
Setting up the dance hall at the Grange  
Updated 8/6/2024 

 

 
Traffic cones: 
⃞​ Put out the traffic cones.  (Remember that people park perpendicular against the long wall of the Grange Hall, 

so keep the cones far enough out so cars going through the cones don't have to swerve to avoid the cars parked 
​ ​ along the long wall.) 

Rolling up the mats: 
⃞​ Carry the 2 sets of fold-up chairs into the foyer—bring them back in after the dance floor is dust-mopped. 
⃞​ Sweep the “top” mat (the one whose edges are not covered) with push brooms from the Dance Closet and the 

​ Main Hall broom closet. 
⃞​ Pull the mat cart out from under the stage, take a PVC pipe tube, and roll up the mat.  Keep it centered; you will 

​ likely have to push in one end of the tube or the other to straighten out the mat as it rolls up.   
⃞​ Two people should carry the rolled mat onto the cart. 
⃞​ Continue sweeping and rolling of the next “top” mat until you have them all rolled up, and  roll the cart back   

​ under the stage. 
⃞​ Don't move the 2 pieces of mat which are under the stairs to the stage—those just stay put. 
 
Dust-mop the bare floor: 
⃞Spray a light coat of mop treatment on the blue dust-mop in the Dance Closet. Too much will make the floor too 
​ slippery! (If the mop head looks dirty, install a clean mop head) 
⃞Use the mop-head sideways around the sides of the floor to catch the dust-bunnies that gather there. 
⃞Then mop the rest of the floor. 
⃞Vacuum off the mop-head with the small gray “Shop-Vac” vacuum cleaner in the Dance Closet. 
⃞Use the Miele vacuum to vacuum the foyer carpet, and down the stairs if necessary. 
 
Set up payment station: 

​  Unroll the piece of red mat stored in the Dance Closet on the dance floor inside the double doors, to protect 
the floor from people with wet/dirty shoes who insist on paying before changing footwear. 

​  Set up the wood rolling table on the dance floor, with the cash-box, flyers, admission rate sheet, and the 
“clicker” for counting people coming in, plus a hand sanitizer, and a box or two of masks. 

 
Other items 

​ Set out the two “go downstairs to change shoes” signs in the foyer. 
​ Put 4 pairs of “Lark/Robin” posters on the walls—2 pairs on each side.  These are stored under the blue bin 
in the Dance Closet. Pins are stuck in the wall just to the right, as you go into the Dance Closet. 

​ Put a couple of hand-sanitizers on the stage, and 3 in open window sills on each side. 
​  
Ventilation: 
Note:  At least some windows must be opened to allow for lots of air to come in before turning on the exhaust 
fan. This is especially important in the winter when the pellet furnace is running. 
⃞​ Summer/warmer time:  Open all the windows in the Main Hall—lower half. 
⃞​  In colder times:  Open only the top half of 2 windows at the back of the Hall, and open 2 windows in the 

lower level—one on the wall by the driveway in the “alcove” area, and one in the kitchen. 
⃞​  In colder times:  Post the “why is this window open?” signs by each window, to deter people from closing 

them.  Signs for upstairs windows should be stored in the blue bin in the Dance closet.  Downstairs signs 
should be on the shelf in the kitchen to the left of the door, with shoe-cleaning kit, buttons, etc. 

⃞​  Box Fans —the box fans can be put in the windows of the dance hall—blowing in—when the dancers need 
more outside air for cooling.  We have 3 outlets on each side, on the front of the benches, for 3 fans. 

 



Exhaust fan:   
In the alcove on the stage, turn on the exhaust fan to the “High” speed, following these steps: 
⃞​ Push the bottom rocker switch to “Med”. 
⃞​ Push the top rocker switch to “High”. 
⃞​ Push the blue button on the bottom of the left side to start the fan.   Click the button until the green light 

by the time period you want turns on—4 hours, usually. 
⃞​ The fan will open the shutters above the grate automatically. 
⃞​ The fan will turn off at the end of that time period, and the shutters will close automatically. 
⃞​ In colder times—turn the fan on Low during setup, until more people arrive and then turn the fan to High. 
 
Room Air Filter Boxes (RAFBs): 
⃞​  Upstairs:  plug in the 4 “Room Air Filter Boxes” to help clean the air—most important in cooler weather 

when it is more uncomfortable to open windows. 
 
Downstairs set up: 
 
⃞​ Turn on/plug in the 4 RAFBs—turn switches to “I” or “Low” setting. 
⃞​ Open half the windows on each side (if it's warm;  if it's cold, see the “ventilation” description above). 
⃞​ Dance flyers, email newsletter signup clipboard, shoe-cleaning supplies and extra buttons are in a plastic 

box on the wooden shelf in the kitchen—inside the door, above the brooms & dustpans. 
⃞​ Buttons are stored in plastic drawer cabinets on the floor in the kitchen, under the Lost and Found table.  
⃞​ Set out the shoe-cleaning kit on a table next to a chair near the stairs, and tape the sign to the chair-back.   
⃞​ On the large table in front of the bathrooms, set out MCD flyers, the drawers of buttons, felt-tip markers, 

and the button sign. To remove plastic drawers, press the sides inward to disengage the catches. The empty 
cabinets can be placed under the table. 

⃞​ On the same table, put out the clipboard with sign-up form for the MCD email newsletter. Please put out a 
ball-point pen for people to use—usually more legible than a felt-tip pen. 

⃞​ Clean off any buttons with names left in the basket, using hand-sanitizer on a paper towel.. 
⃞​ Also set out flyers for other dance events. 
⃞​ Check toilet paper and paper towels in all the bathrooms (including the one off the upstairs foyer)—more of 

each are located in the blue-door closet in the kitchen.   
 
 
Closing the Dance Hall 
 
Reverse all of the above. 
 
Be sure to turn off the exhaust fan on the stage BEFORE closing the windows. 
 
Collect all trash in the bathrooms and check the kitchen too. Closer is responsible for disposing of the trash. 
 
Be sure the floor mats don’t have any wrinkles or gaps that could be a trip hazard (there is a church group that uses 
the hall on Sunday morning). 
 
Turn off all lights and lock both doors. 
 
 


