OPENING AND CLOSING THE ROXY

OPENING:
Getting in:
Enter through rear door (alley access):
· Key in current code* on door keypad, turn door latch, and enter immediately, pulling door firmly closed after you. You will hear an alarm from the security keypad unless someone else has already disarmed it. 
· Key in your security code on the keypad directly inside the door on the left wall near the message board. Use the one given to you by Roxy Staff
· You should get a" disarmed...."  message on the keypad. 
· Enter date/name/location/time on the attendance log
*NB after each production, this code may change.

Setting up the theatre for rehearsal use:
· Go up the back stairs to the office outside the Booth
· Open locker marked House Manager, and get the set of keys on a lanyard with a wooden bar. Included on it are a master key, (silver, schlage?), and an Allen key. The master key opens all internal doors, and the Allen key unlocks the front doors.
· Unlock booth door if needed
· Unlock internal doors, as needed, including rear and front lobby, front auditorium, ramp, and entrance to front stairwell. 
· Unlock front external door by inserting Allen key in the hole next to the bar, push bar in, and turn key to the right so the bar remains pushed in. That is the open position. Don't unlock the external door until there are some others on the main floor, or you are available, to make sure  the uninvited don't wander in.
· Make sure the backstage doorbell switch is turned ON. It is in the alcove on the ramp. (This is always OFF during a performance)
Lights: downstairs
· There are light panels in the foyer next to the office door, and next to the cloakroom in the lobby. Turn on foyer light, and one in the lobby if it will be in use.
· Turn on ramp lights and front auditorium lights, (switches are on the ramp)
· Turn on backstage work and ramp lights
· Turn on the left light switch only, on the panel next to SR entrance.
· Cross to stage L and turn on light switch located next to ladder/loading door




Lights: upstairs:
· Turn on work lights via the catwalk door, located in the workshop. The switch is on the wall directly to your left as you open the door.
· Leave a light on if necessary for cast and crew in green room

WHEN ALL YOUR CAST AND CREW HAVE ARRIVED, RE-LOCK THE FRONT DOOR to keep the building secure during rehearsals


CLOSING:
Reverse your order:
· Double check that front doors are locked
· Turn off lights on stage L, Backstage, stairs, auditorium, ramp
· Leave SR stair light ON and one backstage blue light ON for safety (ghost lights)
· Lock doors; front door, green room stairs, ramp, front auditorium
· Check for lights off in main floor washrooms turn off all downstairs lights
· Turn off all lights upstairs, including work lights by catwalk
· Lock booth door if needed
· Return keys to locker

Securing the building:
· You may exit via front or rear door
· Front door keypad is on the wall left of the Box Office window
· Key in the security code. You should get a message "exit delay in progress". Leave immediately, checking that the door is tightly closed
· If you get an "unable to arm" message, wait a moment, try again. If it continues, re check that all doors are securely closed; front, back, loading door in back of stage left (rare, but has happened).
· If you are unable to set the alarm, contact Roxy Staff 
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