
Close & Lock

If you are the last one left in the building please 
follow these very important steps to close and lock 

the hall, and then secure the site. 

• Check the building is empty - checking the auditoriums, the aux-
iallary rooms, toilets etc. 

• Lock the main entrance doors  
[making sure to engage the drop bolts in the adjacent doors] 

• Close the shutter on the Main Entrance 

• At the side entrance, turn off the Outside lights (double 
switch) 

• use the key switch to turn off the lights 

• Turn off the foyer lights 

• Use your fob to set the alarm 

• Exit the side entrance 

• Lock the side door  
[making sure to engage the drop bolts in the adjacent doors] 

• Lower the side entrance shutter 

• A two tone signal will indicate the alarm is set 

• Lock all gates to the site - the pedestrian gates and the car 
park gates using the combination padlocks


