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The Victoria Hall

Grange-over-Sands

Information for Hirers

Basic Premise

Be respectful. Enjoy the space. Leave the Hall as you found it.

1. Smooth Sailing in the Hall

In order to help ensure the smooth running of the Hall, our core philosophy is that hirers leave
the rooms as they found them. This allows the next group to easily come in and get up and
running. These terms are not exclusive, and the full T&Cs can be found in the ‘T&C’s Section.

1. Tidy Up — While we don't expect you to hoover, we do ask that you give the room a quick
check to clear up any obvious waste, debris, or equipment. Rubbish and recycling should
be taken away with you. The kitchen should be left tidy and with any used
mugs/plates/etc washed, if you've used them.

2. Default Layout — Each room has a ‘Default Layout’ (as found in the ‘Layouts’ section).
After using a room, the hirer should return the room to this layout. These layouts are the
most frequently used and provide us the most flexibility to accommodate different kinds
of groups.

3. Turn the Lights off — Before you leave the building, turn all the lights off that you turned
on.

4. Report Damage — If you come across something broken, or if you've broken something
in the Hall, please report it to Hall Staff; it's much easier for us to deal with if everyone is
honest.

5. During the booking process you will have spoken to Hall Staff about your event/room
hire. You must only use the room you've booked in line with what has been agreed with
the Hall Staff.

This is a working document, GTC reserves the right to update and modify information here at any time. Hirers affected by the changes will be notified by
GTC at such time.
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2. Keys and Access

If you are a regular hirer, and have long-term bookings, a key can be provided for you to
access the side door.

Alternatively, there is a lockbox to the right of the side door (code provided by the Hall
Management Team) holding a side door key. The key MUST be returned to the lockbox once

you are finished for the day.

If you are a regular hirer, and have long-term bookings, there may be a small amount of space
for you to store some equipment, with prior arrangement. A key can be provided for you to
access your stored equipment.

A record will be taken of all hirers with access to keys. Hirers will a key must sign the GTC
Keyholder's Policy (Dec 2023).

Hirers that are provided with a key must look after the key and never give it to anyone other
than trusted members of their organisation and return it to the hall immediately after the
event. The key should be used for the sole purpose of accessing the hall for their event and
locking up after the event. All door and alarm codes are for the sole purpose of accessing the

hall for their event.

3. Door Codes

Main Hall

Main Hall door code: 2390X and turn counterclockwise.

Use ‘C’ to clear the code input and start again.

On the reverse side of the lock is a latch; this can be engaged to keep the door from locking.
The doors can be held open using the small hooks at the bottom of the doors.

Remember to close the doors after your event (you do not need to lock the Main Hall doors).

Backstage
Code: **** and turn counterclockwise.

The door to backstage must remain closed whenever possible to restrict access.

This is a working document, GTC reserves the right to update and modify information here at any time. Hirers affected by the changes will be notified by
GTC at such time.



Victoria Hall Hirer Information Pack

4. Alarm System

If you are the first person in the building, the alarm must be turned off.
If you are the last person out the building, the alarm must be set.

If you are leaving, ensure there is no-one else in the building before setting the alarm. Be
aware of other groups using other rooms in the hall, and people working backstage.

Arriving: If you are the first to enter the building in the morning, the alarm will sound when
the side door is opened. Enter the code **** and press 'YES'. The alarm will turn off.

Leaving: If you are the last to leave the building in the, enter the code **** and when asked
“Set alarm?” on the LED screen, press ‘YES'.

The alarm will sound, and at this point you will leave the building, locking the door behind
you. Once the door is locked, after a few seconds, the alarm will turn off. The alarm is now
set.

5. Heating

The Hall team will set up the heating to make sure the room you’'ve booked is warm and
comfortable for when your session starts.

If the heating does not come on or you have any other problem during your event - please

contact:

1) Your Grange Town Council Front of House staff - if employed for your event.

2) Grange Town Council office staff if your event is in office hours. Office is on the ground
floor off the foyer.

3) If none of the above then please contact: Councillor Roger Handley - 015395 34118 or
Councillor Ann Walmsley - 015395 32126, and then any of the other councillors on the list of

councillors found by the side entrance door or on the main Vic Hall notice board in the

foyer, who will be able to arrange help for you.

NB: A power-cut will cut off the heating system, which will then need re-setting, contact 1,2,3

above.

This is a working document, GTC reserves the right to update and modify information here at any time. Hirers affected by the changes will be notified by
GTC at such time.
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6. Default Room Layouts
Each room, including the Main Hall, has a default layout; after using a room, the hirer should
return the room to this layout. These layouts are the most frequently used and provide us the

most flexibility to accommodate different kinds of groups.
Here are the default layouts, and a list of equipment/facilities that can be found in each room:
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backstage

Facilities
Sound System (PA) with microphones, stage and stage lighting, Wi-Fi, Kitchen access, custom

room layout, projector and film screen.

This is a working document, GTC reserves the right to update and modify information here at any time. Hirers affected by the changes will be notified by

GTC at such time.
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The Chamber
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Facilities

Bluetooth Sound System, Wi-Fi, Kitchen access, custom room layout, projector and screen.

This is a working document, GTC reserves the right to update and modify information here at any time. Hirers affected by the changes will be notified by
GTC at such time.
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The Old Police Room/Room 4
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Facilities

Wi-Fi, Kitchen access, custom room layout, projector and screen.

The Planning Office/Room 67

In progress

More Information about our rooms can be found here: https://www.victoriahall.info/venuehire

This is a working document, GTC reserves the right to update and modify information here at any time. Hirers affected by the changes will be notified by
GTC at such time.


https://www.victoriahall.info/venuehire

Victoria Hall Hirer Information Pack

7. Using the Equipment

Projectors

There are Projectors available for the Hall, The Chamber, and The Old Police Room. They all use
an HDMI input cable, which most modern laptops are suited for. We have a small number of
adaptors for older laptops and apple products, but it is your responsibility as the hirer to have
any equipment necessary for connecting to the Hall projectors.

The projectors are easy to set up and use. When connected to the mains for power, and
connected to your laptop via HDMI cable for input, simply

— Keystone —
press the ON/POWER button on top. The fan will begin Fr— e 3

Projector
Screen

whirring and after a few seconds the start up screen will

appear where it is pointing. Make sure you remove the lens

cover. Be careful around the projector, and do NOT point it

at people’s eyes.

The projector height can be adjusted using the lever on the ;
front beneath the lens; press the lever to release the o
projector and lower it. Release the level to catch the

projector and hold it in place. E o)

Use the ‘Keystone’ setting to adjust the angle of the
projection so it sits squarely on the screen.

If you are using the Hall projector (s) they are set to project a mirrored image, as they sit
behind the screen. The Chamber/Old Police Room projectors project as seen on your
laptop/device.

Projector troubleshooting

e If your computer isn't displaying on the screen, ensure that the projector is turned on,
that the HDMI cable is working, and that you computer’s display mode is set to ‘Mirror’ or
‘duplicate’. This setting can usually be found by pressing F7 or looking in your display
settings.

Problems with the projector, sound or lighting systems:

Your Grange Town Council Fire Warden - if employed for your event - should be able to help.
Grange Town Council office staff will try to help if your event is in office hours. The office is on
the ground floor off the foyer, please knock for attention.

This is a working document, GTC reserves the right to update and modify information here at any time. Hirers affected by the changes will be notified by
GTC at such time.
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Wi-Fi

Free Wi-Fi is available throughout the building.
Network: NEW GTC Visitor

Password: GTC4278!

Sound System (Hall)

The sound system is versatile and can be used for a large range of events, from full stage
productions to quick microphone announcements. Here are the most common uses:

- Microphone announcements

- Ambient Music

- Cinema Sound

- Full stage production (multiple mics, music etc.)

No matter what you need there are a few basics to understand to allow you to use the sound
system. The Sound System must be turned on from the side stage area from the wall switch
marked ‘Sound & Mics’ (see image below).

T »
W“_':‘ ) ;" . '\ The amps in the cabinet will warm up and turn
| on, and the system is ready to go. If you turn a
microphone on, it will automatically connect
and be ready to go. If you plug in a phone or
other device at the front (Phono In) or back of
the hall (Rear Aux) to play music, it will be play

through the speakers.

The sound system can be controlled via the

sound desk or the tablet. Turn on the sound desk

(wait a few seconds while it boots up) and check the
input levels. The input channels should be labelled to make it easy to locate your input, for
example HH (handheld) Mic 1. Make sure the levels sit within the marked green zone, and that
the Master channel is up.

This is a working document, GTC reserves the right to update and modify information here at any time. Hirers affected by the changes will be notified by
GTC at such time.
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Fader is in the position
shown.

Sound System troubleshooting

e If the microphone is not working, check the battery levels, they may need replacing.

¢ If music from your phone is not working, check your phone volume is up.

e If the sound system is ON but there is no sound the levels have been set too low.

 If the sound desk hasn’t connected to the amplifier (screens should be different colours)
then press the ‘Scan’ knob to connect.

e Still no sound? Talk to the Hall Team, who'll do their best to assist you.

¢ Have more questions? More information can be found on the ‘Info for Hirers’ page of our
website: https://www.victoriahallinfo/infoforhirers. Check out the ‘Main Hall Sound

System’ Document for more information.

This is a working document, GTC reserves the right to update and modify information here at any time. Hirers affected by the changes will be notified by
GTC at such time.
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Lights

The stage lights are to be used by prior arrangement with the Hall Manager, usually for a
production or performance on or in front of the stage. The below diagram shows a general
overview of the how the lights are laid out on stage and in the hall. The Stage lights are turned
on by pulling the large lever switch at the side of the stage to the vertical position and turning
on the Main Hall lighting rigs at the wall (marked on the map above).

For more in depth lighting information see our ‘Stage Lighting’ info pack.
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v | For basic stage lighting, use the
sliders with the lit-up buttons (1)
(stage wash, back amber, cyan,

: orchestra) to activate the default

1 \g, lighting. You do not need to press

\ any other buttons.

House lights can also be controlled
here. The ‘Grand Master’ slider (2)
controls the overall light levels.

This is a working document, GTC reserves the right to update and modify information here at any time. Hirers affected by the changes will be notified by
GTC at such time.
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8. Vic Hall Maps

Maps with light switches, emergency exits, fire extinguishers, rooms.
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This is a working document, GTC reserves the right to update and modify information here at any time. Hirers affected by the changes will be notified by
GTC at such time.
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First Floor Plan
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This is a working document, GTC reserves the right to update and modify information here at any time. Hirers affected by the changes will be notified by
GTC at such time.
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9. Frequently Asked Questions

Can l use the Kitchen?

Yes the kitchen is free to use. For larger events we can provide tea/coffee for an additional
cost, or you can bring your own food/drink. The Kitchen is not suitable for cooking large meals.

Are the rooms wheelchair accessible?

The ground floor rooms (Main Hall and the old Police Room) are wheelchair accessible
through the side door to the Hall.

Can | connect my own laptop to the projector?

Yes. The projector uses an HDMI input so will fit most modern laptops. We have a few back-up
adaptors in case your laptop does not have an HDMI port, but if you use your own laptop it is
your responsibility to come with all equipment to make it compatible with the hall hardware.

Can | serve alcohol at my event?

Yes, but you will need to bring your own stock as the Hall does not provide food/drinks to sell. If
selling alcohol, ensure that you comply with all relevant legislation, i.e. not selling to under 18s.

What's the Wi-Fi code?

New GTC Visitor — ***x#*xx*

It's cold in the Hall, can | turn the heating up?

Sure, please contact a member of the Hall team to turn on the heating.

Why isn't the Microphone working?

Ensure that the sound system is turned On, using the switch at the side stage area marked
‘Sound System’. Ensure the microphone is on and has battery power; change the batteries if
needed. If there is still no sound, turn on the Sound Desk and ensure that the channel marked
‘HH (handheld) 1 or 2’ or turned up. Ensure the Master volume control is also turned up.

Why aren’t the Stage Lights on?

If you are using the stage lights for a performance with the permission of the Hall manager,
they need to be turned on using the large lever switch at the side stage area. If the switch is
On and the lights are off, a fuse may have tripped. Refer to the ‘Stage Lighting’ document for
more details. If the fuse has not tripped, use the Lighting Desk to ensure that the base level of
the lights is turned up. If using the spotlights (mounted to the left and right of the stage in the
hall) ensure that these are turned On at the wall.

More information about Hall facilities can be found on the ‘Infor for Hirers’ page on our website:

This is a working document, GTC reserves the right to update and modify information here at any time. Hirers affected by the changes will be notified by
GTC at such time.
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https://www.victoriahall.info/infoforhirers

10. Terms and Conditions

Full hirer terms and conditions can be found on our website:
https://www.victoriahall.info/infoforhirers including our fire procedures, facilities policies and

more.

11. In the Event of an Emergency

o If the Fire Alarm is triggered you must evacuate the building & Dial 999
e Health Emergencies - We have a defibrillator in the foyer. Dial 999 for assistance and

advice.

Emergency Contacts
1) Your Grange Town Council Front of House staff - if employed for your event.

2) Grange Town Council office staff if your event is in office hours. Office is on the ground floor

off the foyer.

3) If none of the above then please contact: Councillor Roger Handley - 015395 34118 or
Councillor Ann Walmsley - 015395 32126, and then any of the other councillors on the list of
councillors found by the side entrance door or on the main Vic Hall notice board in the foyer,

who will be able to arrange help for you.

Useful Links:

Room information: www.victoriahall.info/venuehire

Info for Hirers: www.victoriahallinfo/infoforhirers

Victoria Hall Website: www.victoriahall.info

Grange Town Council website: www.grangeoversandstowncouncil.gov.uk

If you have any questions not answered by the information on the website, get in touch:
halladmin@grangeoversandstowncouncil.gov.uk

This is a working document, GTC reserves the right to update and modify information here at any time. Hirers affected by the changes will be notified by
GTC at such time.
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