UNITARIAN SOCIETY OF HARTFORD

Manual for Opening and Securing the Building

50 Bloomfield Ave.
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These directions are for opening and securing areas of the Meeting House. It is organized by
room or space, and then by “Lights”, “Thermostat”, “Locks” and “Other” under each room.
At the end of each section is a checklist in red of what to do to secure that space.

Items marked with a yellow X should not be changed.

A map of the rooms, associated thermostats, and space names is on the last two pages of
this document.

Front (West) Entrance

The left door is the public entry and exit door.

The door on the right is for handicap access. The
outside switch can only be operated when this
door is unlocked by a church official. (The interior
switch is always operational)

Key Codes

There is a keypad next to the left of the two main doors. Enter your key code to enter the
building.

o Members and group leaders have individual key codes.
Do not share your individual code.

o Rental groups have a group code which can be shared with group
members.

o If you expect visitors who do not have a key code, station a person at
the door to open it for them. Do not give them your code.

When closing, tug the door to make sure the lock is engaged.



MAIN LEVEL

Entrance and Main Lobby

Lights — The switches next to the main entry door control the lights
for the main floor lobby and the lower lobby.

The switch on the far wall at about shoulder height
controls the motion sensor light outside and always

remains on. Do not touch.

. When closing, make sure lobby switches are turned off.

Thermostat —Heat in the front lobby is controlled from the office, which is not accessible

to visitors.
Doors —

e Exterior doors should never be propped open, both for security reasons, and to
conserve energy.
e Interior doors should be kept closed to conserve energy.



Sanctuary
Sliding doors -- should never be used.

Lights — The control for the sanctuary lights is in the lobby to the left of the main entrance

to the sanctuary.
Overhead lights. Press

the “On” button for all
lights. Scene 2
illuminates the top and
bottom of all the lights;
scene 3 is the entire

Chancel lights are turned
on by pressing #3.

fixture of the front two
lichts

Pulpit spot
lights mounted Peripheral, wall led
lights (left side; switch
for right side on
opposite side of

entrance)

on concreate
columns above
side doors

When closing, ensure all lights are off.

Thermostat — The Sanctuary Thermostats are located near the north entrance. The small
unit on the left is a timer set to warm the space on
Sundays. Do not touch.

The middle control is an override used to heat the
sanctuary at other times.

This thermostat also controls heat added to the

chapel. Therefore, at times the sanctuary may
need heating even when only the chapelisin use.

The unit on the right is not a temperature control. Do not touch.
When closing, ensure the middle control is set to 55 degrees.

Other — The piano should not be moved. If the piano needs to be moved, contact the
church office.

Before leaving the Sanctuary, check the piano on the chancel. The lid should be closed
and the dustcover on.



Ambulatory and Connected Rooms

Lights — Switches around the ambulatory will control ambulatory lights and those over the
choir area. There are three sections. The switches on each side near the front lobby control
from there to the side doors. The switch for the rear portion of the ambulatory is next to the

elevator.

The light switches that focus on
hanging ambulatory artwork are not
obvious. One is located above the
minister’s office. On the opposite

. . . . . . KEEP THIS
side, a similar switch is above Francis e

David entrance door.

When closing, ensure all lights are off.

Thermostats — are located in various rooms and may control the adjacent rooms as well.
Most can be adjusted by simply rotating the setting or using the arrow key to set the proper
temperature. Servetus, the library, and David have heat pumps (mini splits) for heating and
AC mounted on the walls. These rooms have individual thermostats. Keep the doors shut
during heating and cooling seasons. When the rooms are not in use the thermostat should
be setto 55 in the winter and 80 in the summer.

Doors —The ambulatory connected rooms have external doors sometimes opened during
hot weather. These doors should be closed after use.

Other: Elevator — When you are making the rounds check the elevator and make sure itis
empty before leaving the building!

Bellows (Music Office), there is both a thermostat and an electric heater. Be sure the
electric heater is turned off when not needed.

Bathrooms — Check the four ambulatory bathrooms to make sure they are unoccupied,
lights and faucets are turned off.



Chapel

Lights — The light switch is on the left wall and lights should be off except when the room is
in use.

Thermostat — is located on the wall and controls the radiators. Additional heat is provided
from the hot-air system in the sanctuary. Therefore, thermostats in both the Sanctuary
system and the chapel must be on to heat the Chapel space properly.

When closing, ensure BOTH the heat in the chapel and in the Sanctuary are setto 55
degrees.

Air conditioning — The unit is controlled with a
remote that can be found in the podium. Be certain it
is returned, as itis the only one, and the only way to
communicate with the unit. Turn the unit on, wait for
the louvers to move, then increase or decrease the
temperature using the remote.

Please remember to turn the unit off when you leave.

Doors — The chapel has external doors, which

should be used for Emergencies only.
Please check that these doors should be closed.

Other — The piano should be covered and only used with prior permission from the music
director.

Main Level Side Entrances — North (Parking lot) & South (Memorial Garden)

These doors are fire exits and should only be used in emergencies. They should always
be locked.

Exception —during a memorial service the doors to the Memorial Garden can be unlocked
by reversing the closure of the doors to prevent the door from locking. At the end of the
event, simply close the door(s) in the normal manner and push from the inside to be sure
the door is locked.



LOWER LEVEL

Lights — To the right of the Women’s room door is a switch that controls
the “under-the-stairs” lobby lights.

Fellowship Hall

Just inside Fellowship Hall on the left are several switches. The two
lower ones control the overhead lights; the upper one controls one of
the four peripheral arrays. The other peripheral array light switches are
on the right side of the entry from the lobby, and one each next to the

other double door exits. They should all be turned off after use.

Thermostat — Is located on the opposite wall from the stair entry doors. Carefully follow
the directions beside the thermostat. Use the timer to set how long
you want the space to be heated or cooled. The space will quickly
reach the desired temperature if the double doors and external
doors are closed. The thermostat will automatically return to 60
when the timer elapses.

When closing, return the settings to energy conserving settings—60
degrees during the heating season and 78 during the cooling
season.

Bathrooms - The dehumidifier in the
lower lobby drains into a sink in the
Women’s bathroom. Do not touch.

Check the three lower-level
bathrooms (a handicap restroom is
in Fellowship Hall) to make sure they
are unoccupied faucets are turned
off, and the toilets are not running.




Religious Exploration Classrooms East Side of Fellowship Hall

The lights should be off when not in use.

Thermostats - Are located in classrooms C and D. Classroom C also control the nursery.
All should be set at 55 degrees during heating season when not occupied. There are no a/c
controls for these rooms.

Locks and doors - Internal doors should be shut except when the rooms are being used.
External doors or panels are sometimes opened during hot weather. The external doors
should be closed after use and as part of securing the Meeting House

Elevator Lobby

Lights — are on a motion sensor.

When closing, check the elevator and make sure it is empty before leaving the building!

Emergency exit hallways

The lower-level doors to the outside are for emergency use only, but check to make sure
they are secure. When locked, you can check the north (kitchen side) from the outside to
see it is latched properly. You may need to push the bottom with your foot to fully lock the
door. *Note, this is tricky, to make sure the lock meets with the track you need to push the
handle down while closing the right door first, then close the left door ensuring the vertical
metal lip is not propped open)

Kitchen
Refrigerator and Freezer — not for public use, but check to make sure they are closed.

The kitchen should be left clean, no dirty dishes, no open food

containers, no open garbage containers, and no trash leftin the
trash bins in the kitchen.

It is especially important that the dishwasher be switched off
(all switches down and no lights showing),

The lights should be off and doors closed.



