USE OF ST MICHAEL & ALL ANGELS CHURCH SUMMERTOWN

Notes and Information                                                                                         
Please read these notes carefully, as they are important to your safety and comfort and to the good order and security of the building. 
We welcome use of this church by members of the community for any legitimate purpose.  
At the same time, please respect that this is a consecrated place of worship.

BOOKINGS

Please make sure that your booking is confirmed by the Bookings Secretary.

Phone 01865 311762; email summertownchurchhall@tiscali.co.uk
Please make sure you book all the time you need, including setting up and clearing away.

Heating will be pre-set for you; levels can be adjusted using the control panel in the Sacristy. Please ask if you need this done; it is worth checking on this beforehand when you make the booking, as the Sacristy will not automatically be accessible to you.

There is a hearing reinforcement and loop system with microphones and speakers, which is controlled from the Sacristy. Please ask in advance if you think you will need to use it. Given the acoustic of the building, it is usually advisable to use it for speaking/reading/acting.

There is a telephone (01865 552738) for emergency use, as well as First Aid materials, in the choir vestry, to which access, as to the toilets (to which you go through the choir vestry), must be available when the church is in use. There is an emergency exit beyond the toilet.
If you need to move the piano, it must not be run over the gratings or wooden floor without being first moved onto a rug - there are several around the church and vestry. Once on the rug it can be moved along on the rug to the desired position. The piano must be kept covered when not in use, and must not have food or drink placed on top of it.

If you need to move any of the church furniture, please make a note of its position and replace it after your event. Please take special care with the lectern, which has a delicate microphone attached. Some users have found it useful to photograph the position of the furniture before moving it, though this does not guarantee its accurate repositioning! If you have several people helping you, please ensure that they act under your instructions and that they do not rush in without first taking advice.

In addition to the 120 wooden chairs, there are 49 brown stacking chairs in two different styles which can be used. The wooden chairs can be detached, or linked by one or both of the metal linking pins; each one is attached and detached best to and from the left hand side of the standing chair as it faces you. The lighter brown stacking chairs should be restacked after use on the south side of the church, behind the screen at the back, the darker brown chairs in the north transept. Please do not stack them in front of the radiators or hangings.  If more chairs are needed, you may be able to arrange with us to bring some over from the church hall; please ask about this if you think you will need them. There are also about 15 small children’s chairs and three low children’s tables in the north transept and choir vestry.

There are three small folding tables in the church. There are also 10 large round folding tables behind the screens at the back of the church; there may be an extra charge for using these.
There should be at least 1 metre clearance in all passages between blocks of chairs. The fire exits must be kept clear; the exit in the north transept, near the organ-loft stairs must be unlocked when the church is in use. If there is a large number of people, the west doors at the back of the church must also be unlocked; you will need to ask about this when you collect keys. 
Please familiarise yourself with the position of the fire extinguishers.

If you have young children in the church, you should if possible use the child safety-gate to shut off the organ loft stairs. Please make sure children are sufficiently supervised around the building; those in charge are responsible for their safety. 
Please make sure that you comply with all Child Protection legislation and good practice.

There is at present only one toilet, which is beyond the choir vestry, near the second emergency exit. 
It does have nappy-changing facilities.

The main entrance doors are on the south side of the church. Usually only one of the two doors will be open; if the second door is opened for wheelchairs, pushchairs, etc., please make sure that all three bolts are closed when the door is shut again.

The light switches are inside the inner porch by the south doors, on the right. The panel opens downwards, and on the inside is a key to the lights controlled by each switch. (The two chancel switches are labelled back to front – i.e. north = south and vice versa.) Please switch on only those lights you will need, while ensuring safe passage around the building. There are also two switches just inside the choir vestry on the right, and there is one switch in the passage beneath the organ loft, by the sacristy door, which should be switched on when people are using the passage, and one outside the toilet which should also be on when the church is in use. (Turn these off first when leaving!)
Electric cables and other trip hazards should be taped down or covered in some way. 

There are double electric sockets to the front and back of the north transept, on the pillar to the right of the chancel steps, and at the back of the south transept in the corner with the wooden inner porch. (There is another behind the screens and tables at the back of the church on the south side.)  
All electric sockets have child safety covers when not in use; please replace these after you have finished using a socket.

Trip switches for the fuses in the main part of the church are in the cupboard above the light switches in the porch.  Fuses for the offices, etc. are in the cupboard under the stairs in the sacristy and up in the organ loft.

There are kettles, a sink, and a fridge in the choir vestry. Switches for the over-sink light and the hot water heater (very hot water!) for the kitchen and toilet are to the right of the sinks by the kettle sockets. 
We also have some wine glasses and tumblers you may use.  

There are both green and blue recycling boxes in the choir vestry too – please make sure you use them (green for glass bottles, newspaper, white paper; blue for plastic bottles, drink cans, coloured and other paper).

We do not have a licence to sell alcohol.    
We are a Fair Trade church, and would appreciate it if you would be able to respect this where possible in your catering.

When you leave at the end of your booking, please ensure that all exits are shut and locked (including the one by the toilet).  

Please do not bolt the door by the toilet, nor the left-hand door of the north door (by the organ loft stairs)

Please do bolt both the west doors, top and bottom, should you open them, and the right hand side (3 bolts) of the main (south-west) door.
Please also ensure that internal doors to the sacristy and choir vestry are locked.

Please turn out ALL lights inside the building; the ones outside are on timers or light sensors.

Juliet Field, Bookings Secretary   
summertownchurchhall@tiscali.co.uk  01865 311672    
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