St. Michael’s Church, The Sanctuary

Church Street, Ewell Village, Surrey KT17 2AS

Website: www.stmichaelsthesanctuary.net Tel:020 8393 4881 (messages only)

St Michael’s Church, the Sanctuary

4A Church Street  Ewell Village

Surrey KT17 2AS     www.stmichaelsthesanctuary.net

BOOKINGS

If you would like to be considered for a booking, please send a letter of application detailing the  workshop/course/. Also include brief details of your background and the qualifications you have for leading the proposed workshop /class.

Please include your contact details. The Trustees – who meet every 6 weeks - will discuss the application, decide on its suitability and then you will be notified of their decision. If your application is successful, please phone the Booking Secretary on 0786 757 5500 or email - denisetrustee@yahoo.co.uk - to arrange the dates required.
INSURANCE:  All Therapists/Practitioners/Activity Leaders must have full and adequate insurance to cover the work they are undertaking whilst at St Michael’s Church

DATES AND TIMES: All dates and times need to be agreed at least one month in advance. The time of the event is important as another booking may be scheduled for the same day.

 All workshops to finish by 4.30pm on Sundays.  Premises to be vacated by 10pm (evening events)

ADVERTISING: This is the responsibility of the facilitator and not St Michael’s, for both private and group events. However, we will be happy to place a small appropriate poster and flyers on the premises, if printed copies are supplied by the facilitator.
CHARGES FOR HIRE

Sanctuary Main Hall - £13 per hour.  Hire of this room for a full day, plus use of the upstairs kitchen area is £85. A non-refundable deposit of £30 is payable at the time of booking for a full day and £15 non-refundable deposit for half a day. 

If the deposit is not received within 2 weeks of booking, then the booking will be cancelled.
 Please provide your own refreshments.

The Upstairs Meeting Room.  Charges are £7 per hour, or £45 for a day - this includes use of the kitchen, but not the healing room. A non-refundable deposit of £15 is payable at the time of booking. Please provide your own refreshments.

If the deposit is not received within 2 weeks of booking, then the booking will be cancelled.
The Upstairs Healing Room.  Charges are £6 per hour. Last minute bookings may also be available on application to Booking Secretary.

Therapists need to provide a copy of their qualification and insurance certificates to be kept on file at St Michael’s. 

NB    A 48 hour cancellation policy applies to all bookings otherwise full charges will be made.

Please make cheques payable to ‘St Michael’s Church Trust’ and send them to the  above address for the attention of the ‘Booking Secretary’. 

Concessions may be available upon written application to the trustees clarifying the reasons for the

request.

Weddings, Blessings, Memorials and all Private Events, please apply for prices to Booking Secretary on 0786 757 5500 or email denisetrustee@yahoo.co.uk

CONDITIONS OF USE

St Michael’s Church the Sanctuary is a special, sacred place and as such we need to maintain it’s sacred atmosphere to an appropriately high standard. We therefore ask that your activities within the church are appropriate to such a sacred space
Please read the ‘Fire safety’ instructions to your participants before starting your session. The main fire exit is the front door.

There is a First Aid Box in the downstairs cloakroom next to the kettle.

PLEASE ENSURE ALL MOBILES ARE SWITCHED OFF OR ON ‘SILENT MODE’

SANCTUARY- MAIN HALL  

-We ask you to please remove shoes whenever possible before entering the main Sanctuary.

· Coats and large bags should be left in the cloakroom or Lady Chapel.

 -No food or drinks allowed in the main Sanctuary hall - except water.

 If the glasses are used please ensure they are properly washed and dried before leaving the church.

-Only tea lights in glass containers may be used - but never on the floor.

 Any spillages of wax need to be cleaned professionally by the facilitator. 

 -Please do not leave tea lights burning if the Sanctuary is empty – full responsibility for this is with the facilitator.
-All exchange of monies for items for sale, such as books crystals etc, is to take place in the reception area, not in the Sanctuary. 

-Furniture, if moved, needs to be returned to where it was originally found. Chairs to be stacked 3 high against right hand wall (when entering) 

-The central altar is a permanent feature and may not be moved.

-Any damage needs to be reported to a member of the trustees immediately. Trustee phone numbers are listed in the entrance hall.

KITCHEN – UPSTAIRS

-If the kitchen is used, please see that it is left clean and tidy, with bins emptied and the fridge clear of food.  -Instructions for recycling are on the kitchen door. Please use the recycling bins provided outside the main entrance.

ON LEAVING,
Please ensure you have left the premises clean and tidy - there are cleaning tools in the cupboard under the stairs and washing up tools in the kitchen upstairs and in the downstairs washroom.   

Please empty bins – if used
All lighting and hot water switches need to be turned off and the windows and front door securely closed and locked.

Workshop/course Leaders  

At the end of your day we ask please that you close down the energies in the Sanctuary and return them to normal
CONSIDERATION OF OTHERS

The premises around St Michael’s are residential and therefore we ask that noise be kept to a minimum and the church and grounds vacated quietly by 10pm at the latest - thank you.

The premises and grounds of St Michael’s are strictly a no smoking, no alcohol area.

PARKING

No parking is allowed on the front path, or in front of the gates as this is an 

Emergency exit.  
-One parking place is allotted to the facilitator (this is to the right, behind the garage). 

 -However, if necessary, one car parking space is allotted just inside the front gate for a disabled driver only.

There are several car parks close by (see website map for details). 

Car parking is the responsibility of facilitators and organisers.

NB   The Trustees exercise the right to participate in any workshop, lecture/course held at St Michael’s, in order to safeguard the energies and ensure that the procedures held are in accordance with St Michael’s spiritual ethics and codes.

The Sanctuary Disclaimer, (page 5) must be signed by all applicants and returned to the Trustees.

Terms and Conditions for Functions and Private Events
If you need to leave an urgent or important message please phone  0786 7575 500

1. Once your application has been approved, the dates need to be booked. At this point the total cost will be confirmed and needs to be paid in full. No booking is secure until the full sum has been paid.

2. Should you cancel an event more than one calendar month before the event, any monies paid to the Sanctuary will be returned

3. Should you cancel an event less then one calendar month before the event, 50% of any monies paid to the Sanctuary will be returned.

4. Should the Trustees cancel an event due to unforeseen circumstances, you are entitled to a full refund of any monies paid to the Sanctuary.

5. Should you wish to move the booking to an alternative date, we will endeavour to accommodate this.

Please apply for prices on 0786 7575 500 or email denisetrustee@yahoo.co.uk

Disclaimer of Responsibility

To Whom It May Concern

I, ……………………………………………….. agree to absolve St Michael’s Church of all responsibility for any injurious or inappropriate treatment, counsel or instruction traceable to guidance given by myself or others under my direction, when at the premises of St Michael’s Church the Sanctuary

I affirm that my use of St Michael’s Church premises is solely in keeping with its sacred and peaceful atmosphere and I accept full responsibility for the day’s events and the safety of its participants.

I confirm that I have full and adequate insurance to cover the work I will be doing at St Michael’s Church the Sanctuary.

Signed:………………………………………………………..Date: …………………

Countersigned:………………………………………………Date: …………………

(on behalf of The Trustees of St. Michael’s Church, The Sanctuary)

I----------------------------------------- agree to all the booking conditions and will ensure that they are implemented during the agreed time of use of any of St Michael’s Church facilities.

Signed------------------------------------------------------------Date----------------------

Please sign the above document and return this page to the Booking Secretary at the above address.
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