooled down, then empty and leave upside 
down on the sink to dry.  

 

6. Sweep the floors, mop any spills, and put all rubbish in the bins.  
 

7. If you have filled the bin please empty it and leave re-lined for the next hirers.  
 
Lock up  
 

1. Close/lock all windows and interior doors (as you found them).  
 

2. Turn off the lights.  
 

3. Lock the door:  
 

a. If you swiped the pad inside the building to keep the door unlocked both ways, you will need 
to swipe it now before leaving. The light on the swipe-pad inside the building, next to the 
front door will be green if it is unlocked. Swipe it and wait a few seconds for it to turn red 
then pull the front door closed. Test the door to check it is locked.  

 

b. If you didn’t swipe the pad inside the door the door will be locked with you close it behind 
you. Test the door to check it is locked.  

 
 

AFTER HOURS ASSISTANCE  

For any urgent matters after business hours, you can contact our after-hours support team on  
8405 6600.   
 
Please be aware that if instructions are not followed and results in security or after-hours assistance being 
called out, the call-out fee ($165) will be deducted from the Hirer’s bond.  

mailto:service@cityofpae.sa.gov.au


  
 

 

Important Information 
 

• Read the Conditions of Hire carefully 
It is important to read the Conditions of Hire document which outlines your responsibilities and the 
expectations of Council.  This can be accessed via a link on your booking confirmation email, or at 
https://www.cityofpae.sa.gov.au/__data/assets/pdf_file/0023/410099/General-Conditions-of-Hire-
Facilities.pdf 
 
Additional cleaning, damage costs, and after hours call-out fees (where the customer is at fault) will 
be deducted from bond fees, and if required additional costs will be invoiced to the Hirer.  

 

• Paying on time 
Bookings are not confirmed until full payment has been received, including Bond, Key Deposit and 
Hall Hire.  Payment must be made within 7 days of making your booking or it may be cancelled.  

 

• You must not exceed capacity 
You must not have more than 160 people in Klemzig Hall. This is due to government requirements 
for your safety.  

 

• Booking time 
Your booking time must include time for you to set up and pack up and arranging for equipment to 
be delivered or collected. You must not enter the building before your hire time, and you must leave 
the building at the time your hire ends.  
 

• Decorations 
Council does not allow decorations, photos or posters to be taped, glued, blue-tacked or nailed to 
walls or ceilings in any facility.  

 

• Come prepared 
Please note that crockery, cutlery, cookware, utensils, cleaning products, linen and garbage bags 
are not provided.  

 

• Cleaning up 
Cleaning tools (broom, dustpan, mop & bucket) are supplied for your use at the facility; however you 
must supply your own cleaning products (surface spray, sponges, tea towels, floor cleaner & 
garbage bags).  

 
You should expect that the hall is clean and tidy when you arrive. Please leave it in the same manner 
for other hirers after you.  

 

• Refunds  
Please remember that refunds of Bond and Key Deposit(s) will be processed within 15 working 
days of returning your key as long as you have fulfilled all obligations under the Hire Agreement, 
and where the Council is satisfied that there is no damage and the facility has been left in a clean 
and tidy state.  
 

• Cancellations 
Please note that cancellations must be received in writing/email. Notice of cancellations with less 
than 14 days’ notice will not receive a refund of the Hall Hire fee.   

https://www.cityofpae.sa.gov.au/__data/assets/pdf_file/0023/410099/General-Conditions-of-Hire-Facilities.pdf
https://www.cityofpae.sa.gov.au/__data/assets/pdf_file/0023/410099/General-Conditions-of-Hire-Facilities.pdf


 

 

Air Conditioner Instructions 

The air conditioner control panel is located in the foyer next to the second swipe card reader as you 
enter the building and within the hall. The temperature is set to a comfortable setting. It will cool or heat 
accordingly. 
 

 

 
 
The air conditioner temperature is pre-set and will not require adjustment.  
 

1. Press the ACU RUN button for one second the green light will come on once it has 
started. 
 

2. The system will operate for a two-hour duration then shut down. You will need to press it 
again to keep the air-conditioning running. 



Cleaning Instructions 

 

Please note: Cleaning equipment is stored in the broom closet in the foyer to the kitchen.  
 

Cleaning products are not provided. You will need to bring your own. Including 
dishcloths, tea towels and cleaning products. 

 
 
1. Wipe all tables and chairs. Stack away tables & chairs neatly. Use the chair trolley to avoid marking 

the floor.  
 
2. Ensure that stove, oven and appliances are turned off.  
 
3. Spray and wipe down all bench tops, refrigerator, sink, stove and oven.  
 
4. Mop up any spills, sweep the floors and put all rubbish in the bins. If you have filled the bin please 

empty it and leave re-lined for the next hirers.  
 

5. Please hang mop on hooks provided. 
 
6. Close/lock all windows and interior doors (as you found them).  
 
7. Turn off all lights, air conditioning, or heating. 
 

 
 



Stage 

 

 

The stage is suitable for small performances and speeches. This surface is not designed to be a dance 
floor for parties.  
 

Please do not attempt to move the stage or push it back into the wall.  

 

 



Oven & Stove Instructions  

 

Safety Information 

The appliance must be kept in an area clear of any combustible substances.  

 

A. Before lighting, smell the appliance area for gas. Be sure to smell next to the floor because some 

gas is heavier than air and will settle on the floor. If you smell gas: Do not light any appliances. Do 

not touch any electrical switch or use any phone in your building. Immediately call 84056600.  

B. Use only your hand to push in or turn the gas control knob. Never use tools. If the knob will not 

push in or turn by hand, do not try to repair it. Call 8405 6600 to arrange an authorized service 

technician. Force or attempt repair may result in a fire or explosion.  

 

Do not use this appliance if any part has been under water. Immediately call 8405 6600 to arrange a 

service technician to inspect the appliance and to replace any parts of the control system and any gas 

control, which has been under water.  

 
Lighting the oven 

NOTE: This appliance has a pilot, which must be lit by hand. When lighting the pilot, follow the 

instructions exactly:  

 

1. Ensure you read the safety information above before proceeding.  
 

2. Set the oven thermostat control knob to “OFF” (0 degrees). The Thermostat is located at the top 
left corner above the oven doors.  

3. Open the oven door, depress and hold the Pilot  button located next to the thermostat.  
 

4. Light the Pilot burner located inside the bottom of the oven, in the bottom left of the oven, 
approximately 20 cm from the door. Use a stove lighter as seen in picture.  
 



 

 

5. When lit, continue holding the Pilot  down for 15 seconds before releasing it.  
 

6. Pilot should remain lit. If not, wait 5 minutes and repeat from step 3. If the Pilot will not stay lit after 
several attempts, release the Pilot button and contact Council on 8405 6600 to contact a service 
technician or the manufacturer.  

 
7. Set the oven thermostat to the desired temperature, 0 to 340 degrees, by turning the knob 

clockwise or anti-clockwise respectively. 
 
8. To turn the oven OFF, turn the thermostat clockwise to “0 degrees”.  
 

9. Press the Pilot Off   button to shut the pilot off.    
 
 
Lighting the Open Top Burners  

1. Ensure you read the safety information above before proceeding.  
 
2. Locate the FRONT or REAR control knob corresponding to the Open burner required.  
 
3. Turn the knob anti-clockwise completely and manually light the burner.  

4. Set the burner at the desired flame by turning the knob clockwise or anti-clockwise to HIGH or 

LOW  flame.  
 
5. To turn the burner off, depress and turn the knob clockwise fully.  
 
 
Lighting the Open Top Burners – FFD  

NOTE: This appliance has a pilot, which must be lit by hand. When lighting the pilot, follow the lighting 

instructions exactly.  

 

1. Ensure you read the safety information above before proceeding.  

2. Locate the FRONT or REAR control knob corresponding the Open burner required.  

3. Depress the knob slightly and turn to PILOT  position.  

4. Push the knob in and hold. Immediately light the pilot located on the open burner with a match. 

Continue holding down the knob for 10 seconds after the pilot is lit before releasing the knob.  

5. Pilot burner should remain lit. If it goes out, repeat from step 3.  

6. Set the burner at the desired flame by turning the knob clockwise or anti-clockwise to HIGH or 

LOW  flame.   

7. To turn the burner off, depress and turn the knob clockwise fully.  

 

  



 

 

Lighting the Griddle and Barbecue  

NOTE: This appliance has a pilot, which must be lit by hand. When lighting the pilot, follow the lighting 

instructions exactly.  

 

1. Ensure you read the safety information above before proceeding.  
 

2. Locate the GRIDDLE or BBQ control knob corresponding the cooking section required.  

3. Depress the knob slightly and turn to PILOT position.  
 
4. Push the knob and hold. Immediately light the Pilot burner, located through the open cut hole beside 

the corresponding knob. Continue holding down the knob for 10 seconds after the pilot is lit before 
releasing the knob.  

 
5. Pilot burner should remain lit. If it goes out, repeat from step 3.  

8. Set the burner at the desired flame by turning the knob clockwise or anti-clockwise to HIGH or 

LOW  flame.   
 
6. To turn the burner off, depress and turn the knob clockwise fully.  



Dishwasher Instructions 

 

1. Turn on the machine & warm-up  

(1) Close the lid.  
 

(2) Press the round button. It will illuminate ¼ of the button in green and the temperature 
numbers will appear.  

 

       
 

This process fills the machine and makes noises but is not ready to wash. It is heating up 
and preparing the machine. Over the next 15-20 minutes the button will change showing 
progress at each quarter.  
 

(3) When it is completed and ready to use it will illuminate blue.  
 

 
 

2. Ready to wash  

(4) Open the lid and slide a rack of dishes into the centre of the machine.  
 

(5) Close the lid.  
 

(6) Press the round circle button and the light will illuminate blue indicating a wash cycle has 
commenced.  

 

(7) When the round circle light appears fully green this indicates the wash cycle has been 
completed.  

 

(8) Open the lid and slide the dish rack to the right and allow to air dry for a minute.  
 

(9) To wash another load, insert another full rack into the centre of the machine and press the 
start button again.  

 
3. Turning off the machine & cleaning 

(10) Close the lid and press the start button, holding it down for at least 3 seconds and the round 
circle will change from blue to green before releasing the button.  
 

(11) The machine will empty and drain automatically. The empty cycle will commence with a full 
green light, reducing quarter by quarter until fully off.  

 

(12) Open the lid and check the small basket for food scraps to empty and rinse. Wipe the inside 
of the dishwasher including the rack runners.  

 
(13) Replace the basket and close the lid.  

 



Audio System Instructions 

 

1. Press the power button on the touch screen control panel., then touch screen to start.  
 

 
 
 
2. Microphones are kept in the bottom cabinet 

• Cordless microphones are Radio 1 and Radio 2.  

• Corded microphone (stored in the draw of the bottom audio cabinet) can be plugged into 
either plug Mic1 at the rear of the stage, or Mic2 plug located on the western wall of the hall.  

 

Turn on and adjust volume on the touch screen control panel.  
PLEASE make sure the microphones are placed back in the charging station correctly. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

3. Press play on the audio source you want to use:  
 

• The IPOD cable is located below the touch screen control panel.  
 

 
 
 

• CD player is located in the bottom cabinet.  
 

 
 
 

Adjust the volume on the touch screen control panel and ensure that the MUTE button is not red.  
If the mute button is on (red) just touch it to un-mute it.  
 

 
 

  



 

 

4. You can mute any audio source if required. Press again to un-mute.  
 

 
 
 

 
 

5. To speak through the microphone while music is playing press the Mic Priority On button. This 
automatically turns the music down while you’re speaking.  
 
Press Mic Priority Off when just playing music.  

 

 
 
 
 
 
 
 
6. To turn off, press stop on your music source and turn off microphones. Then press the 

SHUTDOWN button on the bottom right of the touch screen control panel.  
 

Return Radio 1 mircophone back to the charging dock.  
 
Close the cabinet door.  
 
 

THE TOP CABINET MUST NOT BE OPENED 



 

 

If you require assistance with the audio system please call 8405 6849.  
 
AUDIO SYSTEM TROUBLE SHOOTING 
 

• No sound from your iPod? Please check the following things:  
 
(1) Ensure the connection s from your cable and device are plugged in correctly.  
(2) Ensure the volume is turned up on your device.  
(3) If the MUTE button on the touch panel is red, touch it (turns black) to un-mute it.  
(4) Try using a different cable.  

 

 
 
 
 

• No sound from the cordless microphone? Please check the following things:  
 
(1) If you are playing music, check that the Mic Priority On button is selected.  
(2) Does the microphone have charge/battery? 
(3) Check the touch panel that the mute button isn't turned on Radio Mic 1 or Radio Mic2.  
(4) If the MUTE button is red touch it to turn off the mute.  

 

 
 
 
 

 
 

  



 

 

• No sound from the corded microphone? Please check the following things:  
 
(1) If the MUTE button is red, touch it to turn off the mute (turns black when mute is off).  
(2) If you are playing music, check that the Mic Priority On is selected.  
(3) Is the cable plugged in properly? 
(4) Have you turned up the volume on Mic 1?  
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Floor Plan 
 

 

 

 

Note:  The Hall is the only bookable space. This gives you access to the 

storeroom which contains the tables and chairs, as well as the kitchen,  

cool room, bar and toilets.  
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