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Welcome to Arch 468, we hope you enjoy your time with us and request that you follow the steps below to ensure the security of the space during your tenancy.

Please note that although the Arch is in a quiet area away from the road, our neighbours have reported some opportunist thefts from bags recently. Please take care of your belongings, leaving them away from doors where possible and NEVER leave the arch unlocked and unattended.

If someone enters the rehearsal space that you do not know, please ask them who they are and what they want – no one should be visiting the space unaccompanied by either Andy or Rebecca.

NEVER give your keys to anybody you do not know – always return them to the secure keysafe on the main gates. Anyone who has hired Arch 468 will know the code to retrieve them.

Accessing the Keys:

There will be a set of keys in our secure keysafe padlocked to the left hand side on the front of the main (black) gates. 

To access the keys:

· enter the 4 digit code (provided on payment) in the combination lock 

· lift the front panel forward 

· remove the keys 

· close the box, remembering to lock it by turning the combination numbers
· once you've finished with the keys after each visit, please just pop them back into the keysafe which is on the right of the main gates as you leave.

Opening-up instructions:

· Unlock the padlock on the black metal gates to let yourself in to the cobbled lane. You can leave the gate open while you’re inside, but be sure to close the padlock again so that it can’t be stolen.

· Arch 468 is the fourth arch on left (labelled number 4), next to the Red Gate Gallery. 

· Open the small padlock on the metal box at head-height to the right of the roll down shutter (if the big white doors to the gallery are open, they may be obscuring the box and you’ll need to pull the door forward slightly to see it).

· Using the largest key, roll up the electronic shutter by inserting the key in the keyhole inside the box you’ve just unlocked and turning it according to the arrows (up arrow for up, down arrow for down!).

· Be careful not to open the shutter too far – it will damage the motor. It should just clear the top of the glass door to allow you to get in.

· The wooden and glass doors are open. Go in. The light switch is to the right of the doors as you enter (the curtain may be hiding it).

· Under the mezzanine level is an alcove (with a piano). To the left as you enter the alcove is a switch to turn on the strip lights in the alcove.

· The kitchen light is turned on using a pull-switch to the left as you enter the door. The toilet key hangs on a hook just inside the door (the toilets are outside just opposite the front door of the arch).

· Electric heaters are provided. Please do not use the gas fire!
Closing Up:

Once you have finished rehearsing, please close up as follows:

· Wash all dishes and empty the bins, replacing bin bags with fresh ones (in cupboard under sink). Place full bags on pavement to left of main gates for the council to collect.

· Make sure the space is neat and tidy and you have collected your belongings. This may include vacuuming or mopping up any spills.

· Turn off heaters and all lights.

· Make sure the toilets are locked and the keys are on the hook in the kitchen.

· Lower the rolling shutter until it is about an inch above the ground. (no further as this will break the motor) and secure the key box with the padlock provided.

· As you leave please padlock both the central locks on the main gates.

· If the Art Gallery next door is open then you may leave one side of the main gates open. However, IF IN DOUBT PLEASE LOCK IT.

· Don’t forget to return your keys to the keysafe and lock it securely.

· If you have a problem, please get in touch. You can reach Rebecca on 07973302908 or Andy on 07983444032.

