To Lock Door from Inside

Push up handle fully away from hinges and turn the key
in the same direction.
Door is now locked. Take out key.

To Open Door from Inside

Put key in door, turn key towards hinges, pull handle
down and the door opens

To Lock Door from Outside

Push up handle fully away from hinges and turn the key
in the same direction the door is now locked. Take key
out.

To Open Door from Outside

Put key in door, turn key towards hinges and pull handle
down.
Turn key half a turn towards hinges and the door opens.

NB. Always remove key from door. If the door is stiff, slightly pull door
towards you and turn key, Twice a year, spray WD40 into all locks and on to any metal
contact surfaces around your door, as this will help to keep them operating smoothly. To
prevent drafts always keep your door in the locked position.



