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Mepal Community Pavilion Hire – Terms and Conditions 

1. General 
• We reserve the right to close any facility without notice if it is unsafe, unfit for use, or required for public 

purposes (e.g., polling). Any casual hire fees already paid will be refunded. 
• The Community Pavilion is wheelchair accessible. 
• Inflatables (e.g., bouncy castles), dry ice, and smoke machines are not permitted in the Pavilion. 
• Hirers must leave the premises clean and tidy and dispose of all rubbish appropriately. A £30 per hour 

cleaning fee will apply if this is not met. Repeated failure to leave the premises in an acceptable condition will 
result in prohibition of use. 

• Kitchen use is included. Changing rooms and showers are available only by prior agreement, usually for 
annual pitch hire through a Memorandum of Understanding. 

• Please be considerate to nearby residents. Windows and external doors must remain closed if loud music is 
played. 

2. Capacity Limits 
• Theatre Style: 40 
• Cabaret Style: 40 
• Classroom Style: 40 
• Standing: 60 

3. Licences 
• The Pavilion holds a PRS licence. 
• If a PPL licence or other licences (e.g., for alcohol sales, plays, or indoor sport) are required, the hirer must 

obtain and pay for them. 

4. Liability and Storage 
• We accept no responsibility for loss or damage to equipment or personal belongings brought onto or stored 

on the premises. 

5. Access and Security 
• Vehicle access is via a locked gate on Witcham Road. The gate must remain locked when the site is 

unmanned. 
• A padlock code will be provided upon booking and must not be shared. 
• Vehicles must be parked sensibly, ensuring clear access for emergency services. Additional parking areas are 

shown in Appendix D. 
• Emergency vehicle access to the field is permitted only as outlined; any misuse resulting in costs will be 

charged to the hirer. 
• Pavilion entry is via a unique access code provided upon booking. This code must not be shared without 

formal permission. 
• Key retrieval and alarm activation/deactivation procedures must be followed exactly as instructed. 
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6. End of Hire Responsibilities 
• Follow the full lock-up procedure, including lowering shutters, securing all doors, re-arming the alarm, 

returning keys to the lockbox, and ensuring the main gate is locked. 
• The premises must be vacated before midnight. 
• Facilities must not be sub-let. 

7. Charges, Payments & Cancellations 
• Charges are detailed in the hire tariff and on the website. 
• Ensure your booking includes time for setup and cleanup. 
• Payment is by bank transfer or cheque. 
• Cancellations are at the discretion of the Parish Council. 
• Deposits may be required for parties, music events, or events needing an alcohol licence. 
• Any damage must be reported with photographic evidence; failure to report damage may result in charges. 

8. Safety 
• Basic public liability insurance covers indoor pavilion hire. 
• If your event includes attendees from outside your organisation, or if you hire the recreation field (including 

activities such as inflatables or food trucks), you must provide proof of your own public liability insurance. 
• The hirer is responsible for the safety and security of personal possessions. 
• Temporary structures may only be left in place if they pose no risk; the Council accepts no responsibility for 

damage. 
• No studded boots, muddy footwear, open fires, barbecues, or heat sources are permitted. 
• Tables and chairs may not be taken outside without prior approval. 
• All users must follow emergency procedures and safety signage. (See Appendix A) 

9. Care of the Premises 
• The hirer must remain on site and ensure the premises stay secure. 
• Set up and return all furniture safely; carry, do not drag items. 
• Clear spillages promptly. 
• Personal electrical equipment must be PAT tested. 
• No ball games, scooters or bikes indoors without prior approval. 
• When cooking, use extractor fans to avoid triggering alarms. 
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Appendix A - Emergency Plan 

This Emergency Plan must be read and understood by all hirers and group leaders. It outlines the 
responsibilities and required actions in the event of a fire or other emergency. 

1. Responsibilities 
Mepal Parish Council is responsible for maintaining this plan and ensuring the premises meet fire safety 
regulations. The Community Pavilion is not staffed and has no designated fire wardens. Therefore, the person 
hiring the premises or leading a group is legally responsible for the safety of all attendees. 

Before each event, the person in charge must: 

• Familiarise themselves with these emergency procedures. 
• Ensure attendance numbers do not exceed the permitted capacity and have a method for monitoring 

numbers. 
• Confirm all escape routes are clear and unobstructed. 
• Consider any training or assistance needed for a safe evacuation. 

At the start of the event, they must inform attendees: 

• That smoking— including electronic cigarettes—is prohibited. 
• Who is responsible for managing any emergency. 
• That an audible alarm will sound in the event of a fire. 
• That, if the alarm sounds, they must evacuate immediately using the nearest exit and not collect 

belongings. 
• The location of exits, escape routes, and the assembly point. 
• That re-entry is not permitted until authorised by the Fire and Rescue Service. 

During the event, the responsible person must ensure that: 

• Escape routes and exits remain clear and doors are not wedged open. 
• The no-smoking and no-fireworks policies are observed. 
• No naked flames are used unless authorised; where permitted, combustibles must be kept away. 
• Rooms do not become overcrowded. 
• Noise levels do not prevent the alarm from being heard. 
• Maximum occupancy limits are followed. 

A Personal Emergency Egress Plan (PEEP) must be prepared for any individual who requires assistance to 
evacuate, in consultation with that individual and Mepal Parish Council. 

2. Emergency Procedures 
IF IN DOUBT – GET OUT. DO NOT ASSUME IT IS A DRILL. 
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Fire action signs throughout the premises show escape routes and the assembly point. 

If smoke or flames are discovered: 

• Raise the alarm by breaking the nearest fire alarm call point. If it fails, shout “FIRE, FIRE.” 
• Call 999 and provide your name, contact number, the premises address (Mepal Community Pavilion, 

Witcham Road, CB6 2AF), and brief details of the incident. 
• Fire extinguishers are provided to aid escape only; you are not expected to fight a fire. 

Evacuation guidance: 

• In a clear voice, instruct people to leave via their entry route where possible, or direct them to the 
nearest safe exit. 

• Close windows and doors if safe to do so. 
• Check key areas (toilets, changing rooms, social room, kitchen, corridors) for anyone needing help, 

especially less-abled people or unaccompanied children. 
• Proceed to the assembly point on the path parallel to Witcham Road. 
• Ensure someone is available to meet the Fire and Rescue Service at the main entrance. 

If you hear the alarm: 

• Evacuate immediately using the nearest exit. 
• Do not stop to collect personal belongings. 
• Go directly to the assembly point. 
• Do not re-enter the building until authorised by the Fire and Rescue Service. 

3. False Alarms 
All alarms must be treated as genuine until confirmed otherwise by the person who activated the alarm or 
someone in authority. 

If a false alarm occurs: 

• Leave the alarm sounding until the premises are fully evacuated. 
• Notify the Fire and Rescue Service (if already called) that the alarm is false. 
• Follow all instructions from the Fire and Rescue Service upon arrival. 
• The alarm panel may only be reset by the Fire and Rescue Service or a representative of Mepal Parish 

Council. 
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Appendix B – Privacy Notice 

Mepal Parish Council is registered with the Information Commissioner’s Office (ICO) as a data controller and 
complies with the Data Protection Act and the General Data Protection Regulation (GDPR). Our Data 
Protection Policy and this Privacy Notice are available on our website or from the Clerk. Both are reviewed 
periodically, and any updates will be communicated. 

What is Personal Data? 
Personal data is any information that identifies a living individual, such as a name, address, video, or email. 
Identification may be direct or combined with other data. This notice explains what data we hold, why we hold 
it, where it came from, and how long we keep it. 

Why We Hold and Process Personal Data 
We only collect information necessary for our functions and process it solely for the purpose it was collected. 
We do not use profiling, make automated decisions, or sell your data. Data is shared only when required by 
law (e.g., HMRC). 

Our lawful bases under GDPR are: 

• Contract – for hirers and suppliers. 
• Legal obligation – for employees, councillors, volunteers (current and former), and job applicants. 
• Public task – for working groups, user groups, and general correspondence required to carry out 

statutory or discretionary council duties. 

Your Rights 
You may contact us if you believe: 

• Your data is not being used for its intended purpose. 
• The information we hold is inaccurate and needs updating. 
• Your data should no longer be retained. Our Records Retention Schedule is available on our website 

or from the Clerk. 
• You would like access to your data through a Subject Access Request, available from the Clerk. 

Contact Details 
• Mepal Parish Clerk: clerk@mepalparish.org 
• Information Commissioner’s Office: casework@ico.org.uk | Phone: 0303 123 1113 
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Appendix C - Mepal Parish Council Inflatables Policy 

The use of bouncy castles or inflatable play equipment inside the Mepal Community Pavilion is prohibited, 
as these activities are excluded from the Council’s insurance coverage and may obstruct fire exits. 

Use of inflatables on the recreation field is permitted only when the hirer provides evidence of their 
own public liability insurance specifically covering inflatable equipment. A copy of the insurance certificate 
must be submitted to the Parish Clerk before the event. 

The National Association of Inflatable Hirers provides guidance on the safe use of inflatable play equipment. 

Requirements for Hire Companies 
Hirers must ensure that the inflatable provider: 

1. Complies with HSE Guidance Note PM76 – The Safe Operation of Inflatable Bouncing Devices. 
2. Uses trained, experienced staff when responsible for setup, operation and supervision. 
3. Holds current public liability insurance with a minimum indemnity of £5 million. This policy typically 

covers the hire company, not the hirer. 

If the hirer will operate the equipment themselves, they must also receive written safety instructions and 
confirm that the manufacturer or supplier’s details are clearly displayed on the equipment. 

Safety Requirements 
The following safety measures must be observed at all times: 

1. Do not use inflatables during high winds or wet weather. 
2. Ensure the inflatable is securely anchored. 
3. Place soft matting at open sides or entrance points. 
4. Provide continuous, responsible adult supervision. 
5. Limit users to the maximum number recommended by the hire company; avoid overcrowding. 
6. Operate a rota separating users by age or size and observe any stated age limits (use is not 

recommended for children over 10). 
7. Ensure children remove footwear and any sharp or hard objects; prohibit eating, acrobatics or similar 

unsafe behaviour. 
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Appendix D – Car Parking and Vehicular Field Access 

A gravel car park with capacity for approximately 30 vehicles is located in front of the Pavilion. As spaces are 
unmarked, hirers are responsible for ensuring that parking is managed safely and efficiently, particularly 
during larger events where overflow parking may be required. 

A concrete bay at the front of the Pavilion may be used for disabled access. As it is not marked, its allocation is 
at the discretion of the hirer. If not reserved for disabled users, it can accommodate up to three vehicles. 
Parking is permitted anywhere in front of the bollards and the building, including the grassed areas adjoining 
the gravel surface up to the hedgerows along Witcham Road. 

All vehicles and personal property are parked at the hirer’s own risk. Mepal Parish Council accepts no 
responsibility for the safety or security of vehicles, drivers, or passengers. Hirers and attendees are expected to 
park considerately and safely. 

For events with a high expected attendance, hirers are advised to appoint a parking attendant to optimise 
vehicle flow and capacity. Attendees living in Mepal should be encouraged to walk to the venue where 
possible, using the Laurel Close entrance to the field. Caution should be exercised when parking on Witcham 
Road, particularly outside the village boundary. Additional parking is available within the village, a short walk 
from the Pavilion. 

Parking on the field is strictly prohibited to prevent surface and subsurface damage, including to the sand-
filled drainage lines and clay soil structure. 

Vehicular access for specific activities or deliveries is limited to the perimeter of the field and must remain at 
least 5 metres from hedge or fence boundaries. Access is also subject to suitable weather conditions to 
prevent ground damage. Access to pitch areas is only permitted when supervised by the Football Club for 
maintenance purposes. 
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