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Opening and Closing Procedures 
 

You have two keys:   
The little one opens the gate at the top of the stairs. 
The big one opens the front door.  It’s the right hand door you need to open, and it can be a 
bit stiff to get the key in. 
 
Key safe - holds 3 keys: the internal master key (opens toilet, kitchen and corridor doors, in 
case they are locked), a fat black key for the heating control box, and a little key for the gate 
for the ramp access. 

The key safe is the little grey box on the wall to the right of the doors into the main 
hall.   
Pull down the flap to expose the number dial. 
Set the dial at the number given to you. 
Then press in the two buttons on either side of the box and pull down the main flap to 
get at the keys. 
Always return the keys to key safe immediately after use – saves any risk of going away 
with them. 

 
Check list on leaving  

 Close windows  

 Close and lock external side door if used (to lock, turn knob). 

 Lock any internal doors that you unlocked 

 Turn off heat if running (need to leave it with red light on) 

 Lock heating control box ( if used). 

 Make sure internal keys are back in the key safe 

 Lock front door. 

 Padlock gate/s 
    
Heating    
At some point you will need the heating.  It works very fast, but later in the year you will 
probably want us to turn it on bit before you arrive.  Don’t ever suffer in the cold.  Let us 
know.  We’re very keen that no one should be put off coming to the hall by memories of 
chilly experiences. 
 
The heating control box is on the right hand side of the end wall, the one that faces the 
stage. 
 
To turn on the heating, open the box with the fat black key in key safe. 
 
Press the boost button twice (it’s the little button immediately to the right of the digital 
clock – see diagram below).  A green light will come on, you’ll hear a clunk, and the heaters 
will run for 1 hr.  You’ll start feeling the heat from them in about 10 mins. 
 
If it gets too hot, press the boost button twice again.  A red light comes, there is another 
clunk, and the heaters turn off, but they will continue to radiate heat for another 10 mins or 
so 
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