Facility Checklist: Thomas Mercer Auditorium at Horace Mann

(INTERNAL USE ONLY)
__All equipment on stage and at the soundboard is turned on and shut off in the correct order 

(note order on this form)

Step 1 – Turn on power strip at soundboard – this will turn on the lightning system, then the soundboard.

Step 2 - Turn on the power conditioner on stage followed by all the gear in the rack including the amplifiers. 

Step 3 -Turn off equipment in the reverse order. Shut off the amps first, then the power conditioner, etc.

___All microphone cables and other cables that feed the power amplifiers are inserted into the proper jacks in the rear of the soundboard

___All the monitors and associated cabling are secured in the designated storage area 

___All microphones and cables are locked in the microphone cabinet

___The NEC projector remote and the Sony VCR/DVD remote are locked in the cabinet below the soundboard

 __The light-board is configured to the standard set-up. It’s too complicated to note the configuration on this sheet, but the light board is labeled with the appropriate colors matched to the appropriate lights. The color should not be assigned to different sliders. Lights must also be moved back to their original position if they were moved. The movement of lights must only be allowed if authorized in advanced.
___All the lights are checked to make sure they are working before they are shut down including both spots

___All rented sound equipment brought in to interface with any house equipment is to be checked by Facility Technology Coordinator to assure it is in working order and will not damage FPS equipment

___The piano is checked and then locked

___The band room is cleaned and all school materials are in their proper place and in the same condition as found.  (Whiteboards, instruments, and computers in the band rooms are not to be used.)

___ All miscellaneous staging, props, costumes, and outside equipment is to be removed immediately after the production

 ___No group renting the facility will be permitted to leave staging, props, costumes and equipment on stage, in the band room, classrooms, or in the auditorium if storage will interfere with educational activities such as ensemble practices, assemblies, and/or classes

___All equipment must be “zeroed out” after every rehearsal, dress rehearsal, etc. so that school events and activities will not be disrupted by the need to reconfigure school equipment. 

___No group will be permitted to use additional equipment unless said equipment will not interfere with educational activities that are held in the auditorium. The use of rented sound equipment and light equipment will need to be authorized by the school administration after consultation with the teachers using the auditorium as a learning environment for the Franklin Public Schools educational program.

*** If any technology /sound equipment and /or lighting is damaged in the course of a production or rehearsal may result in additional charges for repair and/or replacement.
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