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Pre-Hirer Agreement
Hiring Safely
· Before we can hire the centre, we need to ensure that you understand, and agree to implement, the measures detailed below to ensure the safety of everyone using the centre.
· * Please also send us your Insurance Certificate/s attached to an email. For regulated activity we need a copy of your Safeguarding Policy. *

Hirer Information
	Hirer/Organisation Name:
	

	Contact Name:
	

	Position/Role:
	

	Company Address:
	

	Email:
	

	Telephone No:
	

	Today’s date:
	



* Documentation *
	Public Liability insurance attached?
	Employer Liability insurance attached? (if appropriate)
	Safeguarding Policy attached?

	☐	☐	☐


Activity/Event Information
	Name of activity/event:
	

	Type of activity/event – select all that apply:

	Physical activities
	Social & meetings
	Party or celebration
	Play activities
	Craft activities
	Hot drinks served
	Food served

	☐	☐	☐	☐	☐	☐	☐
	Approximate age range of attendees: 

	All ages (mixed)
	0-5
	6-18
	70+

	☐	☐	☐	☐
	Frequency:


	One-off
	Weekly
	Monthly
	Other - detail

	☐	☐	☐	☐
	Start Date
	
	End Date
	



Required safety measures to implement (Risk Assessment)
· Please see below the safety measures that must be implemented for your event/activity to be run safely. 
· By signing this document, you are confirming that you understand these measures and will ensure that they are adhered to for the duration of your event/activity.

	All Activities/Events

	· There will be a maximum capacity of people for the centre noted in the hire agreement. You must not exceed this amount. It is your responsibility to record number of attendees. N/B we undertake ‘spot checks’ to check that hirers are being compliant. Failure to comply will result in immediate closure of the hire.
· You must be familiar with the Fire Emergency plan for the building, the location of the emergency exits and how to raise the alarm in the event of a fire
· For recurring bookings, a practice fire evacuation (without alarm activation) should be completed every 6 months to ensure all are familiar with the process
· You must provide your own first aid box/supplies and first aid cover
· Any accidents or incidents that occur due to a fault with the building must be reported
· You must comply with all current Covid-Secure requirements
· If you are using your own electronic equipment, it must be safe to use. Evidence of a Portable Appliance Test within the last 12 months should be available
· Any spillages must be cleaned up immediately to reduce the risk of slips
· Equipment must be checked prior to use for any damage or faults that pose a risk to safety and discarded or put out of use as required
· The area being used for the activity/event must be visually checked prior to use and if a fault is found that may pose a risk to safety appropriate action must be taken in accordance with 

	Physical Activities

	· Those partaking in activities involving physical activity must be made aware of the activity level and advice provided re: personal fitness levels
· Appropriate warm up and warm down elements should be included to avoid strains and sprains
· Care must be given to avoid trips, slips and collisions by keeping the area free from additional furniture and equipment

	Play

	· Play equipment must be inspected regularly for damage or faults
· Play equipment must be age appropriate and adequately supervised for the age group using

	Crafts

	· Small items can pose a choking risk, attendees must be appropriately supervised based on their age and capability level
· Non-toxic items, such as glue etc. should be used
· Scissors and other sharp items can pose a risk of cuts or puncture wounds and attendees must be appropriately supervised based on age and capability level with suitable equipment used

	Hot drinks served

	· Care must be taken with boiling water, urns and kettles to reduce the risk of scalding
· Equipment should not be used by anyone that does not understand the dangers of boiling water
· Where activities or events have small children in attendance, consumption of hot drinks should be limited to areas where they cannot be accidentally knocked over

	Food served

	· If you wish food to be served on a regular basis, for recurring bookings, you need to register with the Local Authority. Please contact Community Assets via Community.assets@myclarionhousing.com
· Food must be stored at appropriate temperatures (in accordance with food hygiene requirements)
· Anyone involved in making food on-site must hold a relevant food hygiene certification
· Kitchen areas must be kept clean 
· Any spillages must be cleaned up immediately to reduce the risk of slips
· Cooking equipment such as ovens, hobs and microwaves must only be used by competent persons and in accordance with instructions
· Allergen information should be considered and communicated



Confirmation
· I confirm that I understand the safety measures that must be implemented and will ensure that they are in place for the duration of the activity/event
· I will ensure a visual inspection of the area is completed beforehand to check for any faults or defects that may be a safety hazard and take appropriate steps to make the area safe in addition to reporting the issue.

	Signed:
	


	Name:
	
	Date:
	





If you are unable to print, sign and scan to send back to us. Please print your name in the signature box and add a message to the body of your email which states that the email itself is the written signature for this document attached. – e.g. “please accept this email as written signature of the document attached”.
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