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The following terms and conditions of hire apply to all children’s birthday party hire of the venue.  If you have any 
queries, please contact bookings@broughtonandmkv-pc.gov.uk or use the contact form on the BIRTHDAY PARTY 
page on our website.  

Terms & Conditions of Hire  
1) The hirer’s booking of Broughton Pavilion will be secured once they have provided the Parish Council with 

50% of the hire charge and have completed and returned the Under 14’s Children’s birthday party booking 
form. This is non-refundable should the party be cancelled before any other payments have been made. 
Extenuating circumstances will be considered.  

2) The outstanding balance together with the event deposit and key deposit must be paid 1 month before the 
event date. 

3) The hirer will repay Broughton and Milton Keynes Parish Council for the cost of any loss or damage to the 
venue, the venue’s building, or its contents, that occur during the period of the hire, or as a result of the 
hire.  The hirer is required to provide an event deposit of £60 (held against any damage or loss to the venue, 
or to the venue’s building or its contents, or any extra cleaning or caretaking costs required after the hire) and 
a key deposit (held against the loss or non-return of the key).  These deposits will be returned, less any 
deductions, to the hirer by the Parish Council within 10 working days following the hire.  Should any damage 
or loss exceed the deposit amount, the hirer will repay the Parish Council the additional sum within 28 days of 
the hire. 

4) Entry/exit will be via a timed access system. You will have access to the building 15 minutes before the start of 
the booking and for 15 minutes after the end of the party booking. You must ensure that set up and pack 
away and cleaning time has been allowed in the booking.  You will be issued with a key to open the front door 
and a code for access, which will also deactivate the intruder alarm. The same code will be used in the 
building to open internal doors. At the end of your party, use the key to lock the front door and code to 
activate intruder alarm. PLEASE make a note of your code and the emergency contact number at the top of 
this form.  Key and fob to be returned to the office at Broughton Pavilion after the event. Should you misplace 
the key you will lose the deposit you have lodged. The hirer must keep to the hire times set out in their 
booking form.  Failure to do so will result in the alarm being activated which will incur the hirer in additional 
costs to cover call outs. 

5) If the hirer wishes to cancel their hire agreement before the date of hire, the following conditions apply:  

• A cancellation 1 month before the date of hire – the 50% holding charge is non-refundable but all other 
payments refunded in full. 

• Up to 2 weeks before the date of hire 50% refund of all payments made.  

• Less than 2 weeks before hire no refund.  
6) The subletting of the venue by the hirer is not allowed. 
7) Hire of the venue can include: use of the building’s foyer to meet and greet attendees of your event, use of 

the kitchen to serve pre-prepared food (no raw food preparation allowed), oven or microwave to re-heat 
food, preparation of refreshments, furniture and equipment belonging to the Parish Council, the field and 
enclosed recreation area and parking area.   

8) In the event that the venue is unfit for the use for which it has been hired, or if the venue is not made 
available to the hirer because it is required for statutory use or due to any other contingency, the Parish 
Council shall not be liable to the hirer for any resulting loss or damage. 

9) The principal hirer must be over 21 years of age. 
10) Selling or drinking alcohol inside the venue is not allowed.   
11) For the period of the hire, the hirer will be fully responsible for the venue building and its contents, their care 

and safety from any loss or damage, and for the behaviour of all people using the building.  The venue must 
not be left unattended during the hire period. 

12) It is the hirer’s responsibility that no more people attending than is stipulated on the booking form is allowed 
within the building.  
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13) The venue’s fire emergency plan is included with these terms and conditions of occasional hire.  The hirer 
must familiarise themselves with the venue’s fire safety instructions, which includes the location of the 
building’s emergency exits.  The hirer must make sure that the venue’s emergency exits are kept clear during 
the period of hire.  

14) Smoking is not allowed in the Centre and is discouraged immediately outside the building.  Naked flames are 
not allowed, except for small candles on celebration cakes. 

15) A first aid box is located in the venue’s kitchen. The first aid box is for the use of the hirer.  Any accidents that 
happen at the venue must be recorded in the accident book, which is kept with the first aid box. 

16) At the end of the hire period, the hirer will be responsible for leaving the premises in a clean and tidy 
condition which include sweeping the rooms used using the equipment provided (located in the storage 
rooms in the hall), wiping down all table tops and kitchen surfaces.  If the oven or microwave is used, they 
must be cleaned of any food residue. Tables must be folded and stacked tidily in the furniture store cupboard 
in the hall.  Toilets must be flushed after use.  All rubbish must be bagged and taken away by the hirer.  Failure 
to do this will result in cleaning costs being taken from the hirer’s damage deposit. 

17) The Community Centre does not have a television licence and therefore television broadcasts or other live 
transmissions are not permitted inside the Community Centre. 

18) Every effort is made to ensure that the terms and conditions of hire displayed on this website are accurate 
and up to date. However, before you confirm your booking, you should always review the terms and 
conditions supplied to you with your hire agreement. 

19) STRICTLY FORBIDDEN 

• The use of a naked flame, this includes but is not limited to candles, joss sticks or any other such item. 

• The use of smoke machines or any other equipment that may set off the smoke alarm. 

• The use of bouncy castles or inflatables inside the premises 

• BBQ’s on any part of the premises inside or outside 

• The use of glitter or products containing glitter, confetti, and party poppers 

• Animals of any kind, other than personal assistance dogs 

• No advertising, publicity or other material may be displayed or affixed to the walls inside or outside the 
building (except on the designated notice boards), without the approval of the Parish Council. 

• Alcohol for under 18’s.  
20) Data Protection policy: In order for us to process your booking, we need to hold certain details about you 

which are shared with our computer, accounts and auditor service providers. Paying by BACS will mean there 
is a need to include bank account information which is held on a secure server and processed through our 
bank. We have signed agreements with these providers and your information will not be shared with any 
other parties. 

21) There is no public liability insurance cover offered from the Parish Council other than what is sufficient to 
cover most private parties. The Community Centre’s building contents insurance does not include cover for 
the hirer’s own equipment.  Any insurance cover required for the hirer’s own equipment should be arranged 
directly by the hirer at their own expense.  
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Hirers Notes  
 

 
PLEASE ENSURE ALL DOORS AND WINDOWS ARE FIRMLY SECURED & ALL LIGHTS 
ARE SWITCHED OFF BEFORE YOU LEAVE 
 

 
ACCESS 
 
Via code at entry. 
1 x key for front door 
Code for opening 
corridor door 
 
 
 

LIGHTS 
 
The lights in the hall must be switched off 
after use. 

TABLES AND CHAIRS 
 

Please ensure that all 
tables and chairs are 

stacked away safely on 
their stands (large hall) or 

tabletop to table top 
(small hall). No more than 

8 on a stand for safety.   

DECORATIONS: 
 

NO Blu-Tac, nails, or 
staples to fasten 

decorations to the 
surfaces. Sellotape can 

be used to stick 
decorations to surfaces 

but only on the walls and must be 
completely removed by the hirer. 

 

RUBBISH 
 

MUST be taken home.  
 

Please do not leave rubbish 
outside of the building.  

 

KITCHEN 
 

 Raw food must not be 
prepared in the kitchen. You 

are welcome to use the 
stove for the heating and 
distribution of prepared 

food.   Paper plates and cups must be used 
by the hirer as crockery is not provided. 

 

Fire Exit - TO BE OPENED 
ONLY IN AN 

EMERGENCY. KEEP FIRE 
EXITS CLEAR AT ALL 

TIMES 

Disabled persons toilet alarm    
 

The disabled toilets are filled with an alarm 
pull which when used will activate an 
alarm box directly outside the toilet. 

This is activated when help is needed.  
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ALL HIRERS MUST READ AND ACQUAINT THEMSELVES WITH THE FIRE EMERGENCY PLAN 
  

FIRE EMERGENCY PLAN 
 
1. In the event of a Fire  
 In the event of an emergency such as fire call the fire and rescue service on 999 & tell them your 

location:  139 Tanfield Lane, Broughton, Milton Keynes MK10 9NJ. 

2. Evacuation of the premises and key escape routes 
 Leave the building by the front door, or your nearest available emergency exit and proceed to 

the Fire assembly point, which is in the car park at the far side and wait until it is confirmed by the 
steward, that all people have been accounted for.  Hirers should note there are two emergency 
exits from the building, the front entrance, and a fire exit in both halls.  

3. Stewards’ duties 
For all events it is recommended that a minimum of two Stewards are appointed to assist during 
an evacuation of the centre:  one Steward to take responsibility to marshal and assist people to 
evacuate the building and one to take responsibility to check that after a fire evacuation the 
building has been emptied, with particular attention to checking the toilets & kitchen.  If the 
stewards assess there is time, they should put on the hi-viz jackets located in the kitchen, but the 
emphasis must be on the safe and speedy evacuation of the building. 

4. Evacuation of people at risk 
 People especially at risk are young, elderly, and disabled people using the Community Centre and 

they may need to be helped from the premises. 

5. Fighting fire 
 If the fire is small enough and you are confident in the use of a fire extinguisher, select & operate 

the fire extinguisher to put out the fire. 

Note: It is extremely important that the correct type of fire extinguisher is selected for the specific type of fire. (Only 
fight a fire if you consider you are 100% sure you have the skill to do so, if in doubt, leave it to the experts) 
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