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HIRER HANDBOOK


Name of Organisation / Individual Hirer: ………………………………………………….
Name of Lead Contact:………………………………………………………………………..
Contact Email and Telephone:………………………………………………………………
Activity Description (please include whether children or vulnerable adults will be present):……………………………………………………………………………………………………………………………………………………………………………………………….
Dates and Frequency of Hire:……………………………………………………………….

1. Welcome
Welcome to Gamesley Community Group CIO.
This handbook outlines your responsibilities while using the building and ensures we are all compliant with relevant health and safety and safeguarding legislation. This handbook should be read in conjunction with the official terms and conditions of hire document, which you should also be provided. 

2. Responsibilities and Conduct
☐ I/we understand that we are responsible for the safe and appropriate delivery of our activity.
☐ I/we agree to comply with all relevant legislation, including health & safety and safeguarding requirements.
☐ I/we will ensure the space is used appropriately and left in a clean and safe condition. This includes sweeping floors, wiping tables, washing and putting away items, returning furniture and checking toilets, ensuring taps are turned off.
☐ I/we understand that the centre reserves the right to terminate hire if there are concerns regarding safety, safeguarding, or breach of conditions.

3. Safeguarding
Please tick to confirm:
☐ I/we confirm that we have considered our safeguarding responsibilities in line with guidance from Disclosure and Barring Service and relevant legislation.
☐ Where our activity involves children and/or vulnerable adults, I/we have an appropriate safeguarding policy and procedures in place.
☐ All staff/volunteers working in regulated activity have appropriate DBS checks where required:
Certificate Number: ______________________
Date of Issue: ___________________________   
Level of Check: __________________________

Certificate Number: ______________________
Date of Issue: ___________________________   
Level of Check: __________________________

☐ Children attending sessions will be supervised appropriately, either by their parent/carer or by a nominated staff member/volunteer with appropriate DBS checks. 

4. Health & Safety
☐ I/we confirm that we will carry out our activities in a safe manner and have considered relevant risks, including supervising children and keeping fire exits clear. 
☐ I/we will complete our own risk assessment where appropriate.
☐ I/we will ensure all equipment brought onto site is safe and suitable for use.
☐ I/we will comply with all fire safety procedures and emergency evacuation guidance provided by the centre.
☐ I/we agree to report any safeguarding concerns, accidents, or incidents occurring on the premises to the centre as soon as possible.
5. First Aid
First Aid Kit location: Corridor next to sports hall doors. See posters for onsite First Aiders. Call 999 in emergencies.

6. Fire Procedure
Raise the alarm, by smashing the glass in one of the alarm points around the building.
Evacuate using nearest exit.
Go to assembly point in the side Car park
Do not re-enter until authorised.
Inform a Gamesley Community Group emergency contact. 

7. Insurance
☐ I/we hold valid Public Liability Insurance (minimum recommended £5 million cover).
Insurance Provider: ___________________________
Policy Number: ___________________________
Expiry Date: ___________________________
☐ I/we agree to provide a copy of our insurance certificate on request.

8. Sign In/Out
All users must sign in and out. Hirer responsible for compliance.

9. Equipment Use
Do not use other groups’ equipment.
Do not overload power points.
Return items after use.
Please speak to Centre manager if you want to store any items in the building.

10. Closing
Ensure building empty.
Turn off lights and equipment.
Close windows and lock doors – ensure whole building is secure.
Set the alarm before leaving. 

11. Damage
Report damage immediately.
Charges may apply.

12. Emergency contact details
Lauren Moore – Lauren@the-bureau.org.uk
Helen Thornhill – Helen@the-bureau.org.uk
Ashleigh Jenkins – Ashleigh@the-bureau.org.uk

13. Policies
https://gamesleycommunitygroup.org/policy-documents

14. Declaration
I confirm that the information provided is accurate and that I/we agree to the conditions outlined above, and within the Hiring of Premises Policy / Room Hire Terms and Conditions. Both of these documents are available at https://gamesleycommunitygroup.org/policy-documents.
Name: _________________________________________
Signature: _____________________________________
Date: __________________________________________
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