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Description of Use and Technical Details for Electronic 

Equipment 
 

General Outline 
Rotherfield Village Hall has the following equipment for use by users/hirers: 

 A modern PA system in the Main Hall 

 A portable digital projector and screen for the Main Hall 

 A Loop System for hard of hearing with feed from the PA system 

and ambient sound microphones permanently mounted in the hall 

 An Interactive White Board (includes overhead projector) in  

Room 1 (Committee Room) 

 A wireless colour laser printer (Room 1) 

 A Windows laptop 

 A portable PA system 

 A Loop System in Room 1 

 A plasma screen in Room 2 (Lingen-Watson Room) 

 A Wii system for use in Main Hall, Rooms 1 & 2 

 A Blue Ray DVD player for use in Main Hall, Rooms 1 & 2 

 Internet connectivity (wireless) 
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HELP! 

Please note that help with understanding the equipment is readily available. 

Just contact in advance of taking up your booking and someone will be pleased 

to help, probably prior to the actual date of the booking. But do give advance 

notice – the Hall is run largely with volunteer help and we have to schedule 

within our own personal commitments. 

So how to get the help: either tell the Booking Clerk who will pass on the 

request or contact Andy Miller direct – 01892 852 389 or 07817 130 653. 

So enjoy your booking in the best Village Hall in the district. 
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PA System in Main Hall 

General 

There are six speakers in the Main Hall, three on each side of the Hall. The 

control equipment is located on the stage behind the RH side of the 

proscenium arch (stage left). 

This equipment can operate in the following modes: 

1. With microphone input from: 

1.1. Handheld digital wireless microphone (A) 

1.2. Two ‘lapel’ microphones  (B &C) 

1.3. One or more of the input sockets (using users’ equipment), located 1 & 

2 at front of stage and 3 located in middle of ‘recreation’ side wall. 

Note that for the above PA options the sound will be broadcast in mono. 

2. With recorded input (e.g. music) via CD player (see diag.) 

3. With recorded input from IPod, smart phone etc. 

4.  With input from the AUX (auxiliary) input 

Note: With 2. 3. and 4. the sound will be stereo with left and right as facing 

the stage 

Turning on the equipment – general 

The main switch socket is to the left of the fire door (see picture) 

Turning this on should turn on all the equipment except the AMPLIFIER and the 

DVD Player. 

** DO NOT TURN OFF ANY OF THE OTHER EQUIPMENT (Labelled Loop; A; B; 

C)** 

Now turn on the amplifier (and the DVD player if required). 
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Using the hand-held microphone 

This microphone is wireless and runs on 1 x AA battery. (See section on 

batteries.) It is controlled by the slider switch on the microphone. Down is off; 

up is on; middle is on but muted. (Note when initially turning on it will take 2-3 

seconds to ‘link’ to the controller (labelled A). 

Independent volume is controlled by the slider marked A on the controls. The 

master volume slider must also be set.  

(Recommended position for both is -20.) 

Using the Lapel Microphones 

These microphones  are wireless and run on 2 x AA batteries. (See section on 

batteries.) Press and hold the button until the light turns green. It is now linked 

to its receiver . Touch the button and the light goes red to mute. 

Note: These three microphones are stored in the volume slider drawer, LH 

side. 

Using a user/hirer-provided Microphone  

Users may prefer to use their own microphones. In this case they should 

connect their equipment using any or all of the static input sockets. There are 

two at the front of the stage under a wooden lid, and one on the middle of the 

wall on the recreation field side. (See plan.) 

The volume controls are labelled 1, 2, and 3 to correspond with the labels on 

the input sockets. Set the individual controls to suit and likewise the master 

volume slides. 

Note: All three of these microphones options may be used together if 

appropriate. 

TIP: If no sound, check: 

 That the volume slider for the microphone being used is set (i.e. not at 

bottom of slider). 

 That the appropriate receiver – A,B OR C is switched on. 

 That the amplifier is switched on. 
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 That the light on the microphone is on. If not, replace battery. 
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Using the CD Player 

Check that the CD Player is turned  on (see diag.). Manufacturer’s instructions 

re selection of track etc. are contained in the appendix. Volume control slider is 

labelled CD. Set to requirements together with master slider. 

Using the AUX input 

This is for external input, normally recorded music. Apart from the use of 

IPods,  smart phones etc. any further use should be discussed ahead of the 

booking date with Andy Miller – 01892 852 389 or 07817 130 653, and/or the 

booking clerk. 

For IPods etc. a conversion cable will be provided which enables the external 

device to connect to the AUX input L & R. (see diagram). Connect with the red 

mute button depressed; then ‘unpress’ and adjust volume and master volume 

as required. 

To disconnect: mute then disconnect and then ‘unpress’ the mute button. 
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Using the Projector 

Screen 

The screen can be raised and lowered automatically by means of the control 

behind the LH side (stage right) of the proscenium arch. Make sure it is plugged 

in and turned on. Press top button for up, bottom button for down, and middle 

for stop. Note;  the screen stops automatically on up or down. Also note just 

one press required to activate. 

Projector  

The projector may be connected to laptop or DVD Player as required. 

User/hirer laptop may be used. To activate, plug in projector; blue light will 

illuminate. Remove lens cap; press blue light to turn on lamp, or press control 

on remote. The lamp will gradually come to full brightness. 

Zoom and focus can be adjusted by turning rings/levers at front of lens. 

Tilting the picture up is achieved by the small foot at the front of the projector. 

Note that the automatic ‘keystone’ system will keep the picture square. 

**NOTE: AT ALL TIMES DO NOT JOG OR MOVE THE PROJECTOR SHARPLY. THIS 

CAN DAMAGE THE LAMP. ALSO WHEN FINISHED, TURN OFF THE PROJECTOR 

BUT DO NOT UNPLUG FOR 5 MINUTES TO ALLOW THE LAMP TO COOL. A NEW 

LAMP COSTS OVER £200!** 

Connection 

Connection to laptop is by the VGA or HDMI cable. 

Connection to the DVD player is by the HDMI cable. This ensures full HD 

quality. 

If sound is required, connect laptop via headphone output and via DualXDirect 

Box (see separate description) to AUX on PA. Likewise for DVD player. 

If using the HDMI cable the sound connection to the DualX Direct box may be 

made from the projector.  
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The Loop System in the Main Hall for hard-of-hearing 
The loop system provides input to hearing aids fitted with the ability to pick up 

the signal (most hearing aids). The aids either have a switch to enable this or 

pick up the signal automatically. 

The input for this is provided through the ambient noise microphones 

permanently mounted on the hall walls and any speech or music processed by 

the PA system. 
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Committee Room 

Loop System 

This room has an independent system from the main hall. The system is sited 

to the left of the door and must be switched on to use. There are two ambient 

noise microphones permanently mounted on the walls of the room. 

Switch off after use. 

Interactive White Board 

The Interactive  White Board and associated projector enable a laptop screen 

to be duplicated and projected onto the White Board. Further, with the correct 

set-up and special ‘pen’, the board can be used with the ‘pen’ to mimic a 

‘touch screen’ on the board. This can be a valuable tool for talks or teaching. 

Turning on the Projector 

Ensure the switch in the corner of the room is on (see diagram). Press the 

switch on the projector (see diagram). Focus can be adjusted by the lever 

behind the lens. (DO NOT JOG THE PROJECTOR – BULB IS VERY EXPENSIVE TO 

REPLACE!) 

Turn off after use by reverse of above, but leave an interval of 2-3 minutes 

before turning of the wall switch to allow lamp to cool. 

Using as a projector from laptop 

Connect the laptop to the box at the LH side of the screen via VGA cable. 

Using with full interactive facilities 

Please refer to Andy Miller - 01892 852 389/07817 130 653 – before first use, 

allowing a few days. 

Colour Laser Printer 

This is held in the cabinet to the left of the door (Key in key cabinet – see 

separate section).Please refer in advance of use to Andy Miller - 01892 852 

389/07817 130 653. There will be a charge of 10p for B&W and 50p colour per 

A4 sheet. Software will be required if using user/hirer laptop. See Andy Miller. 
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Room 2 (Lingen-Watson Room) 

Plasma  Screen 

This available for use with the Hall’s, or user/hirer’s Wii. For use contact Andy 

Miller in advance - 01892 852 389/07817 130 653 or preferably a seven-year 

old child or grandchild of your own. 
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General 

The Hall also has the following equipment/facilities 

Broadband 

The range of this covers the Main Hall and Committee Room (Room 1). The 

wireless key may be obtained in advance from Andy Miller - 01892 852 

389/07817 130 653. 

A portable PA System 

This can be used in place of the main PA System, or indeed as well as. Use 

might include amplification for guitar etc. It can also be used to provide sound 

to the projector system in the Committee Room. Please contact Andy Miller - 

01892 852 389/07817 130 653 in advance if required. 

Laptop 

A Windows 7 enabled laptop is available. 

Security 

The keys, where appropriate, to enable access to various of the equipment, are 

held in the key cabinet in the bar area. The three digit code to unlock this is 

available in advance from the Booking Clerk, Anne Simmonds or Andy Miller - 

01892 852 389/07817 130 653. 

The keys held in this are for: 

 The cupboard and safe next to the key cabinet 

 The PA System cupboard 

 The colour printer 

The Safe 

 This contains all the moveable equipment that is not either in the PA 

cupboard or not screwed down and various cables for connection 

purposes. 

Batteries 

There are eight AA rechargeable batteries either in the side of the volume tray 

controls with the microphones or in the wooden cupboard next to the key 

cabinet. If batteries exhausted please place in the cupboard next to charger or 

in the charger. 

In emergency standard AA batteries may be used. 
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