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Sound System 

Note: The Sound System should only be used as part of an event or production with the 
permission of the Hall Team. 

 

1. Powering Up 

Turn on the Sound system using the wall switch 
marked ‘Mains Power Sound & Mics’ (see image, 
right). 

 

 

 

 

 

 

 

The Sound System cabinet to the right of the wall switch will turn on. When 
you turn the system on, make sure that lights inside the sound cabinet are 
coming on. It may take a moment to power up completely. 

 

 

 

 

Fuses 

Occasionally, when turning the lights or sound ON, a fuse 
will trip. 

This is nothing to worry about, it’s just a lot of power being 
used very suddenly. 

There are 3 fuse boxes on the same wall as the Sound 
System power switch. If the sound or lights stop suddenly, 
check all three boxes in case a fuse has tripped. 
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2. Sound Desk and Tablet 

 The Sound Desk and Tablet can both be used to controls the sound levels in the Main Hall. They 
function the exact same way and can be used together or independently. 

 

 
 

The Sound Desk is found at the Rear of the Main Hall next to the Lighting Desk. The Tablet is found 
charging on top of the sound cabinets at the side stage area. If either of these are used they 
must be returned to how you found them at the end of your event, ready for the next user. 

When turning the sound desk on, it should quickly 
connect to the amplifier; when connected, the little 
screens for each channel will be different colours 
(see image above). If the screens remain grey and 
the rightmost channel says ‘scan’, it is not 
connected (see image, right). 

To connect, press down on the right-hand channel’s pan 
knob (found at the top of the channel, marked ‘Scan’). 99% 
of the time, it will connect straight to the amplifier and be 
ready to use. If it does not connect, make sure that the 
sound system has been switched on at the wall. 

 

Press this button 
to connect the 

sound desk to the 
to the amplifier 
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3. Sound Inputs 

The Sound System is used to power and control a number of different sound inputs. The main 
inputs needed by the majority of hirers are: 

• Handheld microphone 
• Body Pack Microphone (hands-free) 
• Music played from mobile phone 
• Audio played from laptop (presentation or film) 

This table shows which channel controls which input in the Main Hall 

Input Location in Hall Channel Name 

Handheld microphone Mics in chair store cupboard HH 1 and HH 2 

Body Pack Microphone Mics provided by hall staff BP 1 to BP 6 

Play music from phone Rear of Hall next to sound desk; 
either, 

• Lead connector (USB-C or 
Apple) OR 

• Bluetooth (search for 
Logitech BT Adaptor) 

Rear Aux 

Play music from phone Front of Stage; red/white phono 
cable to 3.5mm jack. 

Front Phono 

Audio from laptop for 
presentation or film 

Front of Stage; red/white phono 
cable to 3.5mm jack. 

Front Phono 

 

Images of main audio inputs 

Bluetooth-Rear Aux Lead connector-Rear Aux Front Phono 

  

 

Rear of Hall next to sound desk Rear of Hall next to sound desk Front of Stage 
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4. Main Hall projector Audio 

 

The Main Hall has a large cinema style screen that can be used to show 
films, lecture slides, slideshows and more. The Video feed connects from a 
laptop to the projector via HDMI cable. The Audio feed connects from the 
projector to the Front Phono input on the front of the stage. The volume is 
controlled by the ‘Front Phono’ channel on the sound desk/tablet.  

 

 

5. Microphone Use 

Large Events in the Main Hall may need microphones. The Hall has 2 handheld microphones and 
a number of body pack (hands free) microphones. 

When the Sound System is turned on, all you should need to do is turn on the microphone for it to 
work. If it does not work, it probably means that the microphone channel volume has been left 
down. Simply use the sound desk or tablet to increase the microphone channel volume until you 
can hear it. 

The same applies for all other sound inputs such as music from a phone, or audio from a laptop.  

 

Batteries 

The handheld and body-pack mics run on 2 AA batteries each. If you’ll be using the mics for 3+ 
hours without powering it off, we advise you bring spare batteries. We have a few sets of 
rechargeable batteries in the office; these can be used with permission from Hall Staff and must 
be returned after use.  

 

Main Hall Projector Layout. The projector can be 
attached to a laptop, DVD player or other kind of 
media player. For audio, the projector must be 
plugged into the ‘front phono’ port on the front of the 
stage. 
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6. Powering Down-Return to default. 

To return everything to default: 

• Move all channel faders back to the default position (about 4/5ths of the way up) 
• Turn off the sound desk 
• Turn off the sound system at the wall (side of stage area with amp cabinet) 
• Make sure the amp cabinet powers down 
• Return all other equipment (microphones, etc.) to the Hall Team or Hall Staff 

 

7. FAQs 

I can’t hear the mics/music/film coming out of the speakers 
Make sure the sound system has been turned on at the wall switch and the amplifier cabinets 
are powered on. 
Make sure that the channel(s) you’re using have been turned up on the sound desk/tablet. 
Make sure that the ‘Main’ volume fader on the sound desk/tablet has been turned up. 

Oh no, the microphone is out of batteries! 
1. Always bring spare batteries. 2. Hall Staff may have some spares on hand that you can use. If 
you’re event is during the day, ‘Lancaster’s’ hardware store  2 minutes up the road sells batteries. 

I turned the sound system on, but the amp cabs aren’t powered up 
It’s likely that a fuse has tripped. Check the 3 fuse boxes on the wall and un-trip any fuses. 

I can’t hear audio from my phone/laptop 
Make sure the volume is turned up on your device. 

I can’t connect to the Bluetooth input 
Make sure the Bluetooth device is plugged into the extension tower (for power) and that the BT 
device cable is plugged into the Rear Aux wall input. 

No audio can be heard when connected to the Bluetooth input 
Make sure the volume is turned up on your device and that the Rear Aux channel volume is 
turned up. Make sure you’re the only person connected to it. If nothing else ahs worked, try 
connecting another device. If the Bluetooth isn’t working, use the android/apple connector in the 
Rear Aux input.  

I have questions about the sound system 
We’ll try and make sure you’re ready for your event by briefing you beforehand. On the day of 
your event, Hall Staff may be available to help. 


