Enfield Library

1 Kensington Cres, Enfield

Meeting Room 1 Hire Information

Port Adelaide Enfield

Resource List

Capacity 4
Tables Medium Round Table (900 dia)
Chairs 4

Air conditioning & heating | Yes

Technology Wi-Fi

Zoom Room Technology
Whiteboard None
Toilets 2xF,1xM, 1xDisabled
Car parking Off-street parking for 10 cars
Kitchen equipment None
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Enfield Library

Arriving & Departing Port Adelaide Enfield

ON ARRIVAL
1.  You must not enter the meeting room before your booked time.
2. Upon arrival report to the customer service desk.

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, or speak
to a staff member on site.

4.  The light switches are located inside the room.

ON DEPARTURE
1.  Wipe all tables and chairs.

2. Ensure that the lights and technology are turned off.


mailto:service@cityofpae.sa.gov.au

Enfield Library

CHliT X O:E

Im portant Port Adelaide Enfield

o Read the Conditions of Use
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.qov.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.

o 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.

o You must not exceed capacity
You must not have more than 4 people in Enfield Library Meeting Room 1. This is due to
government requirements for your safety.

o 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.

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


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
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Technology Instructions Port Adelaide Enfield

Libraries

ZOOM |[ROOM

Quick-start Guide

PAE Libraries have Video Conferencing technology installed in this room. The room utilises
‘Zoom Rooms' to run virtual meetings. You will see on the touch screen inside the room
options to join and start meetings, share screens, and change meeting settings (such as
volume and camera position). You are also able to connect and display your own device
using the included cable.

Starting or joining a meeting

° o o * Share content from your
[ ] [ ] [ ] laptop or mobile device

Start an instant meeting Join a Zoom meeting by entering a meeting ID

To start a meeting, tap ‘New Meeting’'.

To join a meeting using a Zoom Meeting ID, tap ‘Join’.

You will then be prompted to enter the Meeting ID.
If the meeting has a passcode you will be prompted to enter this before joining.
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Technology Instructions Port Adelaide Enfield

Controlling the meeting using the Zoom Rooms remote

The Zoom Room remote can be used as a ‘TV Remote’ to control the meeting.

————— Manually movethe camera angle

_______ End yourmeeting

——————— Change volume of meeting

e - - - — Mute the microphone

- — - — Manuallyzoomthe camera

Inviting people to your meeting

Once you've started a new meeting, tap on ‘Manage Participants’
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Technology Instructions Port Adelaide Enfield

You will now be able to see all participants currently in the meeting

Tap ‘Invite’ to continue

Participants (1)
@ EnDehd Lirary Zoom Room (s, e

You will now be able to enter an email address of the person you would like to invite.
Once you have entered their email, tap ‘Send Invitation’

If you don't have their email address, you can always send them a photo of the ‘Meeting ID’
on this screen

Invite by Email

1. Please join Zoom Mmeeting in progress

Join Zoom Meating
'm.::-. H200M uR/VI 1002523914 7pwd s
MOKTRGIUGZ Q.’SBET[[?CVMWN‘I‘PU] 09

Mewting 10:910 0252 3914
Patscode 443153

———
+12532158782,910025239144._2443153% US (Tacom

aM1Y »-. e o
+130171 5350;,91002523974!_'0431SBIWE‘Namnlg)ton 0c)

7ol by your location
+1 2532158782 US (Tacoma)
#1307.715 8592 US (Washington DC)
+1 312626 6799 US (Chicago)
+1 346240 7799 US (Howston)
+1 636 558 8654 US (New York)
*1 669 9009128 US (San Jose)
Meeting 1D: 9310 0252 3914
Passcode 443153
Find your Jocal number; hitps i/ raom Us/Wat30MvEC
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Connecting your own laptop

To connect your own laptap you will need to download DisplayLink drivers for your device.
They are found here - htips://www. synaptics com/producis/displaylink-graphics/downloads

Supported Operating Systems
Not every device is supported. Windows, Mac, Android and ChromeQS are available.

=2 & = @ O
= [= =2 = =

Depending on the operating system you selected you will be directed to a webpage to install
the drivers required. Click download to start.

Latest Official Drivers

DisplayLink USB Graphics

Software for Windows
Release Notoes

Windows 11, Windows 10, Windows 7,
Windows 8.1

Release: 10.2 M1 | Mar 16, 2022

You will need to Accept to the terms and conditions to proceed.

DisplayLink USB Graphics Software for Windows
(10.2 M1)

The taems of the software licerie agrsament ncludaed with any software you download will

Controd your e of the softwore.

Plrase r0xd and accopt the followsng Softwarn License Agrooment

DS AYLINK SOF TWARE ~ END USER UCENSE AGREEASNT
IWPORTANT - READ BEFORE DOWNLCADING. INSTALLING OR USNG

BY DOWNLOADING, INSTALUING OR USNG THS SCFTWARE ARD ANY ASSOCIATED
MATERIALS (COLLECTIVELY, "THE SOFTWARE'), YOU AGREE 10 BE BOUND BY THE TERMS
OF Trits END USER UCENCE AGREEMENT CEULA"Y IF YOU DO ROT AGREE TO THE TERMS
OF THIS EULA YOU NAY NOT INSTRLL OR USE THE SOFTWARE

1 UCENSE

11 Ths Sefwae # Icdmed oy Dsgasynk Comp ("DSpuyU0N) on 8 NON-ExOushe, non

VIS Mk A WRe I IN IONEEYTOR SR OOINTS WM W rans TR g
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Once the download is complete, follow the prompts in the DisplaylLink. Graphics installer.
Once installed, connect the Screen Share cable to your laptop to start sharing!
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Enfield Library

Floor Plan

EVACUATION DIAGRAM

1 Adelaide Enfield
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EVACUATION SITE PLAN
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Port Adelaide Enfield

Enfield Library

1 Kensir Cresent

Endfield, SA

EMERGENCY TELEPHONE

DIAL - 000
FROM MOBILE - 112
POLICE ATTENDANCE
131444

Ask for the relevant service
operator and pass on the
following details

- The type of emergency

- Street name and number and
noarest cross street

- Suburb

and any other information

requested by the operator.

KNOW YOUR EXITS
For your safety make sure you
know the nearest emergency exit.

WHEN YOU DETECT AN
EMERGENCY

Active the alarm using the break
glass points

Call fire brigrade on 000

Alort the area warden and the team
wader of the emergency.

Assist persons extting the building
Use extinguishers if safe o do so.
Evacuate if necessary closing
doors behind you

Do not re-enter the bullding unless
advised to do 80 by an authorised
person

FIRE EXTINGUISHERS 9

Only use # safe (small fires)

1. Select correct extinguisher

2. Take 10 location of fire

3. From a safe distance remove
pin and tost

4. Approach fire, from approx. 2
metres away and direct nozzle
at fire and squeeze the trigger

5. Sweep agent at the base of fire

p (08) 8292 5300




