Hiring Emmanuel Church and Hall
We are blessed to have a wonderful worship space and hall space with excellent kitchen facilities. Both spaces
are open to external hirers between 9am and 10pm Monday to Saturday.
To enquire about booking a space please contact the church office via email at emmanuel@cnc.church or
phone 01242570075 (the office is open Monday and Wednesday mornings so email gets a quicker response)

Worship Space

£25 per hour (minimum hire 2 hours) Flexible seating for 240 people.
Typical events- conferences, concerts, music rehearsals and some exercise groups. Please
note we do not hire the worship space for parties.
For an additional charge we can offer AV facilities.
Hire of whole church including hall spaces £40 per hour (minimum hire 3 hours)

Hall Space (meeting room and kitchen)

£15 per hour (including kitchen) 25mx25m
Typical events- childrens birthday parties, exercise classes, private tutoring, interest groups
and uniform groups

Guidelines and Further pricing information
Emmanuel Church Council (the PCC) welcomes you to our premises. We want your event to go smoothly and safely, and
to be a success. As a Christian Church Community, we also want to remain good friends with our neighbours and
therefore want nothing to happen on our site which could harm our mission of spreading the Good News of Jesus. The
purpose of these Guidelines is to answer any questions you may have about what we provide and what we expect of
users so that all these aims can be met.
Cost

Space

Per hour

Minimum hire

Meeting Room (including kitchen)
Worship Space only
Meeting Room (including kitchen) &
Worship space

15.00
25.00
40.00

2 hours
3 hours

The current charges include the time required from first access to locking up.
These charges may be varied at the discretion of the Vicar and Churchwardens if they feel there is good reason to do
so in a particular case.
Hirers with recurring bookings are to fulfil their invoice 14 days in advance of the upcoming month of bookings.
Bookings are not confirmed until full payment has been received. Bookings cancelled more than 14 days prior to the
confirmed date of hire are eligible for a full refund. Bookings cancelled within 14 days of the confirmed date of hire are
eligible for a 50% refund. Bookings cancelled within 7 days of the confirmed date of hire are not eligible for a refund.
Please note that all church events have priority booking and in the event that the Meeting Room or Worship Space are
required for church purposes on a date that you have booked, we will endeavour to offer alternative dates and give as
much notice as possible. Alternatively, the hirer will be entitled to a full refund of all monies paid.
Covid19 Notice:
Hirers are responsible for adhering to government Covid rules and should bring their own antibacterial cleaners and
hand sanitisers for use by their group. All people present should be encouraged to check in using the QR code
displayed in the foyer.
When using the facilities:

a. In the meeting room you are welcome to use any of the furniture and kitchen equipment, but please return it clean
and tidy. If you break anything, please inform us promptly and expect to pay for it. All equipment including the
dishwasher have full instructions for use on the wall beside them and manuals in the right-hand drawer. Unless you
have hired the AV system in the worship space please do not touch the equipment.
b. To keep our premises in good condition we rely on users to deal promptly with spills, to vacuum up crumbs and to
tidy up after themselves. You are welcome to use the cleaning equipment which is kept behind the first door of the
Ladies Toilet opposite the kitchen. Please empty the kitchen bin into the wheelie bin and replace the bin liner, if
necessary (bin bags are in the right-hand drawer), please take recycling home with you. Please do not leave anything
in the fridge.
c. For the sake of subsequent users please ensure that the radiator thermostat settings are left on ‘2’. In the Meeting
Room; you are welcome to open a window or a door if you are too hot but please close it as you leave. In the Worship
Space, all windows must remain closed, but you are welcome to open a door as long as it is closed prior to your exit.
d. Before you leave, please check that all taps (including those in the toilets) are turned off and all lights are off. All
windows should be closed and, of course, the building must be made secure before you leave. Please would the
person who signed the booking form make sure this is done?

e. During the period of your hire you may use the lawned area of our gardens but please: do not use the area around
the flower beds; be aware that you are responsible for members of your group using the garden and that our
gardens are open to the use of the public for quiet contemplation; if you have been outside then please ensure the
metal and glass doors are locked before you leave (following instructions on door); keep any noise to a minimum
after 6pm; no smoking.
f. When booking a child’s Birthday party please be aware that you need to bring all your own toys and equipment.
You also need to be aware ...

... that the Church does not have an entertainment licence and is not licensed for the sale of alcohol. We also expect
users to comply with the law – for example on smoking, Child Protection and Food Preparation – and to be mindful of
Health and Safety.
Please be mindful of the following points ...

a. Cars are driven onto the site and parked at the driver's own risk. Please use the car park and do not park on the grass
or by the railings on the down ramp.
b. You are responsible for the safety of everyone who comes on site for or during your event and for any insurance that
may be relevant to your event.
c. It is your responsibility to provide your own First Aid equipment. In the event of an accident, you must record the
details in our Accident Book which is situated in the kitchen drawer labelled ‘Instruction Books’.
d. Please make sure you know where the fire extinguishers and the fire exits are. In case of fire the muster point is on
the grass at the entrance to the car park. Please ensure that no vehicles are parked on the left-hand side of the
entrance to the car park, adjacent to the railings; thus ensuring easy access and parking for emergency vehicles at all
times.
e. If people under 18 years of age are present, we expect you to follow the latest government guidelines on safeguarding
children.
f. The PCC has the right to send representatives to monitor any event.
In particular ...

You are welcome to bring extra items on site to add to your event, including hired items such as bouncy castles and
trampolines. But it must be clear that this is done entirely at your own risk and the church will accept no liability for any
accidents which would not have happened if the items had not been there, however caused. Start with the following
checklist – but don't assume it is comprehensive!
l

Are the items fit for purpose and in good working order?

l

Are you (or the person hiring the item to you) covered by insurance?

l

Is there adequate adult supervision?

l

Are the hire conditions for the equipment being observed?

Safeguarding

The Parochial Church Council of Emmanuel Church Cheltenham and Cheltenham Network Church has a Policy for
Safeguarding Children, Young People and Vulnerable Adults. A copy can be found at
https://cnc.church/about/safeguarding. Your booking agreement is conditional upon you complying with it unless you
already have an equivalent policy of your own. You are required to ensure that children, young people and vulnerable
adults are protected at all times, by taking all reasonable steps to prevent injury, illness, loss ordamage occurring; and
that you carry full liability insurance for this.
Finally, please do not:

a. Put blutac, drawing pins, sellotape (or similar) on the walls - even if you find some there already!
b. Allow excessive noise. Even what some would consider moderate noise late in the evening can be inconsiderate in

this residential area.
c. Allow gambling on the premises beyond small stake bingo or raffles.
d. Break any licensing laws or conditions imposed when a license was granted.
e. Park cars in such a way as might annoy the neighbours.
f. Engage in spiritual practices with non-Christian roots.
g. Bring animals on site for booked events. Working dogs are exempt.
h. Sub-let the Meeting Room to other individuals or groups.
Access to the meeting room

If your event begins after 4pm please arrange access with the Church Office. Otherwise please access the building
through the main glass doors into the lobby and meeting room beyond. You can then open the car park doors for your
guests, but these must be locked as you leave.
We hope you enjoy your event and thank you for following these guidelines.
The Vicar, Churchwardens and PCC,
Emmanuel Church,
Fairfield Parade,
Cheltenham
GL53 7PJ

