SOUTHLAKES COMMUNITY SERVICES

POLICY AND PROCEDURE MANUAL


PROCEDURE:



AIR CONDITIONING
Each function room is fitted with air conditioning.

The air conditioners are set to a fixed temperature; it cannot be adjusted

If it gets too cold, TURN THE AIR CON OFF

Do not attempt to change the air con settings

To turn the air con ON, simply press the switch ONCE

The air con will automatically come on
(allow sometime for room to cool)

To turn the air con OFF, simply press the switch ONCE again
This will automatically turn the air con off

Please Note:  

The air con is on a TWO HOUR timer.  After two hours the air con will automatically turn itself off

(This is to prevent users leaving it on after their functions are finished)

If the air con goes OFF after two hours, and your function is not finished, simply press the switch ONCE and the air con will turn on again for another two hours.

Repeat if necessary 

The air conditioner switch is located usually on the back brick wall of the function room:


Activity Room 1:

In the middle of the rear wall under the air con units


Activity Room 2:

In the corner (front and left) near the windows


Meeting Room:

Above the light switch as you walk into the room

Turn the air con OFF after your function is finished and before leaving the building

