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This guidance can only be a starting point.  You will need to undertake further 
research, and we have suggested additional resources in this guidance. You may 
also need to take specialist advice.  

 

Int roductio n 
 
This guidance aims to highlight the key aspects of managing a community 
building. Managing a community building may feel daunting, but understanding 
the legal requirements, compliance and best practice will help your building to 
operate successfully.   
 
Compliance requirements vary depending on the asset you are managing, the 
number of staff and the activities being delivered. Understanding your asset and 
the legal requirements you need to comply with specifically is key. However, 
there are a number of re quirements which are common to most community 
organisations managing assets.  
 
This guidance covers:  
 

¶ how to understand your building  

¶ the legal requirements which are common to most community 

organisations managing assets  

¶ managing health and safety  

¶ repair, maintenance and refurbishment of a community building  

¶ letting and marketing a community building.  

 

 
 
 
 
¢Ƙƛƴƪ ŀōƻǳǘ Ƙƻǿ ȅƻǳ Ŏŀƴ ǳǎŜ ȅƻǳǊ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ ǊŜǎƻǳǊŎŜǎ ǘƻ ōŜǎǘ ƳŀƴŀƎŜ ȅƻǳǊ 
building. Some buildings are run entirely by volunteers; others employ 
management staff. Larger organisations may employ specific facilities 
management staff. These factors will impact the plans you need to put in place 
to manage your building successfully.  

Understanding  your building and how it 
behaves  
 
Every building and asset is different. The size, space and configuration dictates 
what is possible in your building, the people that will use it and help bring it to life. 
Knowing your space will help you determine what is needed in its development, 
maintenance and management.  
 
Many organisations already have long histories with a particular asset, but this is 
not always the case. In either instance, the key to managing a space successfully 
is to know the building in detail. Before you even begin to plan renovations, it is 
critic al to be informed and collect as much data as possible.  

http://www.locality.org.uk/
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By establishing a strong baseline of information about how the building is used, 
its physical and natural characteristics, energy performance, key regulations and 
consents, you will be in a strong position to plan how to use the building. This will 
also help you understand your impact.  

People are at the heart of community spaces  
For community assets, the people who know and love the space are a valuable 
source of information. Key stakeholders need to be brought along on your 
journey and will be a great resource to help you drive the project forward.  
 
If you ask them, people will let you know how they feel about and engage with 
ǘƘŜ ǎǇŀŎŜΦ [ƻƻƪ ŀǘ ŎǳǊǊŜƴǘ ǇŀǘǘŜǊƴǎ ƻŦ ƻŎŎǳǇŀƴŎȅΣ ǳǎŜǊǎΩ ǘȅǇƛŎŀƭ ōŜƘŀǾƛƻǳǊǎ ŀƴŘ 
priorities to decide how to arrange, manage and resource the space in ways 
that meet your communit ȅΩǎ ƴŜŜŘǎΦ CƻǊ ŜȄŀƳǇƭŜΣ ȅƻǳ Ƴŀȅ ōŜ ŀōƭŜ ǘƻ ƛƴǘǊƻŘǳŎŜ 
ΨŦƭŜȄƛōƭŜΩ ŀǊŜŀǎ ƛƴ ȅƻǳǊ ōǳƛƭŘƛƴƎ ǘƻ ƳŀȄƛƳƛǎŜ ǳǎŜ ŀƴŘ ŜƴƎŀƎŜƳŜƴǘ ŦƻǊ ŘƛŦŦŜǊŜƴǘ 
purposes.  
 
You can use this insight to have a conversation about plans for the future. This 
intelligence will also be key to understanding the opportunities for enterprise that 
will help inform your business planning. Having a clear line on what you can and 
ŎŀƴΩǘ ƛƴŎlude at an early stage can be invaluable.  
 
It is also useful to be clear about what information you can share and what is 
commercially sensitive, at different stages of development, to avoid creating an 
ΨƛƴŦƻǊƳŀǘƛƻƴ ǾŀŎǳǳƳΩΣ ŀƴŘ ǘƻ ƪŜŜǇ ƭƻŎŀƭ ǊŜǎƛŘŜƴǘǎ ƛƴŦƻǊƳŜŘΦ 

Resource   
¶ Engaging your community in a meaningful way  

Construction  
Knowing the age of a building and whether it is comprised of traditional or 
modern building materials is particularly important in understanding how to look 
after it. Historic buildings are often made with stone and traditional lime mortar, 
which is permea ble to water ingress. The long -term health of these buildings can 
be impacted by how you ventilate and insulate them. Newer buildings are often 
built with impermeable materials to prevent water ingress, with cavity walls as a 
method of insulation.  
 
Traditional building materials include stone, wood, clay bricks, lime and gypsum. 
Glass, concrete and cement, steel and plastic are typical modern materials. Each 
has distinct properties and responds to the movement of moisture, heat and air 
differently. U nderstanding if they are present in your building will inform your 
maintenance plan and any proposed adaptations.  
 

http://www.locality.org.uk/
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Historic England has a wide range of information about traditional building 
materials and technical guidance on looking after and retrofitting historic 
buildings. 

Resource  
¶ Historic England - technical advice   

¢ƘŜ ōǳƛƭŘƛƴƎΩǎ ǎȅǎǘŜƳǎ 
Having a good understanding of what technology, appliances, and energy 
systems your building uses, and how these systems work, is key to keeping your 
building working well. Keep an inventory of all your appliances, their manuals, 
relevant safety informatio n, and PAT testing schedule. Organise appropriate 
training for staff, volunteers and other users on using systems and appliances in 
your building, as well as carrying out risk assessments. Make sure you know how 
to use and maintain the heating and cooling system and  monitor its performance.  
 
Ensure more than one person knows how to use critical systems, as well as any 
ΨŦǊƻƴǘ-ŦŀŎƛƴƎΩ ǘŜŎƘƴƻƭƻƎƛŜǎ όŦƻǊ ŜȄŀƳǇƭŜ ǇǊƻƧŜŎǘƛƻƴ ǎȅǎǘŜƳǎ ƛƴ ƳŜŜǘƛƴƎ ǊƻƻƳǎύ 
that customers and visitors engage with, to ensure smooth operations.  

Location, location, location  
The elevation, slopes and contours of a site affect the structural design, 
placement, access and drainage of a building.  
 
The orientation of a building is also significant. In the UK, the south -facing side of 
a structure receives the most sun exposure, which affects how the building heats 
and cools. How the building is designed to respond to the weather, for instance, 
whether  it harnesses the heat in cooler months and avoids overheating in hotter 
months, will inform how you manage energy in the building. Equally, the 
prevailing wind in the UK is from the southwest, so the degree to which a building 
is sheltered or exposed can have an impact.  
 
Trees, plants or other nearby structures might provide shelter to the building. 
They might also affect how moisture behaves or present potential risks to the 
structure. Flooding can prove catastrophic to buildings, particularly as weather 
patterns become m ore extreme and unpredictable. It is important to understand 
if there is a history of flooding in the area, what measures are in place locally, 
and if further investigation is needed.  

Regulations and consents  
Building regulations set a standard to ensure buildings are safe, healthy, 
accessible and energy efficient. The Building Regulations 2010 cover the 
construction and extension of buildings. You might also need building regulations 
approval for many alterati on projects, including if you plan to:  
 

¶ replace fuse boxes and connected electrics  

¶ install a bathroom or toilet that will involve plumbing  

http://www.locality.org.uk/
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¶ change electrics near a bath or shower  

¶ put in a fixed air -conditioning system  

¶ replace windows and doors  

¶ replace roof coverings on pitched and flat roofs  

¶ install or replace a heating system  

¶ add extra radiators to a heating system  

¶ install or alter drainage systems  

 
{ǇŜŀƪƛƴƎ ǘƻ ŀ ΨōǳƛƭŘƛƴƎ ŎƻƴǘǊƻƭ ōƻŘȅΩΣ ǎǳŎƘ ŀǎ ȅƻǳǊ ƭƻŎŀƭ ŎƻǳƴŎƛƭΣ ƻǊ ǳǎƛƴƎ 
Planning tƻǊǘŀƭΩǎ .ǳƛƭŘƛƴƎ /ƻƴǘǊƻƭ tƻǊǘŀƭΣ ǿƛƭƭ ƘŜƭǇ ȅƻǳ ǳƴŘŜǊǎǘŀƴŘ ǿƘŜǘƘŜǊ ȅƻǳ 
will need approval for planned works.  
  
Planning permission might also be required if you want to build something new, 
make a major change to your asset, or change the use of the building. To find 
out if your project will need planning permission, contact your local planning 
authority (LPA) thro ugh your local council. If your project needs planning 
permission and you do the work without getting it first, you can be served an 
ΨŜƴŦƻǊŎŜƳŜƴǘ ƴƻǘƛŎŜΩ ƻǊŘŜǊƛƴƎ ȅƻǳ ǘƻ ǳƴŘƻ ǘƘŜ ŎƘŀƴƎŜǎ ȅƻǳ ƘŀǾŜ ƳŀŘŜΦ 
 
¦ƴŘŜǊǎǘŀƴŘƛƴƎ ƛŦ ǘƘŜ ōǳƛƭŘƛƴƎ ƛǎ ΨƭƛǎǘŜŘΩ ƛΦŜΦ Ƙŀǎ ōŜŜƴ ƧǳŘƎŜŘ ǘƻ ōŜ ƻŦ ƴŀǘƛƻƴŀƭ 
importance architecturally or historically, is an important factor. According to 
tƭŀƴƴƛƴƎ tƻǊǘŀƭ όнлнрύΣ ƭƛǎǘŜŘ ōǳƛƭŘƛƴƎ ŎƻƴǎŜƴǘ ƛǎ άŀ ǘȅǇŜ ƻŦ ǇƭŀƴƴƛƴƎ ŎƻƴǘǊƻƭ ǿƘƛŎƘ 
protects buildings of special architectural or historical interest. These controls are 
in addition to any planning regulations which would normally apply. It is a 
criminal offence to carry out work which needs listed building consent without 
obtaining it beforehand Φέ 
 
For information about the eligibility and grades of listed buildings, the process for 
applying for listed building consent, ecclesiastical exemption and the planning 
system more broadly, please see resources on the Planning Portal, G OV.UK, and 
Historic England.  

Resources  
¶ gov.uk/building -regulations -approval   

¶ gov.uk/planning -permission-england -wales 

¶ planningportal.co.uk  

¶ historicengland.org.uk/listing/what -is-designation   

¶ historicengland.org.uk/listing/the -list 

Surveys and methods of gathering data  

DIY energy audit ς walk through  
! 5L¸ ŀǳŘƛǘΣ ǎǳŎƘ ŀǎ ǘƘŜ /ŜƴǘǊŜ ŦƻǊ {ǳǎǘŀƛƴŀōƭŜ 9ƴŜǊƎȅΩǎ ŜƴŜǊƎȅ ǎǳǊǾŜȅ ŦƻǊ 
community buildings, is a framework for understanding your building and 

http://www.locality.org.uk/
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gathering information about its energy usage. For more information, please see 
our separate  Greening your asset and beyond  resource.  

Resource s 
¶ Greening your asset and beyond  

¶ cse.org.uk/resource/energy -survey-for -community -buildings 

Building condition survey  
A building condition survey should be used to understand the current building 
needs, plus any problems and opportunities to remedy them. A condition survey 
concerns the whole building, and headings might include: the roof, external walls, 
windows, drainage , floors, and building services. The Royal Institute for 
Chartered Surveyors (RICS) ha s guidance about the key building survey 
standards that professionals work to. This can be found on their website. Historic 
England also has a detailed list of the princi ples and competencies that a 
surveyor should follow. This is a useful document regardless of the age of your 
asset.   

Resources  
¶ rics.org/profession -standards/rics -standards -and -guidance/sector -

standards/building -surveying-standards  

¶ historicengland.org.uk/content/docs/advice/joint -position -statement-

investigation -moisture-traditional -buildings  

Maintenance survey/cycle report  
A maintenance survey/cycle report will provide you with an outline of the 
ongoing maintenance that is required to keep your building in good health. It will 
draw on items identified in the condition survey and will often have a 10 -year 
cycle, with items id entified as urgent or short -term, medium-term or long -term. 
Having cost estimations for this maintenance cycle will be critical for feeding into 
your financial planning and forecasting. RICS have a professional standard for 
Planned Preventative Maintenance  (PPM) τSection 6 of their guidance provides 
a structure for a PPM schedule, as well as details of what should be included.  

Resources  
¶ rics.org/content/dam/ricsglobal/documents/standards/PPM_June_2022  

Structural survey  
A structural survey is used to understand the structural elements of a building. It 
will consider the roof, load -bearing walls and columns, and the foundations. 
These surveys will often only be undertaken if a problem has been identified or if 
you are  planning to undertake structural alterations. They are highly technical 
assessments and should only be undertaken by qualified structural engineers with 
membership of either the ISE (Institution of Structural Engineers) or ICE 
(Institution of Civil Engine ers). 

http://www.locality.org.uk/
https://mycommunity.org.uk/greening-your-asset-and-beyond
https://mycommunity.org.uk/greening-your-asset-and-beyond
https://www.cse.org.uk/resource/energy-survey-for-community-buildings/
https://www.rics.org/profession-standards/rics-standards-and-guidance/sector-standards/building-surveying-standards
https://www.rics.org/profession-standards/rics-standards-and-guidance/sector-standards/building-surveying-standards
https://historicengland.org.uk/content/docs/advice/joint-position-statement-investigation-moisture-traditional-buildings/
https://historicengland.org.uk/content/docs/advice/joint-position-statement-investigation-moisture-traditional-buildings/
https://www.rics.org/content/dam/ricsglobal/documents/standards/PPM_June_2022.pdf


                                                                                                                        
locality.org.uk  

9 

Asbestos survey  
There is a legal duty to undertake an asbestos survey and keep an asbestos 
register and management plan for buildings used by the public. The Health and 
Safety Executive (HSE) has detailed information about each of these 
components.  
 
There are two types of asbestos survey:  

¶ ! ƳŀƴŀƎŜƳŜƴǘ ǎǳǊǾŜȅ ŜƴŀōƭŜǎ ǘƘŜ ŀǎōŜǎǘƻǎ ΨŘǳǘȅ ƘƻƭŘŜǊΩ ǘƻ ǇǊƻŘǳŎŜ ŀƴ 
asbestos register and management plan.  

¶ A refurbishment or demolition survey will ensure asbestos -containing 
material is removed before works can commence, that nobody will be 
harmed by the works, and that it will be undertaken by an appropriate 
contractor.  

 
Identifying whether you are an asbestos duty holder is critical to understanding 
your responsibilities. Depending on the ownership and tenancy arrangement, the 
duty holder might be the owner, the tenant or the person in control of the 
premises, or each of you might share the responsibilities.  

Resources  
¶ hse.gov.uk/asbestos/duty   

Other surveys  
Your condition survey might identify areas that require further investigation due 
to the specifics of the building. Community First Yorkshire have developed a 
useful guide to surveys  for village and community halls, which provides details on 
a range of specialist types of survey, including:  
 
¶ damp surveys  

¶ timber surveys  
¶ drain surveys  

¶ measured surveys  
¶ ground condition and soil contamination surveys  

¶ building services surveys.  

Resources  
¶ communityfirstyorkshire.org.uk  ς ACRE Guide to Surveys 

Surveys for planning applications  
Sometimes, a Local Planning Authority will ask for surveys to be submitted 
alongside a planning application. Each planning authority will have a list of 
ƴŀǘƛƻƴŀƭ ŀƴŘ ƭƻŎŀƭ ΨǾŀƭƛŘŀǘƛƻƴ ǊŜǉǳƛǊŜƳŜƴǘǎΩΣ ǿƘƛŎƘ ǎǇŜŎƛŦȅ ǘƘŜ ƭŜǾŜƭ ŀƴŘ ǘȅǇŜǎ ƻŦ 
information required  as part of a planning application. The surveys will relate to 
the specifics of your project and your local environmental context.  

http://www.locality.org.uk/
https://www.hse.gov.uk/asbestos/duty/index.htm
https://www.communityfirstyorkshire.org.uk/wp-content/uploads/2025/02/ACRE_Guide-to-Surveys_Feb-2025_1.pdf
https://www.communityfirstyorkshire.org.uk/wp-content/uploads/2025/02/ACRE_Guide-to-Surveys_Feb-2025_1.pdf
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Energy surveys  
¦ƴŘŜǊǎǘŀƴŘƛƴƎ ȅƻǳǊ ōǳƛƭŘƛƴƎΩǎ ŜȄƛǎǘƛƴƎ ŜƴŜǊƎȅ ǳǎŜ ƛǎ ƪŜȅ ǘƻ ǳƴŘŜǊǎǘŀƴŘƛƴƎ ƛǘǎ 
running costs, as well as calculating its carbon emissions. Energy surveys or 
audits will calculate all of these and make recommendations for how to reduce 
energy use. Thermal pe rformance is calculated alongside ventilation, asset use 
and occupancy. More details on these can be found in our  Greening your asset  
resource.  
 

¶ Energy Performance Certificate (EPC) ς EPCs predict the energy use of a 
building using the UK National Calculation Methodology , which is a 
standardised modelling tool. A building is given a rating from A to G, with 
A being the most energy efficient and is valid for 10 years if no significant 
alterations are made to the building. All buildings, domestic and non -
domestic, are requi red to have an EPC at the point of sale or lease, if they 
have been newly constructed or if they have undergone a significant 
renovation.  
 

¶ Display Energy Certificate (DEC) ς public buildings over 250 square meters 
Ƴǳǎǘ ƘŀǾŜ ŀ 59/Σ ǎƘƻǿƛƴƎ ŀ ōǳƛƭŘƛƴƎΩǎ ƻǇŜǊŀǘƛƻƴŀƭ ŜƴŜǊƎȅ ǊŀǘƛƴƎ ōŀǎŜŘ ƻƴ 
actual energy consumption over the past 12 months (with ratings from the 
previous two years for comparison).  ! ǇǳōƭƛŎ ōǳƛƭŘƛƴƎ ƛǎ ŘŜŦƛƴŜŘ ŀǎ Ψŀǘ 
least partially occupied by a public authority and frequently visited by the 
ǇǳōƭƛŎΩΦ tǊƛǾŀǘŜ ƻǊƎŀƴƛǎŀǘƛƻƴǎ Řƻ ƴƻǘ ƘŀǾŜ ǘƻ ƘŀǾŜ ƻƴŜ ōǳǘ Ŏŀƴ ŎƘƻƻǎŜ ǘƻΦ 
DECs show a much more accurate picture than EPCs as they include 
energy use not included in the EPC modelling, such as the use of small 
appliances and energy for cooking, which are heavily determined by 
occupant use and harder to predict. As such, DECs often report a higher 
energy use than EPCs predict. DECs for buildings ΨǿƛǘƘ ŀ ǳǎŜŦǳƭ ŦƭƻƻǊ ŀǊŜŀ 
ƳƻǊŜ ǘƘŀƴ мΣллл ǎǉǳŀǊŜ ƳŜǘŜǊǎΩ ŀǊŜ ƻƴƭȅ ǾŀƭƛŘ ŦƻǊ ƻƴŜ ȅŜŀǊΤ 59/ǎ ŀǊŜ ǾŀƭƛŘ 
for 10 years for buildings of 250 -1,000 square meters (UK Government, 
2025). 
 

Both types of certificates are publicly available on the energy certificate register .  

Resources  
¶ Operational Energy Use: The Difference Between EPCs and DECs - Net 

Zero Carbon Guide  

¶ assets.publishing.service.gov.uk ς Energy Performance  of  Buildings 

Certificates  - glossary  

Making informed choices ς getting a survey that 
works for you  
As can be seen, there are a range of survey and audit types available for 
community buildings. These range in levels of technical detail and methods. 
Understanding what each survey does and what you need to know will help you 
make the right choice of provi der when commissioning work. Think about:  
 

http://www.locality.org.uk/
https://mycommunity.org.uk/greening-your-asset-and-beyond
https://www.uk-ncm.org.uk/
https://www.gov.uk/find-energy-certificate
https://www.netzerocarbonguide.co.uk/guide/operation-and-in-use/operating-your-buildings/the-difference-between-epcs-and-decs-or-operational-energy-use
https://www.netzerocarbonguide.co.uk/guide/operation-and-in-use/operating-your-buildings/the-difference-between-epcs-and-decs-or-operational-energy-use
https://assets.publishing.service.gov.uk/media/60acff14d3bf7f7380ffb662/Energy_Performance_of_Buildings_Certificates_-_glossary.pdf
https://assets.publishing.service.gov.uk/media/60acff14d3bf7f7380ffb662/Energy_Performance_of_Buildings_Certificates_-_glossary.pdf
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¶ Your objective and scope : what is your vision for the asset long -term?  
¶ Depth of information : understanding the level of detail that you will need 

for your plans for the building. Be as clear as possible about what types of 
data will help you (this may be developed further in conversation with a 
surveyor).  

¶ Experience and credentials : working with a professional who has relevant 
experience will help you and stakeholders feel confident in the process. 
!ǎƪ ŀōƻǳǘ ŀ ǇǊƻǾƛŘŜǊΩǎ ŜȄǇŜǊƛŜƴŎŜ ƛƴ ǿƻǊƪƛƴƎ ǿƛǘƘ ōǳƛƭŘƛƴƎǎ ǎƛƳƛƭŀǊ ǘƻ 
yours or working with community organisations. It will make a big  
difference if the professional you are working with already understands 
the challenges and priorities you are facing.  

¶ Communication and working agreements : if you want plain -language 
information to communicate the findings to your stakeholders, be clear 
about that. If you want to understand the detailed steps, methods and 
timeline, be clear about that expectation from the start.  

 
The scale and scope of surveys and audits will vary tremendously, so agree the 
methods and outputs with your professional, including the specific data sets that 
you expect in the report. The nuances will vary according to the type of survey, 
but a good rep ort will include the following:  
 

¶ A summary of observations and assessment of significance (an 
identification of potential costs is also useful)  

¶ Detailed information about the methods of investigation and assessment, 
as well as the scope and limitations of the report, including key items that 
fall outside of the survey  

¶ A clear outline of identified risks, with an explanation of their extent, 
severity and urgency to resolve. Photographs and/or drawings alongside 
the descriptions can be very helpful.  

¶ Recommendations for repair or intervention with an outline of cost and 
resource implications. An assessment of the advantages and 
disadvantages of a particular intervention supports decision -making. 
Where multiple interventions are  recommended, information about how 
the interventions will interact, whether they should be staged and how they 
should be prioritised, demonstrates the surveyor has taken a holistic 
approach.  

¶ Any conflicts of interest.  
 
Many groups will draw on volunteer or pro bono professional support τin fact, 
ǘƘƛǎ ǎǳǇǇƻǊǘ Ƴŀȅ ōŜ ŎŜƴǘǊŀƭ ǘƻ ǘƘŜ ǎǳŎŎŜǎǎ ƻŦ ȅƻǳǊ ōǳƛƭŘƛƴƎΩǎ ƧƻǳǊƴŜȅΦ IƻǿŜǾŜǊΣ 
ǘƘŜǊŜ Ŏŀƴ ōŜ ŀ ǘƛƳŜ Ŏƻǎǘ ǘƻ ΨŦǊŜŜΩ ǎǳǇǇƻǊǘΣ ǿƘŜǊŜŀǎ ǇŀƛŘ-for work tends to be 
delivered when agreed . Having honest conversations at the outset about their 
capacity, the timeline and review points supports the process and protects these 
vital relationships. If you plan to use pro -bono support to redevelop or extend 
the building, be aware that funders may  also have their own procurement 
requirements. Early -stage pro -bono support may be offered in the expectation 
of getting future paid work if the project progresses. Make it clear from the 
outset that future paid work will be dependent on an open procuremen t process.  

http://www.locality.org.uk/
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The links in this section and the Compliance section relate to England.  Health 
and Safety and First Aid are the same in all four nations of the UK.  There are 
some differences in Fire Safety regulations between England and Wales, 
Scotland and Northern Ire land. The broad principles remain the same, but 
projects in Scotland, Wales and Northern Ireland should check the details for 
their country.   

 

 
If you are considering, or have recently taken, a community asset transfer from a 
local authority, some survey information, including asbestos reports, is likely to 
have been shared with you as part of the process. However, the amount of 
information will v ary, so check carefully if it meets your needs.  

Resources  
Further information is available on the Assets Hub on My Community.  
For heritage buildings, Historic England has  a list of conservation accreditation 
schemes to help you find relevant specialists.  

Safety and maintenance  
 
 
 
 
 
 
 
 
 
Resources are included after each section where appropriate.  Further resources 
are included in Appendix  A. 

Health and Safety  
Health and Safety is a fundamental responsibility in the management of any 
community asset. As these assets are open to a wide range of people, including 
children, older people, and disabled people, ensuring the safety of all asset users 
is vital. Community assets oft en host diverse activities, which can increase the 
likelihood of potential risks if health and safety is not managed.  
 
As well as making sure your organisation and asset are compliant, having a 
focus on Health and Safety helps to ensure the building is well -managed and 
welcoming for your community. It reduces the risk of accidents or injuries, 
providing protection for your  organisation and helping to ensure the long -term 
sustainability of the building. Good Health and Safety management also shows 
that your organisation is responsible and accountable τan important 
consideration for funders and other community partners.  
 
Organisations managing assets will need to have : 
¶ a Health and Safety policy including instructions for fire and first aid  

¶ risk assessments  
 
Health and Safety legislation applies to your organisation if you employ staff or 
have control of a building. In terms of a community building, you Ψmust take 
reasonable measures to ensure the building, access to it and any equipment or 

http://www.locality.org.uk/
https://mycommunity.org.uk/community-assets-and-ownership
https://historicengland.org.uk/education/training-skills/heritageskills-cpd/conservation-accreditation-for-professionals/
https://historicengland.org.uk/education/training-skills/heritageskills-cpd/conservation-accreditation-for-professionals/
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substances provided are safe for people using it, so far as is άreasonably 
practicable έ. This means balancing the level of risk against the measures needed 
to control the real risk in terms of money, time or trouble Ω. (Health & Safety 
Executive (HSE) Village and Community Halls: legal responsibilities ) 

Developing a Health and Safety policy  
Your Health and Safety Policy should cover:  
 

¶ general statement of policy on Health and Safety  
¶ how Health and Safety is managed and organised  

¶ arrangements and procedures  

¶ safety rules.  
 
You must have a written Health and Safety policy if you employ more than five 
people. However, it is good practice to have a written policy whatever the size 
of your organisation. For small organisations, it can be a useful policy to share 
with staff and v olunteers, making it clear what needs to be done, when it needs 
to be done and who is responsible.  

Communication and training   
In addition to the legal requirements of Health and Safety, you should consider 
how your policies and practices are communicated to your staff, volunteers and 
building users. This could include clear signage throughout the asset and sharing 
Health and Safe ty information as part of the booking process. Bear in mind that 
signage and written communication may not be effective methods for giving 
information to all of your users  τ for example, young children.  
 
Development of your Health and Safety policy should also consider the training 
needs of the board/management committee, staff and volunteers.  

Resources  
¶ hse.gov.uk/simple-health-safety/policy  

¶ Health and safety for community groups | Resource Centre  

¶ Health and safety basics for your business  

Risk assessment 
You should carry out a risk assessment for your building. The HSE publishes 
guidance on Managing Risk and Risk Assessment at Work. Whilst this is mainly 
aimed at organisations which employ staff, it is a straightforward overview  that 
can be used more generally .  
 
A risk assessment will: 
 
¶ help to keep users, staff and volunteers safe  

¶ identify issues with the building that need to be addressed  
¶ identify your first aid requirements  

¶ identify requirements in relation to fire safety  

http://www.locality.org.uk/
https://www.hse.gov.uk/simple-health-safety/policy/index.htm
https://www.resourcecentre.org.uk/information/health-and-safety/
https://www.hse.gov.uk/simple-health-safety/index.htm


                                                                                                                        
locality.org.uk  

14 

There is no way to avoid all the risks in running a building. Where a risk is 
unavoidable, it is important to consider ways to reduce the potential harm. The 
risk assessment will form part of your organisation's overall risk register.  

 

¶ help your organisation to comply with Health and Safety legislation  
¶ help your organisation to avoid the consequences of accidents on the 

premises, including claims from users or staff and the need to make 
insurance claims. 

 
A risk assessment involves inspecting the whole of the premises regularly to 
check for hazards. This includes boiler rooms, store cupboards, etc. Risk 
assessments would usually be carried out by the Health and Safety lead, but it is 
useful to involve other  staff and volunteers who may have different perspectives 
and in -depth knowledge of how the building is used in practice.  
 
The HSE publishes a Health and Safety Checklist for Village and Community 
Halls. This Checklist covers: 
 

¶ identifying the hazards  
¶ identifying who might be harmed and how  

¶ evaluating the likelihood and severity of the risks  

¶ deciding on measures to avoid or control the risks.  
 
Consider the likelihood and severity of risks, so that you can focus your efforts 
on risks which are most likely and those which could have the most severe 
potential consequences. Some organisations use a scoring system to rate the 
likelihood and severity of risks to help with prioritisation.  
 
Keep a record of each risk assessment. This is compulsory if you have five or 
more employees. but it is recommended for all organisations. A written record is 
useful in enabling board/management committee members, staff and volunteers 
to understand Health and Safety issues in the building and to prove that you 
have taken measures to identify hazards and manage risks.  
 
 
 
 
 
 
A risk assessment should also look at how your organisation operates. It can be 
difficult to ensure that staff and volunteers comply with safety procedures, but it 
is important to identify and eliminate practices which present serious risks, for 
example, p ropping open fire doors, allowing rubbish to accumulate in corridors, 
and leaving flammable materials near heat sources.  
 
It is important to have someone who leads on Health and Safety. If you employ 
staff whose role includes managing the building, this would usually be their 
responsibility. If your organisation is mainly operated by volunteers, appoint 
someone from the board /management committee to lead on Health and Safety.  
 

http://www.locality.org.uk/
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The HSE Checklist provides a good summary of physical issues to consider but 
think specifically about your building and how it is used ς there may be other 
potential hazards that you need to add.  Some issues to think about are:  
 

¶ users of the building and whether risks may be more significant for them. 
For example, trip hazards may be a greater risk if many of your users are 
older or disabled people. Electric points and the storage of cleaning 
materials may be a greater risk if you r users include children.  

¶ activities which take place in the building ς for example, sports activities or 
cooking classes which may pose risks.  

¶ suitability, maintenance and safe operation of any equipment.  
¶ any manual handling and whether staff and volunteers are trained ς this is 

likely to be relevant in relation to health and social care services, but may 
also be an issue in relation to, for example, working in a food bank  

¶ any activities which require personal protective equipment  
¶ staff and volunteers ς for example, do they work at height to clean? Do 

they work in the building alone? Do you have staff, volunteers or users 
who have particular requirements ς for example, pregnant women, young 
people, disabled people, or people whose f irst language is not English?  

¶ smaller organisations may have volunteers who carry out maintenance 
tasks using their own equipment and working at height. What risks are 
involved, and how can these be managed?  

 
Consider any  additional risks if, for example, you:  
 
¶ provide activities or services for children  

¶ prepare or serve food  
¶ deliver services which require lifting and carrying ς for example, operating 

a food bank  

¶ serve alcohol  

¶ offer entertainment such as music  or theatre shows. 

 
A full risk assessment should be carried out at least once a year. You may review 
more frequently if there is an accident or a near miss, if there are physical 
changes to the building, or changes to the activities and services you offer.  
 
Your risk assessment is likely to generate a list of tasks to be undertaken 
regularly. Make sure that this is written up and shared. It can be useful to have a 
log available to all staff and volunteers to record any issues they identify, or 
which are repor ted by users.  
 
If you are holding a large event or starting a new activity or service, you should 
carry out a specific risk assessment.  

Resources  
¶ hse.gov.uk/voluntary/assets/docs/village -hall 

¶ hse.gov.uk/voluntary/work -types/village -and -community -halls 

http://www.locality.org.uk/
https://www.hse.gov.uk/voluntary/assets/docs/village-hall.pdf
https://www.hse.gov.uk/voluntary/work-types/village-and-community-halls.htm
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This is a general overview of the process. Consider your building and the 
activities carried out in it carefully to assess all the fire risks.  If you carry out 
risky activities or have a building with a difficult layout, you may need to take 
specialist ad vice.  
 

 

Fire safety  
Fire safety is a legal requirement for all non -domestic buildings under the 
Regulatory Reform (Fire Safety) Order 2005. The person responsible for the 
building (e.g. trustees, managers, landlords) must:  
  

¶ carry out a fire risk assessment  
¶ take reasonable steps to reduce fire risk  

¶ have clear plans for emergency evacuation  

 
Failure to comply with these requirements can lead to fines, prosecution, and/ or 
closure of the building.  
 
In addition to the legal requirements, you should ensure your asset has:  
 
¶ escape routes with clear signage so that all users are aware of them  

¶ working fire alarms that are tested regularly to quickly alert everyone in 
the building in the event of a fire  

¶ staff or volunteers who are trained  in evacuation procedures. 

 
¸ƻǳ ǎƘƻǳƭŘ ŀǇǇƻƛƴǘ ŀ άǊŜǎǇƻƴǎƛōƭŜ ǇŜǊǎƻƴέΦ Lƴ ƻǊƎŀƴƛǎŀǘƛƻƴǎ ǿƛǘƘ ƳŀƴŀƎŜƳŜƴǘ 
staff, that would usually be a member of staff. In volunteer -run organisations, it 
would usually be a member of the board/management committee.  
 
The Government publishes a Fire safety risk assessment: 5-step checklist . This is a 
straightforward summary of the requirements of a fire risk assessment. The key 
elements are:  
 

¶ assessment of fire risk in the building ς for example, electrical equipment, 
heating, building work, smoking, arson  

¶ number of people who may be affected if there is a fire, particularly those 
who may be most at risk ς for example, disabled people, children, older 
people, people who are alone in the building  

¶ evaluate and act ς identifying and checking the adequacy of escape 
routes and requirements for signage, emergency lighting, etc.  

¶ record, plan, train and develop an action plan ς keeping a record of the 
assessment and the action taken in response to the assessment. Providing 
training and information on fire safety so that staff, volunteers and people 
using the building know what to d o if a fire breaks out.  

¶ regular review of the fire safety risk assessment, noting if there are 
significant changes.  
 

 
 
 
 
 
 

http://www.locality.org.uk/
https://www.gov.uk/government/publications/fire-safety-risk-assessment-5-step-checklist/fire-safety-risk-assessment-5-step-checklist-accessible
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Fire safety will form part of your list of regular Health and Safety tasks. The list is 
likely to include inspection of corridors and escape routes to ensure there are no 
obstructions , and they are free of rubbish. It will include regular checks of fire 
alarms, smoke detectors, emergency lighting and signage. It may also include fire 
drills.  
 
If you rent out your premises without staff or volunteers on site, you will need to 
ensure that hirers are briefed on fire safety and that written information on fire 
safety procedures is displayed in the building. Hirers should be made aware that 
they are  responsible for implementing fire safety procedures if there is a fire.  
 
If you operate the building without a staffed reception, your fire safety risk 
assessment should take this into account. Whilst you may have signing in 
requirements, etc., this means that there is no one tasked with ensuring 
compliance.  
 
Fire safety advice can be sought from your local fire and rescue service ς some 
will visit your premises to offer advice.  

Resources  
¶ Fire safety risk assessment: 5-step checklist (accessible) - GOV.UK 

¶ gov.uk/government/publications/fire -safety-risk-assessment-small-and -

medium-places-of-assembly/fire -safety-risk-assessment-small-and -

medium-places-of-assembly-accessible  

First aid 
A risk assessment is required to determine the level of first aid provision required 
ς see the section above on risk assessment. Based on the risk assessment, you 
should identify and provide the first aid equipment required ς for example, a first 
aid box.  
 
Your risk assessment will determine whether first aiders are a requirement. 
Trained first aiders are required for workplaces with more than 25 employees, or 
in buildings or spaces where higher -risk activities are undertaken. In community 
buildings, higher -risk activities could be sports activities or working with 
chemicals.  
 
For organisations carrying out low -risk activities and where fewer than 25 people 
ǿƻǊƪ ƛƴ ǘƘŜ ōǳƛƭŘƛƴƎΣ ȅƻǳ ŀǊŜ ǊŜŎƻƳƳŜƴŘŜŘ ǘƻ ƘŀǾŜ ŀƴ άŀǇǇƻƛƴǘŜŘ ǇŜǊǎƻƴέ ǘƻ ōŜ 
responsible for ensuring the first aid equipment is fit for purpose and other first 
aid requirem Ŝƴǘǎ ŀǊŜ ƳŜǘΦ ¢Ƙƛǎ ǊƻƭŜ Ƴŀȅ ŀƭǎƻ ƛƴŎƭǳŘŜ ōŜƛƴƎ ǘƘŜ άǊŜǎǇƻƴǎƛōƭŜ 
ǇŜǊǎƻƴέ ŦƻǊ ǊŜǇƻǊǘƛƴƎ ŀŎŎƛŘŜƴǘǎ ŀƴŘ ƛƴŎƛŘŜƴǘǎ ς see the reporting section below .  
 
Ensure that information is prominently displayed in the building , setting out what 
to do in an emergency, the location of first aid equipment and emergency 
contact numbers. This is particularly important where hirers use the building with 
no staff or volunteers on site.  

http://www.locality.org.uk/
https://www.gov.uk/government/publications/fire-safety-risk-assessment-5-step-checklist/fire-safety-risk-assessment-5-step-checklist-accessible
https://www.gov.uk/government/publications/fire-safety-risk-assessment-small-and-medium-places-of-assembly/fire-safety-risk-assessment-small-and-medium-places-of-assembly-accessible
https://www.gov.uk/government/publications/fire-safety-risk-assessment-small-and-medium-places-of-assembly/fire-safety-risk-assessment-small-and-medium-places-of-assembly-accessible
https://www.gov.uk/government/publications/fire-safety-risk-assessment-small-and-medium-places-of-assembly/fire-safety-risk-assessment-small-and-medium-places-of-assembly-accessible
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Provide information to your hirers about their responsibilities ς for example, if 
they need to provide their own first aid cover.  
 
You need to ensure that you understand and meet the minimum requirements. 
However, you may decide as an organisation to go beyond those standards ς 
for example, by providing first aid training for staff and/or volunteers.  

Reporting accidents and illnesses  
The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 
(RIDDOR) set out that employers and organisations in control of work premises ς 
which includes most community buildings, even if your organisation does not 
employ staff ς must report:  
 

¶ a death or major injury  
¶ an injury which results in someone being unable to work for more than 

three days  

¶ a workςrelated disease  
¶ a dangerous occurrence  

¶ any injury which results in a member  of the public being taken to hospital. 

 
Reports to the HSE are made online. The exception is fatal or major incidents, 
which should be reported by phone.  
 
An HSE-approved accident book is required if you have 10 or more employees. 
Other organisations should maintain and retain records. The process for 
recording accidents and incidents should be made clear to all employees and 
volunteers. You should review in formation in your accident book regularly as this 
may highlight ways to improve safety in your building. This information will also 
be useful if an insurance claim is made.  
 
If you hire out the building without staff or volunteers on site, your hire 
agreement should be clear about the obligation of hirers to report accidents and 
incidents ς ǘƘƛǎ ǿƻǳƭŘ ǳǎǳŀƭƭȅ ōŜ ǘƻ ǘƘŜ άŀǇǇƻƛƴǘŜŘ ǇŜǊǎƻƴέ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊ ŦƛǊǎǘ 
aid.  

Resources  
¶ hse.gov.uk/firstaid 

Legionnaires disease 
Legionnaires disease is a  potentially fatal form of pneumonia, and everyone is 
susceptible to infection. It is spread through inhaling droplets of water 
contaminated with Legionella bacteria. Bacteria may grow in water systems if 
there are favourable conditions, so it is essential  to control the risks. There is 
detailed Government guidance on what organisations must do, which includes:  

 

¶ Carrying out a risk assessment  

http://www.locality.org.uk/
https://www.hse.gov.uk/firstaid/index.htm
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¶ Considering whether the design of water systems can be changed to 
eliminate or reduce the risk  

¶ Implementing controls such as preventing water stagnation, keeping water 
systems clean, controlling water temperature and, where necessary, 
carrying out water testing  

¶ Keeping records of risk assessments and measures  taken to reduce or 
eliminate risk 

Resources  
¶ hse.gov.uk/legionnaires/what -you-must-do  

Lifts  
LŦ ȅƻǳ ƘŀǾŜ ŀ ƭƛŦǘΣ ȅƻǳ Ƴǳǎǘ ŜƴǎǳǊŜ ǘƘŀǘ ǘƘŜǊŜ ƛǎ ŀ άǘƘƻǊƻǳƎƘ ŜȄŀƳƛƴŀǘƛƻƴέ ŜǾŜǊȅ с-
12 months. This is in addition to any routine maintenance.  

Resources  
¶ hse.gov.uk - Thorough examination and testing of lifts  

Food  
Food preparation is governed by the  Food Safety Act 1990  and the Food Safety 
(General Food Hygiene) Regulations 1995, which cover:  
 

¶ food hygiene standards  

¶ traceability  
¶ protection against contamination.   

 
Key aspects include:  
 

¶ registering with the local authority, which will include inspections, and  you 
may be required to  display of a Food Hygiene Rating score  

¶ ensuring premises are clean and hygienic  
¶ provision of handwashing facilities  

¶ training staff and volunteers in food hygiene  
¶ implementing pest control  

¶ provision of allergen information.  
 

If your organisation prepares or serves food, it is important to ensure that you 
understand your legal obligations and put in place the necessary procedures 
and training. There is specific guidance on community cooking, food banks and 
the provision of food  at community and charity events.  

Resources  
¶ assets.publishing.service.gov.uk ς Food Safety and  Kitchen Hygiene  

¶ food.gov.uk/safety -hygiene/food -safety-for-community -cooking -and -food -

banks 

http://www.locality.org.uk/
https://www.hse.gov.uk/legionnaires/what-you-must-do/index.htm
https://www.hse.gov.uk/pubns/indg339.pdf
https://assets.publishing.service.gov.uk/media/5aec31ea40f0b631578af25e/HS_10.2_Food_Safety_and_Kitchen_Hygiene.pdf
https://www.food.gov.uk/safety-hygiene/food-safety-for-community-cooking-and-food-banks
https://www.food.gov.uk/safety-hygiene/food-safety-for-community-cooking-and-food-banks
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Although cleaning is the most obvious activity in a community building, other 
activities may involve hazardous substances, which should also be used in line 
with the COSHH regulations.  

 

¶ food.gov.uk/safety -hygiene/providing -food -at-community -and -charity -

events 

Cleaning  
Cleaning must comply with the Control of Substances Hazardous to Health 
(COSHH) regulations . These regulations require you to assess risks, control 
exposure to hazardous substances, and provide training, information, and 
necessary personal protective equipment (PPE). Most cleaning materials will be 
low risk, but you should ensure that those using them understand any risks and 
know how to store them safely and deal with any spills.  
 
 
 
 
 
 
Your risk assessment should cover cleaning, including where cleaning involves 
working at height. The specific risks will depend on your building, but people must 
not work at height when they are alone.  

Resources  
¶ hse.gov.uk/coshh/industry/cleaning  

Compliance  

Organisational requirements  
Before taking on a community asset , it is important to make sure you have an 
appropriate legal structure in place that allows you  to  own or lease an asset. The 
right legal structure is essential to provide legal recognition, accountability and 
protection for your trustees or directors.  
 
All legally constituted organisations will need to provide annual reports to the 
relevant regulator, usually the Charity Commission, Companies House and/ or the 
Financial Conduct Authority (FCA). These vary depending on the legal structure 
of your organisation, but will include -  
 
¶ Annual accounts ς Charity Commission, Companies House, FCA  

¶ Trustees report ς Charity Commission  
¶ Confirmation statement (CS01) ς Companies House  

¶ CIC Annual Report (CIC34) ς Companies House  
¶ Annual Return (AR30) ς FCA 

¶ In addition to annual reporting, you will also need to provide updates 
regarding any relevant changes to your organisation, such as a change of 
address and the addition/removal of trustees or directors . 

 

http://www.locality.org.uk/
https://www.food.gov.uk/safety-hygiene/providing-food-at-community-and-charity-events
https://www.food.gov.uk/safety-hygiene/providing-food-at-community-and-charity-events
https://www.hse.gov.uk/coshh/industry/cleaning.htm
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Failure to comply with these reporting requirements can result in fines or other 
penalties for your organisation and may ultimately put your asset at risk.  

Insurance  
Insurance is essential for community assets to protect the organisation, the asset 
and its users from a range of risks. While the exact needs will depend on how the 
building is used, most community assets should have a core set of insurance 
policies in pla ce to meet legal responsibilities, safeguard finances, and ensure 
continuity. For charities, the Charity Commission requires trustees to take steps to 
protect the charity and its assets.  
 
Organisations who hire out space in their assets must understand what is 
ŎƻǾŜǊŜŘ ōȅ ǘƘŜƛǊ ƛƴǎǳǊŀƴŎŜ ǇƻƭƛŎƛŜǎ ŀƴŘ ŜƴǎǳǊŜ ǘƘŀǘ ǘƘŜ ǎǇŜŎƛŦƛŎ ŀŎǘƛǾƛǘȅ ƻŦ ΨƘƛǊƛƴƎΩ 
ƛǎ ƛƴŎƭǳŘŜŘΦ hŦǘŜƴ ŎŀƭƭŜŘ ΨIƛǊŜǊΩǎ [ƛŀōƛƭƛǘȅΩΣ ǎƻƳŜ ƛƴǎǳǊŜǊǎ ƛƴŎƭǳŘŜ ǘƘƛǎ ŎƻǾŜǊ ŀǎ ǇŀǊǘ 
of their standard policy, however others expect clients to extend cover to 
include this.  
 
Ensure that your insurers are clear about how the building operates ς for 
example if hirers can access the premises without staff or volunteers being on 
site. Check the detail of your insurance to ensure that you adhere to any health 
and safety requirement s. 
 
Insurance policies organisations should hold include:  
 

¶ Public Liability  
¶ Employers Liability ς this is a legal requirement if your organisation 

employs staff  

¶ Building and Contents  
¶ Trustee Liability  

¶ Insurance specific to your asset  and what you do. 

Resources  
¶ Charities and insurance - GOV.UK 

¶ Insurance for Voluntary Organisations in Someone Else's Premises - 

Ladbrook | Charity Insurance  

Building security and alarms  
Community buildings are used in a variety of different ways, often being hired 
when there are no staff or volunteers on the premises. Cleaning may take place 
out of hours. It is important to have a routine for closing the building which 
everyone using it u nderstands.  
 
If you have an alarm, you will need to supply details of key holders when it is 
installed. It is important to note the process for changing key holders and to 
ensure that your key holders are up to date. It is good practice, even if you do 
not have an alar m, to identify staff, board/committee members or volunteers 

http://www.locality.org.uk/
https://www.gov.uk/government/publications/charities-and-insurance-cc49/charities-and-insurance
https://www.ladbrook.co.uk/voluntary-groups-hiring-premises/
https://www.ladbrook.co.uk/voluntary-groups-hiring-premises/


                                                                                                                        
locality.org.uk  

22 

who can respond to issues and emergencies out of hours. Preferably these will 
be people who live reasonably close to the building and have transport.  
 
Consider how users will access the building. Some organisations operate a 
reception run by staff or volunteers. These organisations often have a sign -in 
system for visitors and may give visitors badges or lanyards. There are some key 
considerations for org anisations which do not operate a reception. Good 
signage will be key to ensuring that users can find their activity or service. Whilst 
you may provide a signing -in book, there are no checks to ensure this is used. So, 
it is important that the closing -up routine ensures that everyone is off the 
premises. If you provide services for children and vulnerable adults, you will need 
to consider how you will ensure their safety and security within the building.  

Safeguarding  
All community organisations, especially those working with children and 
vulnerable individuals, are required to have a safeguarding policy. Safeguarding 
arrangements should be proportionate to the organisation Ωs size, activities, and 
the level of risk associated with the groups it works with.  
 
This policy should outline how your organisation will protect people from harm, 
how individuals can raise concerns, and how allegations or incidents will be 
handled and reported.  It should also address specific risks relevant to activities 
and the vulnerab le groups being supported.   

Resources  
¶ Safeguarding and protecting people for charities and trustees - GOV.UK 

¶ Law, rules and duties ς NCVO  

¶ Safeguarding and child protection for charity trustees ς NSPCC Learning 

Licensing and activities  
Community assets may require a range of licences or permissions depending on 
ǘƘŜ ŀŎǘƛǾƛǘƛŜǎ ǘƘŜȅ ƘƻǎǘΦ ²ƘƛƭŜ ǎƛƳǇƭȅ ƻǿƴƛƴƎ ƻǊ ƳŀƴŀƎƛƴƎ ŀ ōǳƛƭŘƛƴƎ ŘƻŜǎƴΩǘ 
require a licence, many common uses of community spaces do, such as showing 
films, playing music, selling food, or serving alcohol. To make sure your 
organisation and asset are covered, you may need to have:  
 

¶ Premises licence ς required if serving alcohol or providing regulated 
entertainment  

¶ Gambling licence for some types of fundraising  

¶ Music licence (PPL PRS) ς required if playing recorded music including 
background music, activities such as exercise classes, or public 
performances  

¶ TV licence ς required if showing live TV or iPlayer  

¶ Film licence ς a public performance licence is usually required to show 
films even if no admission fee is being charged  

¶ Food hygiene registration ς required if preparing or serving food.  
 

http://www.locality.org.uk/
https://www.gov.uk/guidance/safeguarding-duties-for-charity-trustees
https://www.ncvo.org.uk/help-and-guidance/safeguarding/getting-started-with-safeguarding/law-rules-duties/
https://learning.nspcc.org.uk/safeguarding-child-protection/charity-trustees
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As requirements relating to licences can vary, organisations should always check 
to see what may be required. It is a good idea to keep a log of all licences and 
their renewal dates to ensure your activities are always covered.  
 
Where groups are hiring space in your asset, it is usually their responsibility to get 
licences for their activities however you should inform them of the requirements. 
Your booking policies and agreements can include terms about licensing , so all 
users are aware of their responsibilities.  
 
Different activities in your building may be subject to legislation and compliance 
requirements. If you work with children, for example, the Children Act 
requirements will affect both the building and how it is operated.  

Resources  
¶ gamblingcommission.gov.uk/public -and -players/guide/fundraising -prize -

draws-raffles-and -lotteries  

¶ pplprs.co.uk 

¶ gov.uk/government/publications/alcohol -licensing-community -premises 

Equality, diversity and inclusion  
Community organisations must comply with the Equality Act 2010 to ensure that 
their services are accessible, inclusive, and free from discrimination. The Act 
protects people from unfair treatment and promotes a fair and more equal 
society.  
 
If a community building is open to the public , it is considered a service provider 
under the Act and therefore must not : 
 

¶ refuse to serve someone based on a protected characteristic  
¶ provide a lower standard of service  

¶ harass or victimise someone  
¶ apply a policy or rule that puts people with a protected characteristic at a 

disadvantage (unless it can be justified).  

Duty to make reasonable adjustments ( especially 
for disability)  
One of the most important parts of the Act for community buildings is the duty to 
make reasonable adjustments for disabled people. This includes:  

 

¶ physical access adjustments, like ramps, lifts, and accessible toilets  

¶ communication adjustments, such as large print materials or hearing loops  
¶ policy adjustments, like allowing assistance dogs or extra time for people 

with learning disabilities  

¶ you are expected to anticipate and plan for these needs τ not wait until 
someone complains.  

http://www.locality.org.uk/
https://www.gamblingcommission.gov.uk/public-and-players/guide/fundraising-prize-draws-raffles-and-lotteries
https://www.gamblingcommission.gov.uk/public-and-players/guide/fundraising-prize-draws-raffles-and-lotteries
https://www.gov.uk/government/publications/alcohol-licensing-community-premises
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Equality in employment or volunteering  
If your organisation employs staff or uses volunteers, you must:  
 

¶ have fair recruitment practices  
¶ avoid discrimination in pay, conditions, dismissal, or promotion  

¶ prevent harassment and victimisation  
¶ make reasonable adjustments for disabled staff or volunteers.  

 
Further information on equality, diversity and inclusion in relation to managing a 
community building is available on  My Community , including an example policy.  

Resources  
¶ Discrimination: your rights: Types of discrimination ('protected 

characteristics') - GOV.UK 

¶ Equity, diversity and inclusion ς NCVO  

¶ Equality Act: guidance for charities - GOV.UK 

Data protection  
Community organisations in the UK must comply with data protection laws if they 
collect, store, or use any personal data τ for example, names, contact details, 
photos, or health information. These requirements fall under the UK General Data 
Protection Regu lation (UK GDPR) and the Data Protection Act 2018. Most 
organisations, including charities and community groups, must register with the 
LƴŦƻǊƳŀǘƛƻƴ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ hŦŦƛŎŜ όL/hύ ŀƴŘ Ǉŀȅ ŀ Řŀǘŀ ǇǊƻǘŜŎǘƛƻƴ ŦŜŜ όǳǎǳŀƭƭȅ 
£40/year for small organisations).  
 
For data protection regulations, personal data can include:  
 

¶ names, addresses, emails, phone numbers  
¶ bank or payment details  

¶ health or disability information  

¶ photos or CCTV footage  
¶ attendance lists, sign -in sheets 

¶ records of volunteers, staff, or service users  

¶ CCTV footage in the building.  
 
Under GDPR, if you want to collect or store someone's personal data, you must 
do so lawfully, fairly, and transparently. In many cases, this requires explicit 
consent from the individual, which must be:  
  

¶ freely given ς no pressure or negative consequences if they say no  
¶ specific ς clear on what the data will be used for  

¶ informed ς the person must understand what they are agreeing to  
¶ unambiguous ς there must be a clear action (e.g., ticking a box)  

¶ documented ς you must keep records of who consented, when, and how  

http://www.locality.org.uk/
https://mycommunity.org.uk/community-assets-and-ownership
https://www.gov.uk/discrimination-your-rights
https://www.gov.uk/discrimination-your-rights
https://www.ncvo.org.uk/help-and-guidance/running-a-charity/employing-managing-staff/essentials/employment-law/equity-diversity-inclusion/?gad_source=1&gad_campaignid=11415512370&gclid=Cj0KCQjw_L_FBhDmARIsAItqgt52v4xEDhQOTRTaloVRCA1J_cmeJbi-qjZ2elPnPbWtkKgAYDTxY70aAoSyEALw_wcB
https://www.gov.uk/government/publications/equality-act-guidance-for-charities
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¶ easy to withdraw ς people must be able to withdraw consent just as easily 
as they gave it . 

Resources  
¶ Register - ICO 

¶ Advice for small and medium organisations - ICO 

¶ Guide to GDPR and data protection for charities - ACEVO 

New anti - terrorism  legislation  

¢ŜǊǊƻǊƛǎƳ όtǊƻǘŜŎǘƛƻƴ ƻŦ tǊŜƳƛǎŜǎύ !Ŏǘ нлнр όaŀǊǘȅƴΩǎ [ŀǿύ 
If your asset regularly hosts large gatherings or events (over 200 people) , you 
may now be legally required to implement additional security provisions under 
ǘƘŜ ¢ŜǊǊƻǊƛǎƳ όtǊƻǘŜŎǘƛƻƴ ƻŦ tǊŜƳƛǎŜǎύ !Ŏǘ нлнрΣ ŀƭǎƻ ƪƴƻǿƴ ŀǎ aŀǊǘȅƴΩǎ [ŀǿΦ 
aŀǊǘȅƴΩǎ [ŀǿ ǿŀǎ ǇŀǎǎŜŘ ƛƴ ƳŜƳƻǊȅ ƻŦ aŀǊǘȅƴ IŜǘǘΣ ƻƴŜ ƻŦ ǘƘŜ нн ǾƛŎǘƛƳǎ ƻŦ ǘƘŜ 
Manchester Arena b ombing in 2017. The law aims to ensure that public venues 
take proportionate steps to improve security and prepare for terrorist incidents. 
The law was passed in April 2025 and wil l be introduced through phased 
implementation from late 2025 onwards.    
 
The law outlines different requirements for buildings depending on their capacity. 
Venues with a capacity of 200 -799 people will be classed as Standard Tier, while 
those with a capacity of 800+ will be subject to Enhanced Tier requirements.  
 
²ƘƛƭŜ ŦǳǊǘƘŜǊ ƎǳƛŘŀƴŎŜ ǊŜƎŀǊŘƛƴƎ ǘƘŜ ƛƳǇƭŜƳŜƴǘŀǘƛƻƴ ƻŦ aŀǊǘȅƴΩǎ [ŀǿ ƛǎ ǎǘƛƭƭ ǘƻ ōŜ 
published, you  can begin taking steps to ensure your asset is compliant, including:  
  
¶ ŎƘŜŎƪ ȅƻǳǊ ŀǎǎŜǘΩǎ ŎŀǇŀŎƛǘȅ ŀƴŘ ŘŜǘŜǊƳƛƴŜ ȅƻǳǊ ǘƛŜǊ 

¶ start a terrorism risk assessment and include this as part of your Health 
and Safety procedures  

¶ write a basic emergency action plan  

¶ source training for staff and volunteers in recognising suspicious 
behaviour  

¶ keep informed ς sign up to updates with ProtectUK alerts  

Resources  
¶ aŀǊǘȅƴΩǎ [ŀǿ CŀŎǘǎƘŜŜǘ ς Home Office in the media  

¶ ProtectUK - Home 

Maintenance and refurbishment  
 
If you own the building, then you are responsible for its repair, maintenance and 
refurbishment. If you lease the building, then responsibility for repair, 
maintenance and refurbishment should be set out in your lease. It is important to 
be clear what is your responsibility and what is the responsibility of the owner.  

http://www.locality.org.uk/
https://ico.org.uk/for-organisations/data-protection-fee/register/
https://ico.org.uk/for-organisations/advice-for-small-organisations/
https://www.acevo.org.uk/2023/11/guide-to-gdpr-and-data-protection-for-charities/
https://homeofficemedia.blog.gov.uk/2025/04/03/martyns-law-factsheet/
https://www.protectuk.police.uk/
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If your building contains asbestos, remember to check your asbestos 
management plan and ensure that contractors are informed.  

 

 
Repairs  These are generally reactive when a problem arises. These 

range from minor issues such as a leaking pipe or a broken 
window to major issues such as storm damage to the roof.  
 

Maintenance  Examples include painting external woodwork, clearing 
gutters and internal decoration. Maintenance will depend on 
your building, but it is usually planned and predictable. 
Depending on the usage of your building, you may, for 
example, plan to ensure that a ll parts are decorated once 
every five years.  
 

Refurbishment  Longer -term renewal and replacement of, for example, the 
roof, heating and electrical systems, kitchen, toilets. Based on 
the current condition of your building, you should be able to 
develop a schedule for these works.  

 
It is important to consider all of these costs when producing your annual budget. 
Though your budget should include an amount for repairs, the cost is very 
difficult to predict. Maintenance and refurbishment are easier to predict and 
prepare for, but it is  important to be flexible, as the actual timing of these works 
should depend on the condition of the building. The type of building will impact 
the cost of repair and maintenance ς for example, costs are generally higher for 
heritage buildings. Any surveys  you have undertaken (described in the Surveys 
section in this guidance) will help to inform budgeting.  
 
 
 
 
 
It is wise to regularly inspect the building to identify any issues. Tackling problems 
at an early stage can reduce cost and impact.  

Using contractors  
If you have a procurement policy, this should set out the process for selecting 
contractors. If you are using grant funding for repairs and refurbishment, there 
may be rules set out in your grant agreement around how you select a 
contractor.  
 
It can be helpful to draw up a list of approved contractors, that is, contractors 
that you have checked out ς looking at their qualifications, response times, 
Health and Safety policies, insurance, reviews, etc. This can be particularly helpful 
where you h ave a repair which requires urgent action.  
It is important to ensure that there is a clear (preferably written) agreement with 
the contractor for each piece of work. This should include the details of the work 
you require. If you are not using a contractor on your approved list, you should 
carry ou t checks. Gas and electrical works must comply with UK standards. It is 

http://www.locality.org.uk/

















