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3rd PARTY HIRE OF COUNCIL BUILDINGS PROCEDURE NOTE

The purpose of this note is to summarise the insurance arrangements for hiring out Cheshire East council buildings.
1
Introduction

Council establishments may decide to hire out rooms or facilities to third parties i.e. any organisation, group or individual that is external to the Council. This guidance note attempts to clarify the insurance and risk management arrangements for the different types of hirer.

Different venues offer different types of hire e.g. some halls allow children’s parties or 21st parties with restrictions. 

Good risk management will help avoid any incidents and - if anything does go wrong - it will help us defend insurance claims. As we are largely self insured, the majority of all claim costs will fall to the Council to pay rather than an insurance company, so it is important that we reduce the amount of risk to a reasonable level.

2
Explaining the risks & insurance

The risks can be divided into two types:

2.1 People

People can be at risk by the actual activity the hirer is doing e.g. the instruction of a yoga class, the supervision of a sports activity or the management of a group meeting.

Whilst it would be the hirer’s responsibility to perform a risk assessment and where necessary, arrange appropriate insurance for the activity, as a responsible organisation and to reduce risk to our staff and property we would need to ensure an appropriate risk assessment has been undertaken.

People can also be at risk from the building, which is our responsibility. We manage this by completing our own risk assessment to determine the inspections etc required to ensure the building is safe. We need to keep records of both the assessment and the actions taken as this would be used as evidence to show that we acted reasonably in the event of a claim against the Council’s Public or Employers Liability Insurance.

2.2 Property

The Council’s property may also be at risk from the hirers e.g. a fire could be caused through negligence or faulty electrical equipment. Whilst the Council has its own property insurance, claiming on this is costly and if it is the fault of somebody else, we would want to claim against their Public Liability insurance.

3 
What insurance does the hirer need?

To cover the risk to Council property, the ideal solution from a financial view, would be to ask all hirers to have Public Liability insurance up to the cost of the building. This would cover the worst case scenario.

However, given the variety of people using our buildings, and to encourage community use, this is not practicable. A compromise solution has been reached on both the level of, and who is required to purchase Public Liability insurance.

For this purpose, we have divided hirers into the following categories:

3.1 Formal Groups

Definition – A clearly identified group for which it would be reasonable to expect to have made their own insurance arrangements. This would include commercial organisations where a charge is made for the activity e.g. private nurseries, private instruction such as yoga or keep fit classes, groups with a formal constitution or affiliated to larger organisations such as PTA’s, political parties, scouts, WI etc.

Insurance Arrangements – The group would be required to have public liability insurance with a minimum indemnity level of £5M

Whilst this will not cover the potential rebuild costs of some larger venues, the Council will take on the additional risk to the property. It is important that the group undertake a reasonable risk assessment for the activity.

3.2 Informal Groups – non catering

Definition – A loose knit or ad hoc group who have no formal constitution or structure. This would include mother & toddler groups, groups arranging a community event, reading groups, or other such groups that are encouraged to use the building to promote and sustain the community.

Insurance Arrangements – This group would not be expected to have their own insurance and therefore the council will bear the risk to property.

It is important that the group undertake a reasonable risk assessment for the activity themselves.  Please note we would not be covering the participants for the activity itself purely the risk that they might damage Council property.

3.3 Informal Groups – with catering 

Definition – As above, but where the group are providing catering facilities either by themselves or via a catering company. This would include children’s parties or other events where catering is provided by someone other than the council.

Insurance Arrangements – This group is required to provide Public Liability insurance to cover risk of personal injury such as food poisoning, burns, scalds, etc. Minimum cover should be £5M. 

It is important that the group undertake a reasonable risk assessment for the activity and that the service checks this has been completed. The food preparation facilities should be part of the assessment.

3.4 Individuals

Definition – A person coming in to hire such things as sports facilities e.g. a gym or playing badminton. This would not include an individual wanting to hire a venue for a private function – this would be classed as an informal group.

Insurance Arrangements – This group would not be expected to have their own insurance and therefore the council will bear the risk to property.

They would not be expected to produce a formal risk assessment.

3.5 Market Traders

Most market traders are members of the National Market Traders Federation that provides Public Liability and Products cover of £5M and Employers Liability cover of £10M

For those traders who are not members, they need to either provide their own Public Liability insurance with minimum cover of £5M.
Employers Liability cover, where required, should meet the minimum legal requirements.

4 
Risk Management considerations before letting the premises

To cover the risks associated with using the building, for which the council is responsible, a documented risk assessment must be carried out. All actions and inspections must be documented and retained.

The sort of things to be considered are:

· Check that fire exits, escape routes and stairs are clearly marked, unblocked and not shut off from hirers.
· At least one of the hirers should know the establishment’s emergency procedures, including the fire drill and location of exits.
· Make sure the hirer is aware of any rules such as no smoking, maximum numbers, etc

· Let the hirer know that only equipment that has been electrically tested can be used on the premises.

· If there is no member of staff present at the event, ensure the hirers have access to a telephone. If for security reasons, you do not want to give access to an office, you could ask the hirer to bring a mobile phone.
· Secure parts of the building other than the area of hire particularly where there are items of value.

· Ensure a member of staff secures the building immediately following the end of the hire.
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