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Melcor Cultural Centre Lock-up Procedure 
Checklist & Acknowledgment 

Spruce Grove Public Library hours of operation: 

Monday 10AM - 6PM 

Tuesday 10AM - 9PM 

Wednesday 10AM - 9PM 

Thursday 10AM - 9PM 

Friday 10AM - 6PM 

Saturday 10AM - 6PM 

Sunday Noon - 6PM 

 
Closed statutory holidays 

 
Art Gallery hours of operation: 

Monday – Saturday 10 a.m. – 5 p.m. 
Closed Sundays and statutory holidays. 
 

1. Please be aware of your surroundings and use caution when walking out alone.  If 
possible, ask another person to wait for you so you are not in the building by 
yourself.  If you are the last in the building to leave, please ensure you let someone 
know you are on your way our and what time you will arrive home and then contact 
that person when you are home. 
 

2. There are four vestibule doors at the front of the Melcor Cultural Centre.  The 
Library will unlock and lock the vestibule doors during their hours of operation. 

 
3. Janitorial Staff is not responsible to lock vestibule doors. 
 
4. Allied Arts Members and Instructors are responsible to ensure all four outside 

vestibule doors are locked and completely closed upon leaving for the night if the 
Library is closed. 

 
5. Allied Arts Members may hold events or classes at the Melcor Cultural Centre 

outside of the Library’s operating hours.  The AAC may let patrons or students into 
the facility, but must ensure the vestibule doors fully close and lock between 
entrances to the building.  The vestibule doors must remain locked at all times, 
except when letting someone in or out.  The vestibule doors must not be propped 
open to bring in supplies or equipment outside of business hours of the Library. 

 
Lock-up Procedure Checklist 

 
1. Instructor/Member is the last to leave.  Make sure no AAC patrons/students/parents 

remain.   
 

2. Make sure storage room door in the gallery is locked. 
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3. Walk out with a student or parent of a student  if you can.  Please be aware of your 

surroundings when leaving the building alone.  If you are the last in the building to 
leave, please ensure you let someone know you are on your way our and what time 
you will arrive home and then contact that person when you are home. 

4. Check all four vestibule doors by pulling on the handles to ensure they are closed 
and locked. 

 
5. Ask another person with you to pull all four door handles to ensure they are properly 

closed and locked. 
 
6. Check all four doors a second time.  Never prop doors open while loading or 

unloading car if Library is closed. 
 
7. If there is a problem locking the doors, City Dispatch 780-962-2611 or Paul Simons 

780-886-0389. 
 

8. Call or text Cindy James at 780-907-5010 or email cynthiajames@shaw.ca to notify 
of problems.   
 

9. If you are ever concerned for your safety while in the building, call 911.  For non-
emergencies, or if you feel you cannot exit because of activities in the parking lot 
(panhandling, fighting), you can call Enforcement Services at 780.962.7585.  Tell 
Enforcement Services you are at the Library.  The number for the RCMP is 
780.962.2222. 

 
Acknowledgment 

 
I have read and understand the importance of ensuring the Melcor Cultural Centre is 

properly secured when the Library is closed for business.  
 
I understand it is not the janitorial staff’s responsibility to lock the Melcor Cultural Centre. 
 
I will follow the Lock-up Procedure when I am the last to leave the building.  
 
I have read and understand the Allied Arts Council Code of Conduct and will adhere to 
the Code of Conduct when representing the AAC. 
 
 
________________________________________ 
Name 
 
 
________________________________________ 
Signature 
 
 
________________________________________ 
Date 


