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London Guild of Weavers, Spinners and Dyers 

Setting up the audio system for Guild meetings 

1. Get the tripods for the speakers out of the red bag (kept in the hall cupboard) and position appropriately 

for the meeting: if there is a speaker position them at either side of the audience well away from the 

microphone boxes; if the AGM or similar, position them at the front behind or beside the committee 

table. 

2. Get the amplifier unit out of the library cupboard (is kept on the top shelf), unclip and separate the 

speakers from each end of the unit, leaving the central control unit behind. Put one speaker on the top 

of the pole in each tripod. Adjust the height up to the 3rd hole high, and put locking bolt through the 

holes on both side of the pole. The speakers should be as far apart as possible. 

        

3. Get a small table and put it where the person managing the sound system will be sitting and close to a 

mains power socket. Put the control unit on the table. From the small black bag (with blue lining) 

containing 3 leads, select the one with the plug on it. Insert the other end into the input at the back of 

the control unit (next to the on/off switch), connect it to the mains power and switch on. 
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4. From the same bag, take the 2 identical leads with red ends. Put one end into the socket on the front of 

each speaker and the other end into the appropriate left or right socket on the back of the control unit (it 

doesn’t matter which end of the lead goes in which). Cover the lead with chairs and tape to the floor 

with masking tape (kept in library box) wherever there is a risk of tripping. 

 

5. On the control unit, the smaller volume control knobs are for inputs (=microphones) and the 2 larger 

ones at the bottom left and right are to control the volume coming out of the speakers. Once any device 

is plugged into the control unit, sound from it will come out of the speakers so ensure the 2 large 

volume controls are turned down to zero at this stage. Turn up the input volume controls to half (this 

can be increased later). 

 

6. Decide which of the 3 different types of microphones are to be used: (1) the hand-held microphone with 

direct cable attachment, usually used for announcements and introductions but can also be used by the 

speaker; (2) the clip-on-body remote microphone for use by the speaker; (3) the 2 roving remote 

microphones e.g. for audience questions.  

Input (Microphone) 

volumes 

Output (Left and Right 

Speakers) volume 
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7. The hand-held microphone (Transtec): insert the lead into Line 1. Turn on the microphone and adjust 

small control knob until voice is at correct volume. Then turn off the microphone until ready for use. 

Show users how to operate the on/off switch and to hold the microphone as if they were licking an ice-

cream cone. 

 

8. The clip-on-body microphone: use the old (Transtec VHF) microphone system not the new (March 

2014) Pro-Sound ones. Insert a battery into the clip-on part of the microphone, and ensure switched off. 

Plug the Transtec VHF box into Line 2, arrange aerials and adjust for volume using the small volume 

control knob 2. Attach the microphone equipment to the speaker with the microphone itself attached to 

a lapel or neckline (not too far from mouth). Explain that if turning to one side s/he should move the 

entire body not just the head, otherwise the voice will not be picked up so well. Test by switching on the 

microphone. 

 

  

Line 1 

Line 2 

Line 3 
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9. The 2 roving microphones: use the new Prosound UHF System. Insert batteries into the 

microphone(s) and ensure they are switched off. Plug the Pro-Sound box into the mains supply and 

switch on. Connect the box to the control unit by plugging one end of the connecting cable into the back 

of the Pro-Sound box and the other end into the Line 3 input of the control unit. Turn up volume to half 

and turn on microphone. 

    

10. As you say “testing, testing 1, 2, 3” turn up small control knob so that voice is clear and audible. 

11. Do not place microphones near the 2 tripod-mounted speakers as you will get feedback (a screeching 

noise). If this happens turn the small volume control knobs down. 

Packing up 

Remove batteries from microphones. 


