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	First Baptist Church Texas City

Safety Team Instructions

Operations Manual: Automatic Doors and Emergency Exits


First Baptist Church has four types of entry/exit doors. These doors are as follows:

· Roll-Up doors, located on the northwest corner of the building

· Emergency Exits, located at the Northwest corner (2), Northeast Corner (1), Southeast Corner (1)

· Automatic Sliding Doors, located at the East Entrance, North Entrance and South Entrance

· Manually-Operated glass doors adjacent to each of the Automatic Sliding Doors

Each of these doors operates differently. The following is steps for locking and unlocking each of these doors. As a member of the Safety Team, it is your responsibility to inspect these doors when the building is open for services or activities.
Roll-Up Doors:
These doors, three in total, operate manually and the center door may be operated manually or automatically. To manually operate the left and right door, release the chain from the locking pin to the right of the door and operate the chain to raise and lower the door. To manually operate the center door, pull the red chord adjacent to the OPEN/CLOSE/STOP buttons and manually operate the chain to raise and lower the door. This door may also be opened using the  OPEN/CLOSE/STOP buttons. In the event of a power outage, this door must be manually operated.

Emergency Exit Doors:
Each of these doors is equipped with exit only capability (no outside handles to release the door). Push the grey bar on each door to release. NOTE: These doors will activate alarms on the security system and will notify staff and key members of the congregation that they have been opened. Once the doors are closed, go to the alarm control panel adjacent to the Main/East Entrance, open the side panel and press the “Clear Alarm” button to silence.

Automatic Sliding Doors:
Each of these pairs of doors have sensor eyes that detect motion at either side to activate. To unlock the doors:

1. Place the key in the upper keyswitch (to the upper left of the door) to the CLOSE position.

2. Turn the two locking mechanisms in the middle of the door CLOCKWISE to unlock the doors. The upper of the two mechanisms locks the two doors together, while the lower mechanism throws a bolt into the floor plate, preventing the doors from sliding open.

3. Return to the keyswitch and turn the key to the AUTO position.

To lock the doors:

1. Place the keyswitch to the CLOSE position. The doors will close if not already closed.

2. Turn the two locking mechanisms COUNTER-CLOCKWISE to lock the doors. It may be necessary to manually move the doors to allow the mechanisms to engage.

Each of the Automatic Sliding Doors may be used as manually-operated doors. Ensure that the locking mechanisms are disengaged using the unlock procedure above, and with moderate pressure, push on the center portions of the door to push them outwards.

Manually Operated Glass Doors:
These doors are normally in the locked position except on Sunday mornings. These doors may be unlocked by the following steps:

1. Remove the Key from the Automatically Operated Sliding Glass doors. Attached to this key is a “Hex-Key” used to tension and release the door mechanism.

2. Place the “Hex-Key” into the appropriate slot adjacent to the activating bar. With one hand squeeze the handle and turn the key CLOCKWISE to unlock the mechanism. To return the lock mechanism to the EXIT ONLY configuration, turn the “Hex-Key” COUNTER-CLOCKWISE to release. The bar should return to the neutral position, allowing operation from the inside only.

Door Operation During Services:

In order to provide maximum security when services are in session, the Automatic Sliding Doors on the north and south exits will be closed and locked. With two services, it will be necessary to unlock these doors before the completion of the first service and then re-lock the doors during the second service. These doors should be locked from 8:30AM to 9:15AM and re-locked at 11:00AM.
