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1. Introduction 
1.1  Purpose 
This manual contains the operational procedures for Rathmines Theatre.  The purpose of the manual is 
to provide a basic operational handbook for the users of the Theatre.   

1.2  Scope 
The Operations Manual covers basic instructions for internal and external hirers to utilise Rathmines 
Theatre. This manual is used in conjunction with a physical induction of the space.  

 

2. Venue Overview 

 
2. Rathmines Heritage Centre  
3. Kitchen  
4. Auditorium 
5. Stage Area  
6. Boiler House  
7. Courtyard 
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2.1 Parking 
The current situation for parking at Rathmines Theatre has been identified in the following areas (marked 
by stars on the map): 

• Local on street parking 
• Car Park next to Toilets and Rathmines Playground 
• Authorised street parking near the shops 
• Reserve areas, Council approval required 
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3. Process 
3.1 Entering and Access to the Theatre 
 

A security pin number will be emailed to you the week of your hire date; this will provide access to the 
building and work with the alarm system.  This pin is a unique code for your period of hire and will only 
be accessible during the approved hours of use according to your application form.  

To enter the Theatre, approach the black pin pad on the wall to the right of the main entry doors – the 
doors at the shop end of the building. 
 

 

DISARM THEATRE ALARM AND ENTRY 

1. External pin pad is located on the right of the 
front doors of the theatre. 
 

2. Enter the security number provided  
 

3. Press # button 
 

4. The centre doors of the main entry will unlock, 
and the security system for the theatre only 
will be turned OFF / disarmed. 

 

 
 

 

FOYER LIGHTS 

Light switches are located once inside to the right. 

 

 

 

 

 

FRONT ENTRY MIDDLE DOOR OPERATION 

By turning the key switch to ON you are unlocking 
the front doors. If you need to lock the front doors 
for any reason turn the key to OFF.  

If you wave you hand in front of the exit button the 
front (middle) doors will temporarily unlock. 

 

 

 

  

Exit Sensor 
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FRONT ENTRY MIDDLE DOOR OPERATION 

GREEN - If the lights on top of the front doors are 
green – they are locked.  

RED – Unsecured 

NO LIGHT – Key is on OFF position 

You can either leave doors unlocked and closed 
or open by pushing the doors out until they hold in 
place. To ensure the doors close flush and lock, 
close the left side door first. 

 

 

 

If you arrive and there is vandalism to the building (inside or outside) please call 02 4921 0412 (during 
business hours) or 02 4921 0333 (after hours). If the damage means that the building is not safe to 
open, a staff member will provide directions. 

 
HERITAGE CENTRE 
If you require access to the Heritage Centre, you will need to repeat the above steps at the panel at the 
entrance to the Heritage Centre, located to the left of the foyer.  You will only have access to the area if 
you have requested it as part of your booking. 
 
BOILER HOUSE 
If you require access to the Boiler House (this separate building requires a key for access), you will need 
to disarm this area by entering your code as per the above in the panel located to the right of the entry 
door on the theatre side, once you have entered the Boiler House. 
 
ALL AREAS 
Alternatively, all areas can be disarmed by the panel located on the wall to the right of the main entry 
door.  Enter your 4-digit code (same as on the entry panel) and press OK.  Use the up and down arrows 
to scroll to the area you need to disarm and press OFF.  Your code will only be active for areas you have 
booked as part of your hire. 
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3.2 Automatic Doors 
Automatic doors can be found at the entrance to the Heritage Centre, Auditorium and Accessible access 
on the lake side verandah at the top of the ramp. 

Keys are located near each door. 

To keep the doors, open, turn the key to OPEN. 

To use the green button to open doors as needed, set the key to AUTO. 

ALL AUTOMATIC DOORS SHOULD BE SET TO LOCK WHEN EXITING THE BUILDING. 
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3.3 Lights and Fans 
3.4 Auditorium Lights 

Lights for the auditorium are located in three locations: 
1. On the wall to the right of the entry door (pictured below) 
2. On the wall in the wing on stage right 
3. In the control room (with dimmer control) 

 

 

 
 

3.5 Backstage Lights 
 
 

 
   

     

 

 

 

 

 

 

 

                                  Stage Right Wing                 Stage Left Wing 

 

When required, switches can be found for lighting the backstage green room areas and dressing rooms. 

It is recommended that you use a reverse order of the above to shut down the theatre. 

Emergency lighting.  
Press to bring house 
lights to full.  Gently 
twist, pull out to reset. 

Auditorium light 
switches x 3. 

Fan switch is 
bottom right 
(labelled on panel) 

Fans can be in Winter or Summer mode 

Backstage 
blue dimmer 
control 

Stage Fluoros and 
backstage blues two-way 
switch on each side of 
stage Backstage Blue on/off switch Stage Fluoros on/off Switch 
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3.6 Dressing Rooms 
There are two dressing rooms backstage with a lockable adjoining door.  Each room is fitted with 
accessible bathrooms with shower and toilet. 

Dressing rooms contain: 

• 3 stacks of 4 lockers (padlocks to be provided by users if required) 
• 1 clothes rack 
• 10 plastic chairs 

 

 
   
 

Air conditioner switch – press on to activate.  Will 
switch off automatically after 3 hours.  It is good 
practice to switch off manually when leaving to 
save power. 

Thermostat and mode can be adjusted on panel 

Light switch 
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• Windows have keyed locks.  Please ensure they are closed and locked on departure 
• Windows are fitted with venetian blinds.  Please be respectful when operating so as not to 

cause damage 
 

A kitchenette is available for performer use in the backstage area.  This contains: 

• Sink 
• Domestic fridge/freezer 
• Microwave 
• Kettle 
• Basic crockery and cutlery 

 
All items to be cleaned and put away after use, including wiping out of fridge and microwave. 

 
3.7 Boiler House 
A key is required to access the Boiler House.  You will receive instructions on how to sign out this key 
during your induction.  The building is alarmed separately and needs to be disarmed on entry (if not 
disarmed at alternate panel in main building).  

 

 

 

 

 

 

        

Make up lights switch 
Comms outlet 
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Boiler House can be disarmed and 
armed on this panel, or from the 
panels at the main theatre 
entrance, or office entrance. Doors 
must be closed when arming areas. 

Sound system for 
microphone or 
playback 

Fan remote to be returned to holder 
after use 

Alarm panel and light switch Fan remotes 
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3.8 Closing Down and Exiting the Theatre 

• Ensure that the sound and lighting systems have been shut down correctly and returned to their 
original positions. If stage lights have been moved then they must be returned to their original 
location and configuration. This must be undertaken by and/or under the supervision of an 
approved LMCC Technician. The cost of this will be passed on to the hirer. 
 

• The auditorium is to be left with seats in stacks of 7 along the sides of the auditorium or back in 
the chair store.  You will be advised prior to your hire if the seats can be left in the configuration 
you are using, if it is the same for the next hirer.  
 

• All props, stage sets, costumes, personal effects are to be removed from the theatre. 
 

• All temporary signs, directions etc. are to be removed. 
 

• Turn off all electrical equipment, fans, air conditioners and lights. 
 

• Ensure that all windows are both CLOSED and LOCKED. 
 

• Ensure that all doors are securely closed, in particular, fire and emergency exit doors. 
 

• Ensure that the security alarm has been turned on. 
 
    3.9 To Turn the Alarm System on 
 

  

Enter your 4-digit code and ON. 

If arming more than one area, enter 
your 4-digit code and OK – use 
the up/down arrows to scroll 
through the areas to arm, and 
press ON at each one needing 
arming. 

The light will flash and panel beeps, 
and you will be notified the area 
is in EXIT MODE 
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Ensure the key is in lock position. 

Once armed, wave your hand in front 
of the exit button the front doors 
will temporarily unlock.   

Exit through the right-side middle door 
to ensure the doors close 
correctly behind you. 

 

 

 

 

 

 

If the lights on top of the front doors 
are green – they are locked.  

 

 

 

 

 

 

 

 

Once outside the building, wait for the alarm to stop beeping.  Check through the window that 
the panel has 3 solid lights (unless there is another user in the Boiler House).  

Then you are ready to leave! 

If you have any issues arming, the number for Quantic Security is on the alarm panel.  

 

3.10 Kitchen Operations  
Please note that this kitchen is not a commercial facility. A food safety certificate may be required if food 
is being freshly prepared on site.  This does not apply to pre-packaged food and drinks. 

The instant hot water system can be turned on at the switch near the system above the sink. Please turn 
the hot water system off when leaving the building.  

The domestic fridge remains on at all times.  Do not turn off. Ensure to clean out before you leave. 

 
3.11 Rubbish Removal 
Additional garbage bags are located under the kitchen bench, or in the back of house cleaner’s 
cupboard. 

Recycling and general waste bins are located in the bin store.  A key for the bin store (at the rear of the 
building) is located in the backstage kitchenette cupboard. Please ensure the bin store is locked at all 
times. All rubbish must be removed from the theatre after use and the bins fitted with new garbage bags. 

 

 

 

Exit Sensor 

Ensure Key is in 
OFF Position 

Exit through right 
side door 
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3.12 Lift for Persons with Disabilities 
The Theatre has an accessibility stage lift, which allows persons with disabilities to access the stage 
area. There is a key operate this lift and will need to be requested on your application form.  A Council 
Officer will arrange to meet you onsite to provide an induction. 

 
4. Equipment 

4.1 Use of Stage Equipment 
Refer to Appendix E – Touch Panel AV Operation for the Graphical User Interface Operating Manual for 
Basic User instructions. 

To utilise the advanced mode, you will need to engage an LMCC Approved Technician (at hirer’s 
expense).  

Details of available equipment can be found in Appendix F - Operational and Maintenance Manual and 
includes: 

• Wireless and wired microphones, cables and stands 
• Lectern with microphone and light 
• Standard lighting rig with pre-set states 
• Orchestra lights for independent stage wash 
• CD/DVD/BluRay player 
• HDMI input for video projection (HDMI cable provided on request) 
• Stereo lines in for audio playback (AUX cable provided on request) 
• Foyer and back of house paging bells and paging microphone 
• Show relay audio to foyer and dressing rooms 
• Motorised projection screen and data projector 
• Wired headset comms for talkback between side stage, control room and dressing rooms 
• Cord operated house curtain, operated from stage left 
• Touch panel for AV operation located stage left 
• 10 step platform ladder on wheels 
• Audio induction loop in auditorium  

 

4.2 Seating & Tables 
The Theatre’s maximum capacity at any one time is 300. Seating configurations can be found in 
Appendix C. 

Furniture includes: 

• 195 black banquet style chairs (audience seating) 
• 8 rectangle folding tables (1800mm) (on wheels) 
• 12 round banquet tables (1800mm) (stored on wheeled trolleys) 
• 6 wood finish high cocktail tables (600mm)  
• 12 square wood finish bar stools 

 
4.3 Safety Measures 

• Ensure all electrical leads are covered appropriately and there must be no trip hazards. 
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• Stage scenery and props must be designed and secured so that they do not pose a risk to 
performers. This equipment must be moved using correct manual handling techniques or via 
mechanical devices. 
 

• Stage curtains and legs must not be moved (excepting the house curtain (cord operated) and 
rear curtain (hand operated). 

 
• If the use of theatrical smoke is required, seek approval from Lake Macquarie City Council for its 

use.  The venue’s fire security system must be isolated and monitored during the period of 
performance.  A fee will be incurred. 
 

• Performers must take care moving on and around the stage and backstage area. 
 

• No alcohol is allowed backstage or in dressing rooms 
 

• No food or drink is allowed on stage or in the immediate wings area.  Performers must keep all 
areas free of rubbish 
 

• Loading or unloading of stage equipment must take place via the stage loading dock (situated at 
the rear of the building – beside the bin store) 
 

• All scenery, props, performance items etc. must be removed from the theatre on or before the 
end of the hire period 
 

• No items (gauzes, backdrops, fabric etc.) are to be hung from the lighting bars without prior 
approval from Lake Macquarie City Council 

 
5. Contacts  
Lake Macquarie City Council – Performing Arts Lead – 02 4921 0412  
Lake Macquarie City Council – After Hours/Emergency Contact – 02 4921 0333 
Quantic Security – Headquarters (for Alarm Issues) – 4948 0000 
Quantic Security – Control Room (24 hours) – 1300 131 728 

 

6. Review and Evaluation 
This document will be reviewed every four years to ensure information is current. If new or additional 
equipment is added to Rathmines Theatre, this manual will be updated to reflect any new 
instructions.  

Internal and external hirers will be asked to provide feedback if using the Operations Manual to 
ensure the document is relevant and user friendly. 
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7. Appendix 
Appendix A – Evacuation Procedure 
Appendix B – Emergency Evacuation Plan 
Appendix C – Floor and seating plan  
Appendix D – Procedure for using the Chair Trolley 
Appendix E – Touch Panel AV operation 
Appendix F – Technical Operational and Maintenance Manual 
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Appendix A: Evacuation Procedure 
In the Event of a Fire/Fire Alarm: 
When the fire alarm is activated, the fire department will respond directly. No one other than the fire 
brigade is to try and disengage the fire panel (even if it is a false alarm).  
 
Evacuation of building to be co-ordinated by two pre-nominated persons: 

• First person nominated for back-stage  
• Second person nominated front of house areas 

 
Back-stage person - Instructs persons back-stage to EXITS and if in no immediate danger make 

a sweep of the back-stage toilets. 
Front of house person - Makes a sweep of auditorium and foyer to instruct all people to move 

outside through any of the hall exists and then if in no immediate danger, 
make a sweep of public toilets and kitchen to ensure all people are out.  

 
NOTE: All people are to be directed to assemble at the fig tree in the adjacent park (between  
Rathmines Theatre and Westlakes Music Hall).  All possible accessible areas for a fire truck 
are to be kept clear i.e. car park, side street, loading area, driveway.  
 
The two pre-nominated persons are to check if anyone is missing and inform the fire officers when they 
arrive so they can make a thorough search of the building.  No person is to re-enter the building until the 
key fire officer declares the building safe and resets the fire panel. 
 
Fire Exits  

1. Through the front entrance foyer  
2. Through the back of the hall via the loading dock doors  
3. Through the side of the hall on the lake side of the building 
4. Through the side of the hall on the Stilling St side of the building 
5. Through the office foyer entry door 
6. Through the kitchen door leading to the verandah 
7. Through the Heritage Centre door to the verandah 
8. Through the Boiler House doors on 3 sides (if using the Boiler House) 

 
Emergency Contact Numbers  
Emergency   000 
Police – Toronto  4088 1099 
Chubb Fire Systems 131 598   24hr 
Quantic Security   1300 131 728 Control room 24 hour 
    4948 0000  Quantic Headquarters   
Council Contacts  4921 0333  Council Office Contact Number 
 
 

https://www.google.com/search?client=firefox-b-d&q=toronto+police+phone+number
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Appendix B: Emergency Evacuation Plan 
 

 
 

Smoke Ventilation 
The ventilation system will automatically switch on when the fire alarm is tripped.  Manual operation of 
the exhaust is to be completed by authorised persons only.  This panel is located in the stage right wing. 
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Fire Detection and Alarm - Zone Block Plan 

When the fire alarm is activated, the fire department will respond directly. No one other than the fire  
brigade is to try and disengage the fire panel (even if it is a false alarm).  
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Appendix C: Floor and Seating Plan  
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Appendix D: Procedure for Using Chair Trolleys 
 

How to Use the Chair Trolleys 
The theatre provides two chair trolleys, which are designed to make it quicker and safer for you to set up 
and pack away the chairs. 

While there may seem like a few steps involved, once you have done it a few times, it will become very 
simple.   

Please refer to the photos provided as a guide. 

 

Loading the Chair Trolley 

   

   

 

 

6. Do this until the small wheels on the 
trolley are now touching the ground (which 
means that the trolley has lifted the chairs). 
and push the trolley to where you want the 
chairs to go. 

4. Place both hands on top of the 
chairs trolley  
 

5. Secure the chair trolley in 
position, with both hands on the 
top, use your foot to tip the 
trolley up to lift the seats.   

3. Put the chair trolley behind 
the stack of chairs you want 
to move (no more than 7 
chairs at a time). 

2. Stand behind the chair trolley 
(with the small wheels 
nearest to you). Place both 
hands on trolley handle. 

1. Move the trolley forward, 
dipping the front end slightly, 
so that the base is now under 
the chairs (making sure that it 
is straight & square) 
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Unloading the Chair Trolley  
   

 

Packing the Chairs Away 

Chairs should be left in stacks of 7 and placed against side walls of the auditorium facing the walls. 

Chairs can also be placed back in the chair storeroom. 

Special instructions will be advised prior to your hire, and if seats are able to be left out for another hirer 
in the same configuration.  

 

 

  

1. Keeping both hands on the top of 
the trolley handle, place your foot on 
the bottom back bar and slowly tip 
the trolley forward.    

 

2. Now, slowly pull the trolley back 
toward you.  Be careful to do this 
slowly, because if the trolley 
moves too fast it can hit your leg. 
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Appendix E: Graphical User Interface Manual – AV 
Operation Touch Panel 
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Protection of the Environment 
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