NEWPORT PAGNELL TOWN COUNCIL
PORTFIELDS COMMUNITY CENTRE BLOCK BOOKING CONDITIONS OF HIRE


1.
The Town Council reserves the right to cancel the hiring if the hirer breaks any of the following conditions.

2.
Please do NOT enter the premises until the hire times paid for as access is required for cleaning and maintenance staff and other hirers.

Hirers are permitted to park in the Portfields Community Centre car park for up to 15 minutes before and after their allotted booking time. Please note that vehicles associated with your hire, including your customers, found parking outside of this grace period could receive a fine of £9 for every 15 minutes spent remaining in the car park. 

3.
If emergency assistance is required during your hire, i.e. burst pipe etc., please contact: 
: 
Councillor Winsor on 01908 612763 or Cllr Sue Garner on 07775 624724.  
4.
Payment:  

· Block Hirer’s must complete the necessary Direct Debit instruction and provide

bank/building society account details so that a direct debit mandate can be set up.
· Hire charges are invoiced one month in advance and are collected from the hirers 
bank/building society account on or around the 28th of that month. 

· All hire payments must be made in full, on the date prescribed on the invoice.  The 


monthly advanced payment is considered to be the start of the 30 day notice period.
· Failure to make full payment on time will be considered a breach of contract & will result 


in the hirer being refused permission to use the hire facilities with immediate effect, until the 

Council is in receipt of the full payment, including any outstanding payments.

5.
Cancellation Policy:   Should the hirer subsequently not make use of the facility for any of the block booking period, they shall still be deemed responsible for the full hiring fee, unless the council is in receipt of an intent to cancel at least one month’s advance notice in writing.
6.
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, to assist in keeping our systems running. If paying by BACS you will need to include bank account information which is held on a secure server and processed through our bank. We have shared signed agreements with these providers and your information will not be shared with any other parties.

7.
Keys will be issued by the Town Council, at 80 High Street, Newport Pagnell. Keys for both the exterior kitchen and rear doors are kept in a key safe on the premises and will be the responsibility of the hirer whilst on site. The hirer will be charged for any loss of keys if they are lost or misplaced during their hire.
8.
External doors should be kept closed at all times except when monitoring entry and exit to premises to prevent unauthorised access. Persons can enter the building to perform acts of terrorism when no monitoring is taking place   
9.
Hirers must leave the premises clean and tidy, and all equipment and furniture cleaned and stored away, or placed as required. Cleaning equipment is provided in the alcove for this purpose. Please note that rubbish and recycling must be taken home as the Town Council is not able to provide this facility for hirers
10.
The hirer shall have the use of the premises during the hours agreed and shall vacate the premises promptly at (or before) the end of the hiring period stated on the booking form.

11.
Fire exits must not be obstructed at any time, or for any reason. There is a strict 'NO SMOKING' policy throughout the Centre. Please note that this includes Vape cigarette substitutes.

Fire doors should be kept closed at all times. There is no fire alarm because the premises allows easy   visibility. If you smell or see a fire, get out. 

12.
The use of smoke machines or any other equipment that may set off the smoke alarm is strictly FORBIDDEN.
13.
The use of bouncy castles is not permitted within the building.
14.
The use of BBQs is strictly FORBIDDEN.

15.
The use of glitter or products containing glitter, confetti and party poppers are strictly forbidden
16. 
The hirer must not stick items to the walls as this damages paintwork.
17.
Hirers must not cause annoyance or nuisance to adjoining occupiers. 
18.
The car parking bays immediately outside at the front of the building are for the use of Community Centre visitors. 
19.
The premises must be made secure at the conclusion of the period of occupation and all lights and electrical appliances switched off.

20.
The hirer will indemnify the Newport Pagnell Town Council against loss, damage, claims or expenses howsoever arising caused or occasioned during the hirers’ use of the premises.

21.
The hirer shall not transfer this booking to any other person or organization, or offer for sale to the public admission tickets for a function that includes music and dancing.

22.
No alterations or additions shall be made to the premises, including electric power supplies or lighting fitments, without the written consent of the Newport Pagnell Town Council, and any such work shall be completed to the Newport Pagnell Town Council's satisfaction and at the Hirer's cost. 
23.
Due to the risk of fire, the use of naked flame is not permitted; this includes but is not limited to candles, joss sticks or any other such item.

24.
Any belongings or equipment left on the premises without prior consent of the Town Council will be treated as abandoned and may be disposed of.

25.
Hirers must not allow more than 80 people on the premises at any time. Maximum number when tables and chairs are used is 60. The Town Council provides chairs and 10 tables (92cm wide x 61cm deep x 70cm high) which are stored on site.
26.
No animals shall be allowed on the premises, other than personal assistance dogs.
27.
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 Town Council.

28.
No alcohol shall be sold or supplied on the premises without prior notification to the Town Council 

and hirers shall ensure compliance with all relevant legislation orders and regulations, in particular those relating to the sale/supply of alcohol and the provision of regulated entertainment.  Milton Keynes Council Licensing team can provide detailed advice. Contact Milton Keynes Council on 01908 252800. 

NO Alcohol can be consumed by any person under the age of 18 years; failure to adhere to the minimum drinking age, is an offence & will result in not being allowed to hire the centre again. 

29.
It shall be the responsibility of the hirer to effect adequate “public liability insurance” to cover risk arising out of the use of the premises by the persons or organisations named on the hire agreement.

It is also the Hirer’s responsibility to supervise children in the outside areas of the premises.
30.
Newport Pagnell Town Council will not be liable for any loss due to any breakdown of machinery, failure of electricity supply or gas, leakage of water, damage by fire, government restrictions or any other unforeseen event which may cause the premises to be temporarily closed or the hiring to be interrupted or cancelled.  
31.
The right of entry to the hired premises is reserved to any member or representative of the Town Council or to any police officer on duty at any time during the hiring.

32.
The Town Council reserves the right to terminate any hiring at their absolute discretion as a consequence of any action, state or condition revealed as a result of a visit made in accordance with section 23 above.

33.
The Town Council reserves the right to refuse any application for the hire of the Centre, if in the opinion of the Town Council the premises are to be used for an unsuitable purpose.

34.
All hirers should read and understand the Emergency Plan (attached).
IMPORTANT

Anyone hiring the hall for parties with a disco, or activities that use music must be aware that due to the close proximity of the adjacent housing, users are asked to be considerate in keeping noise levels to an acceptable standard.
Please note - There is no WiFi currently available at any of our community centres.

Hirers Notes
1.
Keys The keys supplied for the front door, back door and external kitchen doors.

2.
Central Heating The heating controls have been set at 19 degrees. The purpose of this is to keep the centre at an optimum temperature. 
3. 
Lights The light switches to the main hall are all on the switch panel in the Main Hall.

4.
Tables & Chairs Please ensure that all tables and chairs are stacked away safely. No more than nine high for safety.

5.
Decorations Blu-Tac can be used but only on the walls and must be completely removed by the hirer. Please do not use tape as this damages the surfaces.
6.
Kitchen There are two sinks in the kitchen, the smaller sink is for hand washing only. 


 Crockery is kept in the bottom corner cupboards near the sink and the fridge.  


 Dustpan and brush, broom, mop and bucket are kept in the alcove.


 Please wipe kitchen surfaces before and after use.


 CLEANING PRODUCTS, CLOTHS OR TOWELS ARE NOT PROVIDED, please bring your own.  

Rubbish MUST be taken home. Please do not leave rubbish outside of the building or put rubbish in neighbouring bins.   

7. Fire Exit - TO BE OPENED ONLY IN AN EMERGENCY. KEEP FIRE EXITS CLEAR AT ALL TIMES
8.
Disabled persons toilet alarm   The disabled toilet is fitted with an alarm call pull switch, which when pulled will activate an alarm box situated immediately outside the toilet.  For this alarm there is no requirement to evacuate the building, only to give assistance to the person in the toilet. 

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

Thank you 

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:

Portfields Community Centre, 8 Wordsworth Avenue, Newport Pagnell, MK16 8SB

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, outside the Community Centre and wait until it is confirmed by the warden, 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 the main hall. 

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. Particular care must be paid to assisting persons who are at risk or who may have special needs. One Steward should be appointed 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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