GRIMSBURY COMMUNITY ASSOCIATION
COMMUNITY CENTRE POLICY MANUAL
Banbury, Oxfordshire

Version 1.0
Effective date: __________________
Review date: __________________
Approved by: Management Committee / Trustees


Important implementation note
This manual is a practical governance template tailored to Grimsbury Community Association’s stated circumstances: a charity-run community centre in Banbury with one employee, five volunteers, children and adults using the premises, adults at risk, external hirers, a kitchen, main hall, meeting room, CCTV and a stated maximum occupancy of 100.
It should be formally adopted by the trustees/management committee, with named responsible people, local emergency contacts, building-specific risk assessments, fire risk assessment, insurance details and equipment information inserted before implementation. Where a policy conflicts with law, regulator guidance, the premises licence, insurance conditions or a professional risk assessment, those requirements take precedence.


1. Safeguarding Children & Young People
Purpose: To protect children and young people who use, visit or participate in activities at the centre.
Policy statement
The Association is committed to safeguarding children from abuse, neglect, exploitation and avoidable harm. Safeguarding is everyone’s responsibility.
Scope
Applies to trustees, the employee, volunteers, contractors, visitors and external hirers where their activities involve children.
External organisations must have appropriate safeguarding arrangements for their own activities and must cooperate with the Association’s safeguarding procedures.
Safeguarding lead
Safeguarding Lead: __________________  Deputy: __________________  Contact: __________________
Recognising concerns
Concerns may relate to physical, emotional or sexual abuse, neglect, exploitation, bullying, online harm, domestic abuse or other safeguarding risks. A concern must be taken seriously even where the information is incomplete.
Responding
Listen calmly; do not promise secrecy; do not investigate or confront an alleged perpetrator.
Record the concern promptly using the safeguarding concern form, using the person’s own words where possible.
Contact the Safeguarding Lead as soon as practicable. If there is immediate danger or a crime in progress, call 999.
Where required, refer to Oxfordshire safeguarding services and/or police.
Safer working
Avoid unnecessary one-to-one situations. Follow the centre’s lone-working rules.
Do not photograph or contact children using personal devices/accounts for centre purposes.
Use appropriate supervision and clear boundaries.
Training and review
Relevant staff, trustees and volunteers must receive safeguarding information/training appropriate to their role. The policy is reviewed at least annually and after a significant incident or legal/guidance change.


2. Safeguarding Adults at Risk
Purpose: To protect adults who may be unable to protect themselves from abuse, neglect or exploitation.
Principles
The Association promotes dignity, choice, independence, proportionality and protection from abuse.
Types of abuse
Physical, sexual, emotional/psychological, financial/material, neglect and acts of omission, discriminatory, organisational, domestic abuse and self-neglect.
Responding to concerns
Take the concern seriously and listen without leading the person.
Do not investigate yourself or promise confidentiality.
Record facts, actions and dates promptly.
Contact the Safeguarding Lead and, where appropriate, Oxfordshire safeguarding services or police.
Call 999 where there is immediate danger or an emergency.
Confidentiality
Information is shared only where necessary, proportionate and lawful to protect the person or others.
Safeguarding lead
Safeguarding Lead: __________________  Contact: __________________


3. Safeguarding Reporting & Incident Procedure
Purpose: To provide a consistent response to safeguarding concerns.
Immediate risk
If anyone is in immediate danger, call 999 first, then notify the Safeguarding Lead.
Report
Complete the safeguarding concern form as soon as possible.
Record who, what, when, where, witnesses and action taken. Avoid assumptions or diagnosis.
Store records securely and restrict access to authorised people.
Allegations about staff/volunteers
An allegation against an employee or volunteer must be escalated immediately to the appropriate safeguarding authority/route and managed without compromising evidence or the welfare of the person concerned.
External hirers
A hirer must report relevant safeguarding incidents connected with their activity to the Association and make any statutory/professional referrals required of them.


4. Health & Safety
Purpose: To provide a safe premises and safe systems of work for staff, volunteers, hirers and visitors.
Responsibilities
Trustees/management committee provide oversight and adequate resources.
The employee and volunteers follow procedures and report hazards.
Hirers are responsible for safe conduct of their activities and for complying with centre rules.
Risk assessment
Significant activities, rooms, equipment and events must be risk assessed. Assessments are reviewed after incidents, changes, or when circumstances indicate.
General controls
Keep exits and escape routes clear.
Report defects immediately and isolate unsafe equipment.
Use appropriate PPE where required.
Maintain suitable first-aid arrangements.
Record accidents, near misses and dangerous occurrences.
Capacity
The stated maximum occupancy is 100, subject to the premises’ fire risk assessment, layout, licence/certification and any lower limit imposed for a particular activity or room.


5. Fire Safety & Emergency Evacuation
Purpose: To protect occupants from fire and ensure safe evacuation.
Fire safety
The Association will maintain a suitable fire risk assessment and fire precautions for the premises. Fire doors, alarms, emergency lighting, extinguishers and escape routes will be inspected/maintained at appropriate intervals.
Evacuation
Raise the alarm and call 999.
Leave by the nearest safe exit; do not stop for belongings.
Do not use lifts if evacuation procedures prohibit them.
Assist children and people who may need help, using agreed arrangements.
Go to the assembly point: __________________.
Do not re-enter until authorised by the fire service.
Hirers
Hirers must receive relevant fire and evacuation information and must not exceed the permitted occupancy or obstruct exits.
Fire wardens
Named fire wardens: __________________ / __________________


6. Kitchen & Food Safety
Purpose: To ensure food activities at the centre are carried out safely.
Scope
Applies to the kitchen, food preparation, storage, service and cleaning.
Controls
Maintain hygienic preparation areas and equipment.
Prevent cross-contamination and manage allergens.
Store food safely and observe use-by dates and appropriate temperature controls.
Wash hands and use suitable protective practices.
Report pests, contamination, illness or equipment faults immediately.
External groups
Hirers using the kitchen must follow centre rules and any applicable food-safety requirements. Where an activity amounts to a food business or regulated food operation, the organiser is responsible for any required registration and compliance.
Cleaning
A cleaning schedule and records should be maintained for food-contact surfaces, appliances and floors.


7. First Aid, Accident & Incident Reporting
Purpose: To provide an organised response to injury and incidents.
First aid
First-aid supplies must be maintained and accessible. Appointed first aiders: __________________.
Emergency
For serious injury or medical emergency, call 999. Provide first aid within the responder’s competence and follow dispatcher instructions.
Reporting
Accidents, injuries, near misses, violence, property damage and significant hazards must be recorded promptly.
Review
Management should review incidents for patterns and introduce corrective action where needed.


8. Lone Working
Purpose: To reduce risks when a person works alone at the centre.
Controls
Lone working should be avoided where reasonably practicable for higher-risk activities.
Use agreed check-in/check-out arrangements.
Do not undertake work outside your competence or that requires two people when alone.
Do not admit unknown persons where doing so creates an unreasonable risk.
Leave and call police/emergency services if threatened.
Check-in arrangement
Method/contact: __________________  Escalation time: __________________


9. Equality, Diversity & Inclusion
Purpose: To promote equal access and prevent unlawful discrimination.
Commitment
The Association welcomes people regardless of protected characteristics and seeks to provide an inclusive service.
Reasonable adjustments
The Association will consider reasonable adjustments for disabled users, volunteers, employees and hirers.
Behaviour
Discriminatory harassment, bullying or abuse is not accepted.
Access
Premises access, signage, seating, communication and evacuation arrangements should be reviewed for accessibility.


10. Complaints
Purpose: To provide a fair and accessible complaints process.
Making a complaint
Complaints may be made verbally or in writing to __________________.
Procedure
Acknowledge the complaint where contact details are available.
Establish the facts impartially.
Respond within a reasonable stated timescale.
Keep a record of the complaint and outcome.
Provide an escalation route to the trustees/management committee.
Safeguarding
A safeguarding concern is not treated as an ordinary complaint and must be handled under safeguarding procedures.


11. Code of Conduct & Behaviour
Purpose: To maintain a safe, respectful environment.
Expected behaviour
Treat others with dignity and respect.
Follow reasonable instructions from authorised centre staff/volunteers.
Keep noise and behaviour appropriate to the activity.
Respect property and equipment.
Prohibited behaviour
Violence, threats, intimidation, harassment or discrimination.
Illegal activity.
Unauthorised possession or use of dangerous items.
Behaviour creating a serious safeguarding or safety risk.
Response
The Association may require a person to leave where necessary for safety or proper operation. Serious incidents may be reported to police.


12. Staff, Volunteers, Safer Recruitment & DBS
Purpose: To ensure suitable people work with users and that roles are properly managed.
Recruitment
Recruitment should use appropriate application, interview, references and identity checks. Role requirements should determine whether a DBS check is legally available/required; not every community-centre role automatically qualifies.
Induction
All staff and volunteers receive an induction covering safeguarding, health and safety, emergency arrangements, confidentiality and conduct.
Supervision
Volunteers receive appropriate supervision and clear role descriptions.
Conduct
Staff and volunteers must maintain professional boundaries and report concerns.
Records
Recruitment and DBS information must be handled securely and only retained as necessary.


13. Volunteer Policy
Purpose: To support safe, fair and effective volunteering.
Roles
Each volunteer should have a clear role description and named supervisor.
Support
Volunteers receive induction, relevant training and appropriate supervision.
Boundaries
Volunteers must not undertake tasks outside their competence or authority.
Expenses
Approved volunteer expenses will be reimbursed in accordance with the Association’s financial procedures.
Ending a placement
The Association may end a volunteer arrangement where necessary for safety, conduct, operational or safeguarding reasons.


14. Data Protection & Privacy
Purpose: To manage personal information lawfully, fairly and securely.
Principles
The Association will process personal information in accordance with applicable UK data protection law, including the UK GDPR and Data Protection Act 2018.
Collection and use
Collect only information needed for legitimate purposes such as administration, safeguarding, staffing, bookings and communications.
Security
Access is restricted to authorised people. Paper and electronic records must be protected from loss, unauthorised access or disclosure.
Retention
Retention periods should be defined by record type and legal/operational need, then records securely deleted or destroyed.
Individual rights
Requests concerning personal information must be passed to the person responsible for data protection.
Data breaches
Suspected loss, unauthorised access or disclosure must be reported promptly to the responsible person for assessment and action.


15. CCTV Policy
Purpose: To operate CCTV for legitimate security and safety purposes while respecting privacy.
Purpose
CCTV is used for purposes such as safety, security, prevention/detection of crime and protection of people and property.
Lawful basis and transparency
The Association must document its lawful basis and provide clear signage/privacy information. ICO guidance states that CCTV processing of identifiable people is subject to UK GDPR and the Data Protection Act 2018. citeturn0search0turn0search1
Access
Footage is restricted to authorised persons. Disclosure to police or other third parties must be lawful and consistent with the stated purpose. citeturn0search6
Retention
Retention must be based on the purpose and kept no longer than necessary. Set local retention period: ______ days, subject to documented justification.
Requests
Requests for access to footage or other data-protection rights must be handled through the Association’s data-protection process.
Review
The Association should periodically review camera locations, signage, access controls, retention and whether the system remains necessary and proportionate.


16. Photography, Filming & Social Media
Purpose: To protect privacy and safeguarding interests when images are taken.
General rule
Photography/filming must have a clear purpose and should respect privacy and safeguarding requirements.
Children
Do not photograph or publish identifiable images of children for Association purposes without an appropriate consent/authorisation process, unless a documented lawful alternative applies.
Personal devices
Staff and volunteers should not use personal devices to create or publish images of children or adults at risk for Association purposes.
Social media
Do not post confidential information, safeguarding information, personal data or identifiable incident details.


17. Room Hire & External Organisations
Purpose: To ensure outside groups use the premises safely and consistently.
Booking
Every hirer must provide contact details, activity description, date/time, expected attendance and any special requirements.
Terms
Hirers must follow fire, safeguarding, health and safety, equality, kitchen, capacity and building-security requirements.
Hirers must not exceed the permitted occupancy.
Hirers must leave rooms and kitchen clean, secure and in agreed condition.
Hirers must report accidents, damage and safeguarding concerns.
Safeguarding
Groups working with children or adults at risk must have their own appropriate safeguarding arrangements and any legally required checks/training for their personnel.
Insurance
The Association should require evidence of public liability insurance where appropriate and should follow its own insurer’s conditions.
Cancellation/exclusion
The Association may refuse or terminate a booking where an activity presents an unacceptable safety, safeguarding, legal, insurance or reputational risk.


18. Building Security & Keyholding
Purpose: To protect people, premises, cash, equipment and information.
Keys/access
Keys/access codes are issued only to authorised persons and must not be copied or shared without permission.
Opening/closing
Check doors/windows and rooms.
Check that appliances are safely left.
Set alarm/security systems as applicable.
Report faults or suspicious activity.
Lost keys
Lost keys or compromised access credentials must be reported immediately.


19. Emergency & Business Continuity
Purpose: To maintain essential operations during emergencies.
Potential events
Fire, flood, severe weather, power failure, loss of heating/water, serious crime, safeguarding emergency, cyber incident, major equipment failure or building closure.
Priorities
Protect life and safety.
Contact emergency services where required.
Secure the premises.
Notify trustees/management and relevant stakeholders.
Preserve essential records and evidence.
Reopen only when safe and authorised.
Emergency contacts
Emergency services: 999. Utility/building contacts: __________________. Insurance: __________________. Chair/Trustee: __________________.


20. Financial Controls & Cash Handling
Purpose: To protect charitable funds and reduce financial error or fraud.
Controls
Separate approval and payment responsibilities where practicable.
Record income and expenditure promptly.
Bank cash as soon as reasonably practicable.
Keep receipts and supporting records.
Reconcile bank accounts regularly.
Room-hire income
Bookings, invoices, payments, deposits and refunds should be recorded consistently.
Fraud concerns
Suspected theft, fraud or misuse of charitable funds must be reported promptly to trustees and handled under the charity’s governance procedures.


21. Whistleblowing
Purpose: To enable people to raise serious concerns safely.
Concerns
Concerns may include serious wrongdoing, fraud, safeguarding failures, serious health and safety risks, unlawful conduct or concealment of wrongdoing.
Reporting
Raise concerns with the Chair/Trustees or designated person: __________________.
Protection
The Association will not tolerate retaliation against a person who raises a genuine concern in good faith.


22. Anti-Bullying, Harassment, Violence & Aggression
Purpose: To maintain a safe environment for everyone.
Zero tolerance
Bullying, harassment, discrimination, threats and violence are unacceptable.
Response
Prioritise safety and withdraw from danger.
Call police/emergency services where appropriate.
Record incidents.
Consider whether safeguarding procedures also apply.
Support
Affected staff, volunteers and users should be signposted to appropriate support.


23. IT & Acceptable Use
Purpose: To protect systems and information.
Rules
Use strong passwords and do not share them.
Keep devices and software updated.
Do not install unauthorised software.
Do not use Association systems to access or distribute unlawful, abusive or discriminatory material.
Report suspected phishing, malware or data breaches promptly.
Confidentiality
Do not download, copy or share personal or confidential information unless authorised and necessary.


24. Accessibility & Reasonable Adjustments
Purpose: To make the centre accessible and inclusive.
Approach
The Association will consider reasonable adjustments for disabled people using the centre.
Examples
Accessible information and communication.
Appropriate seating or layout.
Support for evacuation where required.
Reasonable changes to booking or participation arrangements.
Review
Accessibility should be considered in building works, room layouts, events and emergency planning.


25. Policy Governance & Review
Purpose: To ensure policies remain current, implemented and reviewed.
Approval
Policies are approved by the trustees/management committee and communicated to relevant staff, volunteers and hirers.
Review cycle
Review at least annually and sooner following a serious incident, significant organisational change, building change or relevant legal/regulatory change.
Document control
Policy owner: Trustees / Management Committee.
Version: 1.0.
Next review: __________________.
Changes must be recorded in a version history.


Appendix A — Safeguarding Concern Form
Date/time: __________________
Person raising concern: __________________
Person affected: __________________
Date/time/location of concern: __________________
What was seen/heard/reported (facts, not assumptions): __________________
Immediate action taken: __________________
Safeguarding Lead notified: Yes / No  Time: __________
Referral made (if applicable): __________________
Signature/date: __________________


Appendix B — Accident / Incident Form
Date/time: __________________
Location: __________________
People involved/witnesses: __________________
Description of incident: __________________
Injury/damage: __________________
First aid/emergency services: __________________
Action taken: __________________
Further risk controls required: __________________
Completed by/date: __________________


Appendix C — Daily Opening / Closing Checklist
☐ Emergency exits clear
☐ Fire doors unobstructed
☐ Alarm/security checked
☐ CCTV/security system checked as applicable
☐ Kitchen safe and clean
☐ Electrical hazards/visible defects checked
☐ Toilets checked
☐ Rooms left safe
☐ Windows/doors secure
☐ Heating/appliances safely left
☐ Defects reported


Appendix D — External Hirer Declaration
☐ I confirm that the information supplied for the booking is accurate.
☐ I will comply with the Association’s room-hire terms and centre rules.
☐ I will not exceed the permitted occupancy.
☐ I will keep escape routes clear and follow evacuation arrangements.
☐ I will report accidents, damage and safeguarding concerns.
☐ Where relevant, I confirm that my organisation has appropriate safeguarding arrangements and insurance.
Hirer/organisation: __________________  Name: __________________  Signature: __________________  Date: __________________


Appendix E — Emergency Contact Sheet
☐ 999 — Police / Fire / Ambulance
Safeguarding Lead: __________________
Deputy Safeguarding Lead: __________________
Chair/Trustee: __________________
Building/keyholder: __________________
Insurance: __________________
Utility/building emergency contact: __________________
Assembly point: __________________


Appendix F — Policy Approval & Review Record
Policy/manual version: 1.0
Approved by: __________________
Approval date: __________________
Next review date: __________________
Review outcome: __________________
Changes required: __________________
Signed: __________________
Grimsbury Community Association — Community Centre Policy Manual — Version 1.0




