Harmony Hall
Opening Procedures
A. Open gate to harmony Hall.
1. Open Lock box to retrieve keys to open gate and building. (Slide down the little black door. Turn lock dials to 7664, click little black button to the left and pull forward, door will open for keys.) Please *Note: if gate is already open, please still obtain keys as above, and bring into Harmony Hall as noted in B. below.
2. Open padlock and chain on gate with appropriate key.
3. Leave Pad lock and chain on gate but make sure you close the padlock so it doesn’t get taken.
4. Push gate back far enough to allow a car to enter.
B. Open door to Harmony Hall and turn on lights:
1. Take keys to building and use appropriate key to open the door on the right.
2. Place keys on shelf of glass window as you enter the building.
3. Turn light on as you enter the building for entryway.
4. Turn on two light switches in main rehearsal area.
a. 1st switch is on the wall as you enter the rehearsal room.
b. 2nd switch is on the left wall in the room with lockers* behind the risers 
*Note: While in the room behind the risers, please unlock the Harmony Hall door to the outside.  Place red flags located on top of lockers outside and to each side of the door.
5. In case of emergency only: Circuit breaker box  is located behind the blue curtain at the end of the building furthest away from the risers and to the left.
6. There are two switches to turn on at the circuit breaker that are marked and need to be turned on. 

7. Retrieve remote to turn on the two air conditioners/heat on the far wall. Usually the remote is located on the wall to the left just inside the main chorus room entrance door.
8. Use remote to adjust the temperature on each unit on the far wall.  Usually 68 in summer; 74 in winter.
9. During cold weather turn on large heater. The switch is located on the far wall below the two air conditioning/heating units.  Adjust the thermostat to 78.

C. Sound / Zoom system:
1. Turn on power strip located on the table with the sound system.  
2. Bring out the computer cart from office.  Zoom will be started by someone once rehearsal starts.

D. Getting Rehearsal Hall ready:
1. Make sure several chairs are set up for people to use and put one at the keyboard. Bring riser stools from the office as needed.
2. Check restrooms to make sure nothing needs attention. (Clean restrooms if necessary and make sure each has toilet paper and paper towels if necessary.  Paper towels, toilet paper, soap and trash bags are in the supply closet in the entry hall.)






Harmony Hall Closing Procedure
A. Sound System:
1. Turn off Power Strips
2. Ensure all cords stay plugged into power strips

B. Thermostats:
a. Turn thermostats on the two air-conditioning/heater units down to 62 in winter.  In summer, turn the units to 77.
C. General House Keeping duties
1. Straighten rehearsal hall and pick up after people who leave things behind. Place items left into the “Lost and Found” box. (in the office)
2. Restock water bottles in refrigerator as needed.
3. Make sure no food is left out. Put in refrigerator or freezer.
4. Collect all garbage bags that have anything in them and put in garbage cans outside of building.
5. Put new garbage bags (in supply closet) to replace those bags that were removed.
6. Turn off lights in rooms as you collect garbage.
7. Turn off light in the office and power strip on the desk.
8. Make sure all toilets have stopped running and faucets are turned off.  Toilet in Bass room needs to have the water shut off to it.
9.  Only if turned on due to emergency, turn off the two circuit breaker switches at the circuit breaker box.  (only if turned on at start of rehearsal in emergency)
10.  In the room behind the risers, lock the exit door and turn off the light.  Bring in flags and place them on top of the lockers.
11. Turn off main light in rehearsal hall and close door.
12. Ensure lights in office area, costume room and  all bathrooms and breakout rooms are turned off.
13. Turn off light in the supply closet and close door.
14. Make sure everyone has left the building before lock up
15. Retrieve keys from window ledge, exit building and lock door with key.
16. If garbage cans need to be taken to the street please do so.
17. Pull gate closed and lock it with chain and pad lock.
18. Open Lock box to return keys to gate and building. (Slide down the little black door. Turn lock dials to 7664, click little black button to the left and pull forward, door will open for keys.) Return keys to lock box, mix up the lock combination dials and close.
Please be sure the box clicks shut securely.


     We greatly appreciate your assistance opening and closing Harmony Hall! 
        Thank you!!!


 
