SOUTHLAKES COMMUNITY SERVICES

POLICY AND PROCEDURE MANUAL


PROCEDURE:



LECTERN SOUND SYSTEM
The lectern / speaker sound system is available for use by hirers at an additional charge.
The lectern speaker consists of the following components:

1.      Speaker / Amplifier

         (fits tightly into lectern)

2.      Radio Microphone Receiver  

         (small black box with 2 black aerials which sits on top of the speaker)

3.      Radio Microphones (x2)

         (located on shelf under lectern)

4.      Flexible Microphone holder

         (located on shelf under lectern)

5.      Table Stand Microphone holder

         (located on shelf under lectern)

6.      Power Board

         (located on left hand side of lectern)
Most of these components are already connected, turned on and ready to use.  All the user needs to do is follow the procedure below:
Locate the lectern/speaker

Unlock rear wheels of lectern

(flip black flaps UP)

Move lectern to desired position

Lock rear wheels of lectern to prevent movement
(press down hard on black flaps)

Connect Power Board lead to extension cord

Connect extension cord to Power Socket
(use flexi ramp cable cover to minimise OHS risks)

Turn on Power Socket

Obtain the Flexi Microphone Holder from lectern shelf 
Screw the Flexi Microphone holder to silver fitting on top of lectern

Obtain Microphone from lectern shelf

Attach Microphone to holder

DO NOT TURN ON MICROPHONE UNLESS IT IS IN USE
Locate Power switch on back of speaker / amplifier

Turn Power Switch ON

(Note:  the microphone radio receiver box which sits on top of the speaker is already connected, turned on and ready to operate.  Do not move or adjust black aerials; Do not move or adjust the black radio receiver box)
Locate the OFF/ON switch on the microphone

Turn microphone switch to ON

Test Microphone

Adjust volume if necessary by rotating the dial labelled MIC 1 LEVEL – top dial on the back of the speaker

Note:  Both microphones are mixed and controlled by the one input.  No other dials except MIC 1 LEVEL need be adjusted.

TURN MICROPHONE OFF WHEN NOT IN USE
AFTER USE:
Turn OFF Microphone

Remove Microphone from holder and return to shelf under lectern

Unscrew and remove Flexible Microphone holder and return to shelf under lectern

Turn speaker / amp power switch to OFF

Turn off power socket

Disconnect extension cord from the power socket
Disconnect power board lead from extension cord

Pack all cords away

Unlock rear wheels of lectern

Return Lectern to storage position

Second Microphone
A second microphone is located on shelf under lectern

Table Stand Microphone Holder

A table stand microphone holder is located on shelf under lectern

To use, extend legs to form a tripod shape

Remove microphone clamp from flexible microphone holder by unscrewing

Screw microphone clamp to top of table stand microphone holder  
