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user guide


Welcome to Brickfields
Please take time to read through the following information:
1. Access 
During normal office hours (Mon-Fri 08.30-17.00), by prior arrangement, members of the church staff should be able to let you in and out. 
For bookings that are outside office hours, you will be issued with a set of keys to the building(s) and the car park which have to be signed back in. You will need to liaise with the office a suitable time to collect and return them. 
Access to site: enter through the main gate and lock the padlock back on the chain (to prevent theft).

Access into Brickfields Main Building: by key (105) in the lower lock in the single door in the middle of the building.
2. Car Park

Vehicles and contents are left entirely at owners’ risk. We cannot be held responsible for any loss or damage therein. 

You are responsible to ensure cars are parked in marked spaces only.  This will allow emergency vehicle access if necessary.
Consider using stewards if you are hosting an event that will require more than the given number of spaces. This will allow you to offer your attendees alternative parking solutions. 
3. Disabled Access

At present we have level access to the Annexe, and ground floor only of the Main Building. If your group includes those with limited mobility please make use of the Disabled People’s Evacuation Strategy and Plan. Copies are available in the foyers of both buildings.
4. Fire Safety

Please note that if there are more than 50 people in the building at any one time, the roller shutter door must be open and main foyer doors unlocked. 

Maximum numbers in rooms:

· 30 in the Upstairs Meeting Room
· 12 in the Lounge
· 250 in the Main Hall or 150 if having food
· 30 in each Annexe Room

5. First Aid

First Aid for your group is your responsibility. We do not provide First Aid equipment for your use although there is a basic kit in the downstairs kitchen and Annexe Kitchenette and an automatic defibrillator in the foyer. Please let us know if you use anything so that it can be replaced.
6. Safeguarding Policy

As part of this letting agreement we expect you, where applicable, to have your own safeguarding policy that meets the standards of the City Church safeguarding policy (which in turn follows CCPAS standards). A full copy is available on request.

7. Heating

We will have set up appropriate heating for you in advance for the rooms in use. The heating settings shouldn’t be changed as this may impact other users. 

8. Toilets

In the Main building, ladies’ toilets and baby changing facilities are situated upstairs, men’s and disabled toilets including baby changing facilities, are downstairs. The Annexe has a unisex accessible shower and WC.
9. Chairs and tables 
In the Main Building these can be found in the storeroom - to the right of the “stage” area (Key 101). Please put chairs/tables back and store them tidily.

10. Equipment

Please ensure your own insurance policy covers any equipment you bring to Brickfields.

If a breakage of our equipment occurs while you are in the building, or you become aware of a maintenance issue, please let us know. 

Use of stage and or PA/AV is by prior arrangement only, and under the terms of the ‘Use of AV Equipment’ document.

11. Refreshments

There are two kitchens in the Main Building, a catering kitchen downstairs and a small kitchenette upstairs. There is a kitchenette to the rear of the Annexe
The hall may be used for meals, and the catering kitchen used for cooking, only by prior arrangement. If you are preparing food, or bringing food onsite, we require that the person in charge of catering has Food Hygiene Level 2 Certification and that all food handlers adhere to food hygiene laws. 
Please bring your own refreshments, do your own washing and clearing up, and ensure you don’t leave any of your provisions in the cupboards, fridges or freezer.
12. Rubbish

Please remove rubbish generated by your event.  In the main hall, you will find black rubbish sacks under the sink in the kitchen. In the Annexe, sacks are provided in the cleaning cupboard in the lobby. The recycling and waste wheelie bins are located between the Annexe and the church offices.  If the bin is full (lid down), please take additional rubbish off-site.

13. Other things to note

Please be aware that our planning permission requires the site to be quiet between 11pm and 6am. 

Possession of drugs and other banned substances is prohibited throughout the site; smoking is not allowed; alcohol can be served in small quantities (eg a glass of wine or champagne at a wedding reception) but it cannot be sold; gambling is not allowed.

14. On Departure

Please note that a number of external people use our car park and at times there may be more than one group using the buildings. Please lock the gate as you leave whether or not vehicles remain in the car park.

15. Disclaimer

Whilst we have tried to make reasonable provision for your time using Brickfields, please be aware that you use the buildings at your own risk and responsibility. We cannot accept any liability for any eventuality that arises from your use of our facilities.

Thank you for your co-operation.

Brickfields is owned and managed by City Church Cambridge.  Please contact us on 01223 578304 or office@citychurchcambridge.org.uk if you have any queries.

An emergency contact number will be provided as necessary. 
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