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MGCC CLUBROOMS USE 

Unit 53 & 54 EASTERN BUSINESS CENTRE 

41-49 NORCAL ROAD NUNAWADING 

2018 

 

Club Room Booking 

 

The MGCC Clubrooms are available for use for registers and groups within the club 

for pursuit of MGCC interests, the clubrooms should be booked through the Club 

Captain or Clubrooms representative. This can be initiated via an email requesting a 

time and area of the clubrooms required. A confirmation email will be returned 

advising if the booking is available. Once accepted the booking will be posted on the 

club calendar so as all members are aware of activities within the club rooms.  

 

Club Captain   ClubCaptain@mgcc.com.au  

Clubrooms Representive  Clubrooms@mgcc.com.au  

 

 

Club Room Use Arrival 

 

 Access to the club rooms via unlocking the entry lock on unit 53. Ideally the 

entry door to unit 54 should not be opened unless it is necessary to get a 

vehicle into the buildings. If the door to unit 54 is opened it needs to be locked 

externally prior to leaving simply shutting the door will not relock the door. 

 Whoever unlocks the door is responsible for locking the clubrooms at the end 

of the function. If that person is not staying until the end of the function they 

should delegate the locking responsibility to a third person VERY CLEARLY 

and ensure that person has a KEY and is aware of the procedure to lock the 

clubrooms. 
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 Once inside turn on the master switch located on the door frame to the right 

hand side of the entry door to unit 53 this will supply power to most of the 

switchboard and will generally turn on lights as most people use the master 

switch to turn off lights as they leave which is acceptable. 

 The Air conditioning and heater, if not on, is turned on via a switch on the wall 

marked air conditioning adjacent to the switch board. The thermostat is 

automatic and should not be adjusted. 

 The urn can be turned on in the kitchen (turn it off when you leave). 

 Chairs and tables if required are located in the store room of unit 54. 

 Power lights and air conditioning in unit 54 are turned on via a push button 

switch on the wall on the right hand side of the glass doors between the two 

units.  

 

Club Room Use Leaving 

 

Basically the expectation is that the clubrooms are left in the condition that you found 

them if not tidier. Notwithstanding this the clubrooms are cleaned professionally 

fortnightly thus only messes created should be tidied up. 

 

 All furniture is returned to its original position, chairs and table shall be 

returned to the store room in unit 54. If the chairs are set up for a monthly 

meeting in unit 54 they shall be left in this layout. 

 All cups, glasses, plates etc used to be cleaned dried and returned to their 

correct cupboard. 

 Replenish all consumables from the stock in the garage and store cupboard. 

Notify Clubrooms representative if you use the last of anything. 

 Empty the rubbish into the rubbish wheelie bin in the garage and empty the 

recycle bins into the big blue dump master bin in the garage. Put new plastic 

bags into each of the above mentioned bins. 

 If the carpets have become excessively dirty give them a quick vacuum with 

vacuum cleaner in the unit 53 garage. 

 If the tiled area has become excessively dirty give it a quick mop, only do this 

once people have left the clubrooms and limit the amount of water on the floor 

so a slip hazard is not created. 
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 Turnoff the urn. 

 Ensure no food or milk is left in any fridges. 

 Check the entry door to the unit 54 is locked (handle in the upwards position). 

 The air conditioning system will be turned off when the master switch next to 

the unit 53 door is turned off. 

 The lights can be turned off via the master electrical switch located on the 

door frame to the right hand side of the front door of unit 53. Note if the lights 

have been turned on in unit 54 they will automatically be turned off when this 

switch is turned off. 

 Lock the front door to unit 53 as you leave (the key is required to lock the 

door), walk next door and check unit 54 is locked from the outside. 

 If anything needs fixing or is broken please let the clubrooms representative 

know so as it can be repaired/replaced. 

 

The professional cleaners will clean the clubrooms on the Saturday following the 

main club nights so it is not necessary to mop and vacuum the floors as this will be 

done by the cleaners UNLESS there is a significant mess.  


