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An Access Badge for the City Council Chambers can be checked out from any member of the Arts and Economic Development Division, located on the 3rd floor of City Hall. 

Instructions for unlocking door to the PMR
Using the badge, enter through the rear entrance that is directly across from the parking office on the first floor of the five-story parking structure.

You will pass through the closed session area, use the badge once again to enter the PMR. You will want to use a flashlight to find the lightswitches located either next to the City Clerk table, or in the far side of the room by the lobby entrance.

The door lock is at the bottom of the lobby door. DO NOT turn the red switch on prior to unlocking the door. This could possibly break the mechanism. You will see a red switch at the top of the door that activates the automatic door opener (it takes about a minute for the optical sensor to fully wake up). This will open the door. Repeat the same process for the outer lobby doors.

Instructions for locking the door to the PMR and lobby doors (IMPORTANT!)
Turn off the red switch that controls the automatic door sensor first. If you do not turn this off not only will the door not close when you are trying to lock it, you could possibly break the mechanism. Push the glass door closed manually. Then lock the door using the knob. Gently push on the door to make sure it is locked. 

Make sure the lights and multimedia are turned off. (To turn off multimedia ONLY use the Crestron wall touchscreen.)  You should not turn off anything inside the media cabinet. If you have not received training on how to use the room tech, you should attend a brief tech training. You can then exit through the back exit to the garage as you entered.
Info on tech trainings and room booking procedures is on the Intranet on the Arts & Economic Development Division page.

Parking Validation Machine/More Chairs
You should request a parking validation machine if you need one in your room set-up. It must stay plugged in to work though you can place it on a table. If the parking machine stops working, unplug it, wait 30 seconds and then plug it in again so it can reset. It takes about a minute to warm up again. 

You should submit your room setup at least two weeks in advance to LibraryRooms@weho.org for communication to facilities. If you find you didn’t request enough chairs or need another table last minute, they are in the room next to the restrooms in the lobby. If you have trouble with the something in the room the Library Facilities Manager’s number (Lisa Nolan) is 323-774-8362.
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