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„Developing Mellor House as a vital resource to strengthen local communities and enrich the lives of local people‟ 

1. Management Summary 
 
Lees Community Association is an organisation governed by a constitution (see Appendix A.), which has been active since 
February, 2008.   The Executive Committee for Mellor House has been formed from five elected members of the Lees 
Community Association Committee and one member of Lees Brass Band Committee with whom the LCA is working in partnership 
on this project.  Lees Community Association has over the past few years, arranged successful events and activities in Lees that 
involved all different groups, from families, children senior citizens; the local business community, local schools, community 
groups and charities. Through this the LCA have acquired an excellent reputation locally as an organisation that recognise local 
need and demand.  Following advice from Community Matters, the Executive Committee (EC) is currently making an application 
for Lees Community Association to become a not for profit company limited by guarantee.  On advice from both Community 
Matters and Voluntary Action Oldham, LCAL will also apply to become a Charity. 
 
The aim of the EC is to take over from Oldham Council (OMBC) the running of Mellor House for the benefit of the Community. At 
the present time Mellor House is not in use since Age Concern, who used the building as a Day Care Centre, vacated in August, 
2010.  As the building is of considerable historical significance to the local community, having been used as Council Offices until 

1974, the LCA was approached by local councillors to see if they could contact OMBC and make enquiries into the possibility of a 
transfer of asset to them to run the building for community use. A first expression of interest was made late 2010. 
 
Following a building survey carried out by Unity Partnership (UP), it is apparent that certain work will need to be carried out 
before the building is suitable for use.  The figure quoted by UP is in excess of £53,000.  The LCA is fortunate to have a range of 
volunteers with professional skills including building, architecture, engineering, finance and surveying experience. Using their 
expertise the LCA EC has studied the necessary requirements and through their own skills and contacts with qualified people, 
believes that this figure could be reduced to essential works c£28,000.  An analysis of budget requirements for essential works is 
detailed in Appendix B. 
 
The LCA has developed a fundraising strategy which is set out further within the plan.  However, it is only when the building has 
been officially transferred to the LCAL with an appropriate lease, that applications can be made through various funding sources 
including the Heritage Lottery Fund to carry out the necessary work due to funders requiring proof of lease agreement.  It is 
anticipated that further funds will be necessary to allow a cosmetic refurbishment to the building and further applications will 
also be submitted to cover these costs, including the option of sponsorship by local businesses. It is also expected that working 
in partnership with Lees Brass Band will open up opportunities to be able to access funding through those streams which have a 
particular interest in supporting the development of youth activities.  An offer of an interest free loan of £5,000 has been given 
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by a member of the community to cover running costs whilst applications for funding are made. Although an analysis of budget 
refurbishment spend is shown in Appendix C, please note that these figures have not taken into account information from the 
outstanding full survey and electrical inspection, which as yet, has not been provided.   
 
It is understood that from figures received from OMBC and Age Concern, building running costs per annum will be c£24,000, 
which includes the payment of Council Tax at the full rate.  However, when LCAL gains charitable status, they will be able to 
receive 80% exemption from Council Tax reducing this amount by £4,800 to £19,200.  It is anticipated that contributions for use 
of the large office expected to be c£7K per annum. In the event that the office is not let on a long term basis, it could be made 
available for use as a study centre/computer suite which will offer extra learning activities in support of those already offered 

at Lees Library.  For short term hire, a charge of £15 per hour would be made.  However, it should be noted that this would be 
dependent on the type of user group booking this facility.   
 
Contributions for use of the kitchen would be in the region of c£7.5K.  If a long term let is acquired for the large office, then 
this would provide a total income of £14.5K per annum, leaving c£5K per annum to raise through holding community events, 
hiring for private functions and use by other groups i.e. Mother & Toddler Groups, Slimming Groups, Exercise Groups etc. to 
support running costs. It is also understood that funds will need to be raised to cover repair and maintenance costs.  A chart 
detailing proposed usage and user groups is shown in Appendix D. 
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2. Vision 
 
Mellor House is a building of historical significance to Lees, past history includes use as Council Offices up until 1974. 
 
Our vision is that Lees Community Association will develop Mellor House as a vital resource that will strengthen local 
communities and enrich the lives of local people by providing: 
 

 A focus for services and activities meeting local need. 

 A vehicle for local voices to be heard, needs to be identified and for local leaders and community groups to be 
supported. 

 A platform for community development, promoting cohesion while respecting diversity. 

 A home for the community sector which is supportive of the growth and development of community groups and the 

important activities they deliver. 

 A means of promoting community led enterprise, generating independent income whilst having a positive social, 
economic and environmental impact. 

 A forum for dialogue within communities, creating community led solutions. 

 A bridge between communities and the state which promotes and brings about social change.  
 
Mellor House offers a good sized room (26 sq metres) ideal for office use and the LCA has researched the possibility of long term 
let and is able to follow a number of leads, although definite offers cannot be made until the property has been leased to the 
LCAL.  However, use of the office by both local and national representatives for surgeries has created interest and there will 
also be the opportunity to make use of the cafe facilities whilst waiting. There is also a strong possibility that the office could 
be used as a support facility working in conjunction with Lees Library to offer space when it is not available within their 
building. This option amongst others is being explored. 
 
The property also has a large room (58 sq metres) that would accommodate a wide range of activities.  Part of this space would 
be developed as a Community Café and with suitable partitioning would also provide space for other activities including, Art 

Classes, Exercise Classes (Pilates & Yoga etc.), Slimming Groups, Mother & Toddler Groups, band practice room and meeting 
room. The whole area could also provide a venue for all types of private functions and celebrations.  Expressions of interest 
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have been received but these need a fixed timetable for possible occupation before they can be firmed up. A timetable of 
events will be developed once the LCAL have the authority to offer space to proposed clients (see Appendix D). 
 
The LCA have established strategic links with the Children‟s Locality Lead, East Oldham & Saddleworth, Lifelong Learning and 
Neighbourhood Manager.  In the event that Mellor House would be made available for community use, support would be offered  
in various ways and suggestions obtained at the Focus Group meeting include: 
 
Support around under 5s 
 

-  help facilitate a parent / collection of parents wishing to run a parent and toddler group - signposting them to support to 
ensure they have a viable model that can contribute to Mellor House running costs as well as their own. 

 
-  help, as above, but around grandparents as childcare solutions for many local families.  Identify other child support needs 

that are missing in the area and then find a sustainable supportive cost effective model / programme, perhaps over 1.5 hrs 
a week initially, this is an untapped market and early indications are that it is one which would easily grow. 

 
 Support with Health services 
 
-  approach to some health colleagues to gain a clear understanding of what could possibly be delivered from Mellor House 

that is currently not available locally, and crucially to explore whether financial contributions towards venue costs could 
be made eg. Breastfeeding clinics, AA groups etc 

 
-  to make an offer of use of facilities by a group of children with disabilities running locally which is apparently at risk of 

closure due to having no venue to operate from. 
 
 Support around activities 
 

-  help with links around various family learning / lifelong learning / literacy and numeracy providers in Oldham and 
reinvigorate the offer available to parents and explore viable options to run some of these courses from Mellor House. This 
can have a huge social return in terms of support for the local community.  It would raise the profile of Mellor House and 
encourage attendance at other activities. 
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- providing classroom space for schools doing nature trips. 
 
- meeting hub for walking groups 
 
-  help with marketing film club idea (and of course other activities). We have contacts with every family provider and 

schools in Saddleworth & Lees and Children‟s Locality lead is more than happy to forward on relevant information to groups 
to help publicise activities once Mellor House is open. 

 
Other activities such as yoga / pilates / zumba etc. They are extremely popular, easy to run as the instructor handles all this 

and will bring in a reliable and regular income.  Contact has been made with instructors who could offer these activities from 
Mellor House.  It is essential that firm transfer arrangements are made as soon as possible so that the opportunity for these 
various groups to use Mellor House will not be lost. 
 
It is encouraging that the local business representative Natalie Davies is enthusiastic about our thoughts around Mellor House 
and we will be maintaining contact with a view to the future and to offer the use of the building as a Business Enterprise 
teaching and resource centre. 
 
Our local councillor offered to use his contacts amongst the wider business community including Oldham Chamber and the 
Business Network, as well as the Rotary Club and Round Table for the setting up of Sportsman‟s Dinners and to consider the 
option of setting up „Business Breakfasts‟. 
 
Another suggestion is offering a teaching service for catering, this was supported by the Learning Services, who were offering 
“Taster Sessions”. 
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Options for development include those that meet with the District Partnership‟s priorities, it should be recognised that a 
number of the activities fall under more than one heading: 
 

a. Children & Young People 
 
Oldham Band (Lees) Youth Band 
 
In addition to its current activities the increased facilities offered by Mellor House will enable the Oldham Brass Band (Lees) 
to set up a new band specifically aimed at the youth of the area.  This will supplement the current fragmented service 

offered by local schools.  It would also enable the band to increase the funding available for children‟s services in the area, 
it will improve social interaction and the self-esteem of members through the range of presentations and concerts.  Oldham 
Brass Band (Lees) will agree a Memorandum of Understanding with the LCA, which outlines what they will provide to support 
the Community Centre – See Appendix D.b (ii) 
 
Saturday morning Film Club 9 – 16 Year Olds 
 
Investigation is underway with the „Small Cinema‟ to determine the feasibility of providing the above activity for youngsters 
who wish to meet with their peers and enjoy classic entertainment.  There is the possibility to encourage art and craft 
activities as part of this session. 
 
Chill & Chat – afterschool club for teens 
 
The catering manager is keen to develop and afterschool club specifically for senior school children who may need a safe 
environment to do their homework and meet with their friends. 

 
b. Economic Prosperity 
 

Catering Service 
 

It is envisaged that a full-time catering service would be available for the centre as it has an industrial kitchen facility 
including working area of 15 sq metres in total.  We are proposing that the client responsible for running the Community 
Cafe would have written in to their agreement with LCA Ltd., that they will be responsible for certain housekeeping duties, 
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such as opening the building and being responsible for basic cleaning/tidying (this has been recognised in the suggested 
c£7.5K pa contribution).  The LCA believe that the provision of such a service will encourage use of the larger room and 
would provide a drop-in centre. As the building offers a large entrance hall, access to the Community Cafe, would continue 
to allow access to and the running of the large office and the main hall.  At the rear of the building, there is a small patio 
area, which could be used for al-fresco dining. 
 
Discussions are ongoing regarding the provision of a catering service run as a social enterprise.  This also offers the 
possibility of providing training for disadvantaged person/persons who may wish to pursue a career in catering.  
 

Our current discussions are with Client (I) who is an experienced cook and has been in the catering industry for over 20 
years.  Client (I) is adept not only in preparation and presentation, present duties include ordering of stock, monthly 
reporting and working to a tight budget.  The client has the necessary qualifications to be able to run a Community Cafe and 
special abilities include being able to work with children, and act as a „companion‟ to the elderly. 
 
A proposal for catering provision has been included at Appendix E. 
 
Health & Wellbeing  
 
Slimming Group 
 
The Slimming Group is rapidly outgrowing the current facilities they use and they are looking for new premises in Lees to 
begin classes in January 2012.  We are able to confirm that as much information as possible has been given to the leader of 
the Slimming Group who now wishes to view the building.   This needs to be arranged as soon as possible as opportunity for 
this group to become a user group may be lost, if we are not able to confirm that the large lounge can be made available by 
the New Year.   
 
Mother & Toddler Group 

 
Discussions have been held with Children‟s Locality Lead, who is responsible for Children & Young People in the Saddleworth 
& Lees area.  Through her, contact is being made with various groups to offer this service. 
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The LCA have received one firm offer to run a Mother & Toddler Group on Monday morning with a view to arranging a further 
session in the near future. This is detailed in Appendix D. 
 
Enquiries are underway to determine two possible user groups who will provide both Baby Boogies and Yoga & Pilates 
activities.  Expressions of interest have highlighted that a commencement date is essential to many groups to enable them to 
plan their activities.  At this point, the LCA is unable to give any undertaking on such a date and is highlighting the issue as a 
determining factor in the development of the business plan. 
 

 

c. Clean & Green 
 
Energy Saving 
 
Expressions of interest have also been received to install photo-voltaic panels to the building, in view of its orientation, 
which would generate an income as well as a saving in the electricity costs.  
 
Renovation work will include a high efficiency boiler as well as additional insulation. 
 
Refurbishment 
 
Lees village centre was designated by Oldham Council a conservation area in February 1976.  Mellor House, occupies a 
pivotal site being the centre of the village.  The LCA wish to retain it as a hub for community activities and as such, it is 
recognised that an immediate refurbishment plan would need prompt action to make the building attractive to prospective 
clients.  An analysis of expected refurbishment spend both necessary and cosmetic is included in Appendix C. 

 
d. Safe & Strong Communities 
 

Call-in Centre for PCSO‟s 
 
Contact has been made with Inspector Milovanovic who has confirmed that the PCSO‟s would be happy and willing to use the 
building as a drop-in centre, the small office would provide a meeting room for anyone wishing to discuss anything of a 
private nature.  It is believed that the PCSO‟s presence would help discourage anti-social behaviour.  Inspector Milovanic 
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asked PC Mike Lowther to view Mellor House and he commented that the PCSO‟s would find it ideal to use as a drop-in 
centre. 
  
Local Democracy 
 
Facilities offer more attractive surroundings for conducting surgeries by both local and national representatives, with the 
opportunity to make use of the cafe facilities whilst waiting. 
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3. Lees Community Association Ltd 
 
An application has been made to Companies House to become a non-profit making company limited by guarantee, which will be 
operated by volunteers drawn from the management committee of Lees Community Association and Oldham Brass Band (Lees).  
Memorandum and Articles of Association which allow all the proposed activities, have been provided by Voluntary Action Oldham 
and overseen by solicitor Beverley Cook and David Egan from Community Matters.    
 
It is intended that once the LCA have received notification from Companies House that they have become a company limited by 
guarantee, they will operate as the counter party to the building lease with OMBC on completion of satisfactory lease 
negotiations. The LCA has now received a copy of the Heads of Term Lease Agreement from the Council and contact is being 
made with a solicitor to carry out the necessary legal requirements on their behalf.  A quotation has been received for legal 
services and funding to cover these costs is being sought. 
 
OCAS is supporting the LCA by supplying advice on financial issues and steps have been taken to amend the current banking 
arrangement mandate of the LCA. 

 
A new membership structure has been agreed by the LCA and will come into effect following incorporation.  Its aim will be to  
develop wide and supportive links with community groups and local businesses. 
 
Once the LCA has become incorporated into a limited company, it will be applying to become a Charity and is being supported 
through this process by Community Matters and Voluntary Action Oldham. The directors of LCAL will become the first board of 
trustees of the charity. 
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4. Governance 
 
LCA will at all times aim to achieve the highest standard of governance and accountability. A list of 15 volunteers has already 
expressed their willingness to help with the running of Mellor House.  The LCA will work to develop further the policies and 
procedures to ensure that Mellor House meets the necessary requirements for a Community Centre. Below we have detailed 
issues that will be supported by Voluntary Action Oldham, Community Matters and OCAS whilst the company gains experience. 
 

a.Legal 
 

By registering as a company, the LCA will be covered by the laws and regulations outlined by Companies House and the 
Charity Commission and will endeavour at all times to adhere to the company memorandum and articles of association. 
 
b. Policies & Procedures 
 
A number of policies have already been developed and are shown in Appendix H.  However, work is continuing to further 

develop the necessary policies, keeping in mind best practice and with support from Voluntary Action Oldham and 
Community Matters.  A manual will be compiled, detailing all the requirements for running Mellor House and will include 
all policies, procedures and a guide to the management and operation of activities including terms and conditions of 
occupation.  
 
c. Process Audit 
 
We are already a member of Community Matters and will apply to adopt their „pre-Visible‟ standard of quality 
accreditation.  We will work to achieve the standard with support and advice from Community Matters as soon as 
feasible. It has been recognised that in order to gain the necessary grants to refurbish Mellor House, LCAL will need to 
prove that the building is being managed efficiently. 
 
d. Financial Scrutiny 
 
On page 16 is a diagrammatic representation of the controls set to ensure that the company at all times is accountable 
and offers an open and honest policy with the financial security involved in the running of Mellor 
House.
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e. Management Structure 
 
Please see the diagram below detailing the company management structure.   
 

Lees Community Association Ltd 
 

Company Management Structure 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

Executive Committee 
(Made up of 7 Executive 

Directors): 

 

Oldham Brass Band 

(Lees) 

Management 

Committee 

Mellor House 

Committee 

Membership & Community  
Groups 

 

1 

2 3 

5 

4 
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The executive directors consist of the currently elected committee members of the Community Association and within that 
group, there will be named individuals to fulfil the role of Chairman, Secretary, Treasurer and Membership Secretary with a 
shadowing role for each of these positions. 
 
1. Executive  Committee  -  To ensure that we meet the statutory requirements, to act as the accountable body for the whole 
organisation, to supervise, oversee and co-ordinate and to make decisions on the various elements for which groups 2, 3 and 4 
are responsible.  To establish an annual programme of activities, working in partnership with local groups. 

 
2. Oldham Brass Band (Lees)   -  To undertake a programme of recruitment and training of musicians, to provide musical 
activities in connection with events in Lees village, to encourage and promote youth involvement.  To raise the profile of the 
village through taking part in local, national and international competitions. 
 
3. Management Committee  -  To organise an annual programme of events and community activities, to organise the work of 
volunteers, to carry out an annual programme of recruitment of members and volunteers.  To develop ideas with regard to 
fundraising. 
 
4. Mellor House Committee  -  To oversee the running of the day to day activities of Mellor House to ensure that the LCA meet 
the requirements necessary to implement the Business Plan. 
 
5. Membership & Community Groups  -  LCA have a lifetime membership of residents, businesses and anyone living, working or 
having any connection with Lees. 
 
The diagram on page 17 details lines of communication from the Executive Directors through the 3 main committee streams to 
the Membership and Community Groups. 
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5. Operations 

 
At the present time, information is not confirmed regarding the operations and services at Mellor House as the LCA Ltd is 
awaiting confirmation that the property is in their possession.  Once this has been gained, firm offers can be made to proposed 
occupants. 
 
Terms and conditions are being developed at present, although once the property has been transferred to the LCA, terms and 
conditions will be adapted to suit the needs of the specific user groups.  Legal support is being sought to ensure that all 
documentation supports both the user and LCA. 
 
Negotiations are underway with the Catering Manager who has submitted proposals for the type of service and provision – see 
Appendix E.  A CV and qualifications have been submitted to the EC and it is apparent that this person is highly skilled and 
currently working with children.  Spare time interests include working as a companion to the elderly and indicate that this 
person would be ideally suited to work in the Community Cafe, where various age groups would be made to feel welcome at all 
times.  Ideas include starting a Chat & Chill Session from 3pm until 5pm, where children could drop in after school to enjoy time 

with their friends, do their homework and enjoy a snack.  It is apparent that there is a particular gap in the market for this type 
of service and the Chat & Chill sessions would benefit those children whose parents work and may find themselves „home alone‟, 
and who may feel isolated.  A luncheon club for the elderly is another development that would benefit the many elderly 
residents of Lees and the surrounding area who may feel isolated and alone.  Research has shown that although Zion Methodist 
offer a similar service it is only one day per week, there is no other provision of a luncheon club for the elderly elsewhere in the 
area. 
 
The LCA is making enquiries into the possibility of part of the catering provision being set up as a Social Enterprise.  The 
provision of a Community Cafe would also give the chance to a disadvantaged person/persons who may be interested in pursuing 
a career in catering to access the necessary training. 
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6. FINANCE 

 

a. BUDGET OF EXPENDITURE - Based on figures supplied by Oldham Council and Age Concern UK. 
 

Year 2012 

No. Description Amount - 
£’s 

Notes 

1. Gas Supply 2,137 Reduction due to increase in insulation and 
improvement in boiler efficiency 

2. Electric Supply 1,650 Reduction of electricity costs have been recognised 
due to the fact that a Photo Voltaic will be installed 

3. Water Supply 700  

4. Security 2,000  

5. Repairs & maintenance 2,500  

6. Statutory servicing 1,750  

7. Building Insurance 750  

8. Property Council Tax 1,200 Charitable Status applied for 

9. Contingency items 1,000  

    

 LCA Overheads:   

10. Telephone 500  

11. Printing & stationery 200  

12. Cleaning materials 300  

13. Contracts and licences 1,500  

14. Out of pocket expenses for 
volunteers 

500  

15. Contingency items 800  

    

 TOTAL 17,487  
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Year 2013 

No. Description Amount - 

£’s 2013 

Amount 

- £’s 

Notes 

1. Gas Supply 2,245 2,137  

2. Electric Supply 1,735 1,650  

3. Water Supply 750 700  

4. Security 2,000 2,000  

5. Repairs & maintenance 2,500 2,500  

6. Statutory servicing 1,800 1,750  

7. Building Insurance 800 750  

8. Property Council Tax 1,250 1,200  

9. Contingency items 1,000 1,000  

     

 LCA Overheads:    

10. Telephone 525 500  

11. Printing & stationery 210 200  

12. Cleaning materials 300 300  

13. Contracts and licences 1,500 1,500  

14. Out of pocket expenses for volunteers 500 500  

15. Contingency items 800 800  

     

 TOTAL 17,915 17,487  

     

 

 
 

Year 2014 

No. Description Amount - 

£’s 2014 

Amount 

- £’s 

Notes 

1. Gas Supply 2,350 2,137  

2. Electric Supply 1,820 1,650  

3. Water Supply 790 700  

4. Security 2,100 2,000  

5. Repairs & maintenance 2,500 2,500  

6. Statutory servicing 1,900 1,750  

7. Building Insurance 840 750  

8. Property Council Tax 1,300 1,200  

9. Contingency items 1,200 1,000  

     

 LCA Overheads:    

10. Telephone 550 500  

11. Printing & stationery 220 200  

12. Cleaning materials 350 300  

13. Contracts and licences 1,600 1,500  

14. Out of pocket expenses for volunteers 550 500  

15. Contingency items 900 800  

     

 TOTAL 18,970 17,487  

 



 

 

22 
 

 

Year 2015 

No. Description Amount - 

£’s 2015 

Amount 

- £’s 

Notes 

1. Gas Supply 2,475 2,137  

2. Electric Supply 1,900 1,650  

3. Water Supply 830 700  

4. Security 2,150 2,000  

5. Repairs & maintenance 2,600 2,500  

6. Statutory servicing 2,000 1,750  

7. Building Insurance 925 750  

8. Property Council Tax 1,360 1,200  

9. Contingency items 1,300 1,000  

     

 LCA Overheads:    

10. Telephone 600 500  

11. Printing & stationery 230 200  

12. Cleaning materials 370 300  

13. Contracts and licences 1,600 1,500  

14. Out of pocket expenses for volunteers 600 500  

15. Contingency items 1,000 800  

     

 TOTAL 19,940 17,487  

 

 

Year 2016 

No. Description Amount - 

£’s 2016 

Amount 

- £’s 

Notes 

1. Gas Supply 2,600 2,137  

2. Electric Supply 2,100 1,650  

3. Water Supply 870 700  

4. Security 2,200 2,000  

5. Repairs & maintenance 2,700 2,500  

6. Statutory servicing 2,100 1,750  

7. Building Insurance 1,000 750  

8. Property Council Tax 1,450 1,200  

9. Contingency items 1,400 1,000  

     

 LCA Overheads:    

10. Telephone 650 500  

11. Printing & stationery 250 200  

12. Cleaning materials 400 300  

13. Contracts and licences 1,650 1,500  

14. Out of pocket expenses for volunteers 600 500  

15. Contingency items 1,000 800  

     

 TOTAL 20,970 17,487  

 

N.B.  We have made an assessment of usage for gas and electricity based on the square metre rate of the building and current 
provider charges. 
 
A new boiler, which is required by law to run 95% efficient would result in a reduction of gas consumption even based on past 
consumption. 
 
5 yearly cash flow 
 
Increased cost beyond year 2012 is based on assumptions of cost of living increases.
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b.   BUDGET OF INCOME  -  Based on preliminary investigations of rental 

costs. 
 

Year 2012 

Item Space offered Income - £‟s Notes 

1. Large Office 7,000 Based on information 

supplied by proposed 

occupant  

2. Small Office 1,000 Possible use by PCSO‟s – 

improvement to security 

3. Large Function Room: 

Private Functions 
Community Activities 

Practise Room for Lees Brass Band  

 

5,000 Estimated – open to 

negotiation £100 per week x 
50 allowed. 

4. Kitchen Facilities 7,200  

5. Rental of Roof for PV 100  

 TOTAL 20,300  

 

 

Year 2013 

Item Space offered Income - £‟s 2013 Income - £‟s Notes 

1. Large Office 7,200 7,000 Based on information 

supplied by proposed 
occupant  

2. Small Office 1,000 1,000 Possible use by PCSO‟s – 

improvement to security 

3. Large Function Room: 
Private Functions 

Community Activities 

Practise Room for Lees Brass Band  
 

5,500 5,000 Estimated – open to 
negotiation £100 per 

week x 50 allowed. 

4. Kitchen Facilities 7,500 7,200  

5. Rental of Roof for PV 100 100  

 TOTAL 21,300 20,300  
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Year 2014 

Item Space offered Income - £‟s 2014 Income - £‟s Notes 

1. Large Office 7,500 7,000 Based on information 

supplied by proposed 

occupant  

2. Small Office 1,000 1,000 Possible use by PCSO‟s – 
improvement to security 

3. Large Function Room: 

Private Functions 
Community Activities 

Practise Room for Lees Brass Band  

 

6,000 5,000 Estimated – open to 

negotiation £100 per 
week x 50 allowed. 

4. Kitchen Facilities 7,500 7,200  

5. Rental of Roof for PV 100 100  

 TOTAL 22,100 20,300  

 

 

 
 

Year 2015 

Item Space offered Income - £‟s Income - £‟s Notes 

1. Large Office 7,500 7,000 Based on information 

supplied by proposed 
occupant  

2. Small Office 1,200 1,000 Possible use by PCSO‟s – 

improvement to security 

3. Large Function Room: 
Private Functions 

Community Activities 

Practise Room for Lees Brass Band  
 

6,000 5,000 Estimated – open to 
negotiation £100 per 

week x 50 allowed. 

4. Kitchen Facilities 7,700 7,200  

5. Rental of Roof for PV 120 100  

 TOTAL 22,520 20,300  
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Year 2016 

Item Space offered Income - £‟s 2016 Income - £‟s Notes 

1. Large Office 7,800 7,000 Based on information 

supplied by proposed 

occupant  

2. Small Office 1,200 1,000 Possible use by PCSO‟s – 
improvement to security 

3. Large Function Room: 

Private Functions 
Community Activities 

Practise Room for Lees Brass Band  

 

6,000 5,000 Estimated – open to 

negotiation £100 per 
week x 50 allowed. 

4. Kitchen Facilities 7,800 7,200  

5. Rental of Roof for PV 120 100  

 TOTAL 22,920 20,300  

 

It is also anticipated that each year an amount of funding will be raised by events and activities arranged by the LCA and in 
partnership with Oldham Brass Band (Lees).  A conservative figure of £3,000 per annum is suggested. 
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7. Marketing Strategy 
 

A Marketing Strategy is being developed, but in the meantime publicity will be through local newspapers, local radio stations 
and on the village website: www.leesvillage.org  
 
It is planned to develop a brochure, which will promote the facilities at Mellor House.  Discussions are also underway with a 
Media group. 
 
LCA have the support of a volunteer from their membership who, working in liaison with the Company Secretary, will feed 
information regarding Mellor House through the social networking sites i.e. facebook and twitter. 

http://www.leesvillage.org/
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8. FUNDRAISING STRATEGY 
 
Review of the past/current situation 
 
The LCA has been successful in obtaining and managing funding from a variety of sources for its activities. These include the 
Community Fund, Saddleworth & Lees District Partnership, Local Councillor Funding, Community Foundation for Greater 
Manchester and Manchester Guardian Charitable Trust.  This funding has helped support events, such as the Village Fair, 
Christmas Lights Switch-on/Santa‟s Grotto and the annual Arts, Poetry & Craft competition which is held between all the local 
schools.  As each event raised funds, these were used to help finance the next event/activity eg. Funds raised at the Village Fair 
will help purchase gifts for the Christmas Lights/Switch-on/Santa‟s Grotto. This a free event as a thank you to the community 
for their support over the past year.  The LCA also has experience in raising unrestricted funds through community fundraising 
and have obtained corporate support with cash gifts and prizes donated regularly. Membership donations are also used to raise 
further funds for the Association.  Several Tombola Stalls are held throughout the year both at LCA events and also events 
arranged at Lees Library and OMBC‟s Leesbrook Fun Day. Other funding streams have also been accessed and support has been 
given by Saddleworth Round Table and the Netgain Scheme (Groundwork) which provided stationery and IT equipment. 

 
Reviewing the LCA’s Approach 
 
During the completion of the Business Plan for Mellor House and the development of financial information, it has become 
apparent that the LCA‟s approach to funding would need to become increasingly strategic, with a longer term view being taken.  
It has been agreed that the LCA need to develop a more strategic approach to sustainable funding.  Further to information 
gained from NCVO‟s Funding workshop, the LCA will explore diverse options in order to secure enough funds to ensure that 
Mellor House Community Centre has a sustainable and viable future. 
 

a. Gift Giving 

Research into voluntary donations is planned, this option would require a direct approach to some local businesses who may 

be able to offer support, not only in cash but in kind i.e. supply of equipment to help refurbish Mellor House.  Initially, 
special events could be organised specifically as a fundraiser and with support from our partners, Oldham Brass Band (Lees) 
concerts organised to raise funds.  New membership fees would also provide a small annual income and the Executive 
Committee would be active in developing the membership. 
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b. Grant Funding 

This type of funding is recognised as perhaps not achieving the sustainability required to provide a secure future for Mellor 

House.  However, with a clear and strong approach to what is required to develop a successful Community Centre for Lees, 
applications to specific funders would be made.  As Mellor House is a building of significant historical importance, it is 
anticipated that a request to the Heritage Lottery Funding amongst others would be made.  It has also been recognised that 
the partnership with Oldham Brass Band (Lees) will open up other sources of funding to support the needs of the young 
people in the Band.  A monitoring and evaluation procedure will be carried out to provide the necessary information required 
by any possible funder. 
 
c. Services 

Provision of services by the LCA, i.e. hiring of rooms, Family celebrations, supply of catering services hold the potential for 
raising funds.  These would require a contract with the parties concerned and would be open to everyone, within the 
charitable aims of the association. 

 
d. Open Market 

Mellor House, could act as a drop-in centre for walking groups and provide information – activity sheets, routes etc. (at a 
small charge) on nature treks in the area.  All these options would be open not only to the voluntary sector but also the 
public and private sector.  Research is to be carried out with Health Officials to determine the gaps which may exist in the 
provision of some essential services in the area and if successful this also would provide some permanent income.  It is also 
possible to provide an add-on facility of a learning centre, working in partnership with the local library to support those 
services already offered at Lees Library. 
 

The Way Forward 
 

The LCA understand that the various income streams will have to be managed in different ways and that a good relationship 
with potential funders is essential, with the aims and objectives of our association adhered to at all times.  The requirement for 
clear and accurate record-keeping is essential and the evaluation and monitoring of certain income sources will be carried out 
with precision. 
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The LCA feel that Mellor House provides a great potential for raising funds to cover the running costs and will use a variety of 
options in order to succeed with these.  It will continue to explore and develop their knowledge with a view to securing and 
managing their fundraising capability. 
 
The LCA await the outcome of their submission of the Business Plan to OMBC and in the event that the building becomes theirs 
to operate they will actively seek funding sources.  A sustainable funding action plan is included at Appendix F a. 
 



 

 

30 
 

9. Exit Strategy 
 
An Exit Strategy has been part developed.  It will cover a managed closure should the building prove not to be financially viable. 
Final details of the process will be dependent upon the terms of the lease to be agreed  
 
Full consultation with OMBC as the main leaseholder will be undertaken prior to any agreements being reached. 
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10. Risk Analysis 
 
The management committee have carried out a SWOT Analysis (see a. below), a PESTLE Analysis (see b. overleaf) and developed 
a Triangle (see Appendix F.) outlining the Overall Aim, specific aims and the main objectives.  The risk identified will be 
minimised through policy and procedural processes that can only be finalised once the building has been transferred. 
 
a. SWOT Analysis  -  Situation being analysed: LCA‟S ACQUISITION OF MELLOR HOUSE AS A COMMUNITY CENTRE 
 
 

Strengths Weaknesses 
Provision of a service for the community. 

Volunteers able to run the centre. 
Available 7 days a week. 

A range of skills & abilities from those on the management committee. 

Hiring to appropriate people to produce majority of income on a permanent basis. 

Able to hire hall to raise extra funds – offering a quality location with provision of catering 
facilities. 

Central location. 

Easy to get to. 
Parking available. 

Working in partnership with groups who offer the necessary support. 

Adopting the required policies  and procedures to run a community centre. 

Lack of support from community. 

Not all skill areas are covered. 
Marketing opportunities are missed. 

Lack of funds – initially. 

Inability to delegate. 

Not able to supply events and activities already determined by LCA. 
Possible lack of commitment by certain committee members. 

Not all policies and procedures are in place. 

No line of succession as yet. 

 

Opportunities Threats 
To apply for the necessary grants to make this a building of distinction. 

To develop a Community Cafe in the Village Centre. 
To provide a centre that can be used for all  age groups and persuasions. 

To provide a place for the local brass band to practise. 

To develop a safe area for youngsters to use after school to meet with their peers. 

To arrange luncheon clubs for the elderly and isolated. 
To offer a facility where social, cultural and educational activities can be arranged. 

To market the building as a wonderful place to visit and enjoy the camaraderie. 

To use for meetings with partners and other agencies. 
To offer the building for use to provide parties and celebrations. 

 

OMBC cannot offer the facility to the LCA. 

Heads of Terms of Agreement can not be accepted. 
We do not receive the necessary support from the community. 

Not able to maintain the support of our volunteers. 

Health issues of Management Committee. 

Not able to acquire the necessary funding to provide the equipment  required 
to offer new technologies, services etc. 

Unable to sustain a financially viable Community Cafe. 

Unidentified building problems. 
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b. PESTLE ANALYSIS 
 
 

 

 

 
 

 

 
 

 

 
 

 

 

 
 

 

 
 

 

 

 
 

 

 
 

 

 
 

 

 

 
 

 

 
 

 

 

Needs Analysis 
 

A full needs analysis is shown at Appendix G b. which involved Springhead Community Centre as well as the Lees Library 
Community Hub to ensure that we work as a collective acting in concert in providing community facilities.

 What How this impacts the Organisation How will you respond 

Political Big Society The legislation is still under development.  
Possible in developing local framework 

Keep your costs down 
Networking 

Local government Changes in political and local priorities Keep an eye on changes and identify local response 

Economical Less Money Council may sell assets 
Will cost to access smaller pots 

Think of different ways of making money work in 
partnership 

Fewer facilities Greater demand on existing supply Opportunity to expand 

Social Demographic changes Increase in elderly population Think of suitable measures to encourage participation 

Young people After school provision Provide a supervised meeting venue 

Technological Increase in Social Media More pressure to communicate in different ways, 

data protection 

Find someone to take lead. 

Use of computers Need to provide WiFi facilities Incorporate with utility provision 

Legal Legal entity Many deals require an ability to sign as a body 

Tax liability will increase as income increases 

Set up a limited company 

Liability Greater use of the building will introduce new risks Carry out a risk assessment 

Environmental External influences Rise in cost of fuel Consider greater levels of insulation 

Increase controls on systems 
Consider alternative energy use 

Internal influences Waste management Check on commercial waste requirements 

Ensure maximum recycling 
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Appendix A 

LEES COMMUNITY ASSOCIATION – working on behalf of Lees Village 

and the surrounding area. 

Constitution 
 

1.0 Aim  
   
1.1 To promote Lees village and the surrounding area as a good place to live and work, encouraging community cohesion and 

active involvement in order to develop good facilities and amenities so that the general health and well-being of the 
community is improved. 
 

2.0 Objectives 
 
2.1 To act as a focal point for activities in Lees village and the surrounding area. 
2.2 To develop good communication in the community on all matters affecting it. 
2.3 To ensure members of the community have opportunities to participate and have a voice in community affairs in a non-

political and non-sectarian manner. 
2.4 To support and assist individual members or groups in the community as determined by the Service Committee. 
2.5 To acquire through lease, rent or outright purchase such assets as would enable the association to fulfil its aim.  Such 

acquisitions must receive prior approval of the service committee. 
 
3.0 Membership 
 
3.1 All residents of Lees and the surrounding area over the age of 18 shall be eligible for membership. 
3.2 Anyone who works in Lees shall also be eligible for membership together with any other party at the discretion of the 

Service Committee. 
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3.3 The Service Committee retains the right to refuse membership providing that their decision is not based on 
discrimination such as race, creed, gender, disability or any other prejudice. 

3.4 The Service Committee may by unanimous vote and for good reason terminate the membership of any individual, 
provided that the individual concerned shall have the right to be heard by the Service Committee, accompanied by a 
friend, before a final decision is made. 

3.5 That subscription for membership shall be £5 per household which is a lifetime subscription - one member per household 
will have a voting right. 

3.6 The subscription for any business shall be £5 which is a lifetime subscription - one member per business will have a 
voting right. 

3.7 The word member, referred to elsewhere in this constitution, is defined as anyone who has paid the annual subscription 
and is therefore a registered voting member according to 3.3 and 3.4. 

3.8 Any member wishing to resign from the association should give one week‟s written notice to the Service Committee. 
3.9 The annual subscription per member (one per household or per business) will fall due on 1st January each year.  Any 

changes to the level of subscription will be agreed at the AGM. 
 
4.0 Management 
 
4.1 A Service Committee of not less than 3 members and not more than 10 people shall be elected by members to run the 

Association. 
4.2 Members of the Service Committee shall be elected for 1 year at the annual general meeting (see 6.0 etc. below). 
4.3 The Service Committee shall include a Chair, Secretary, Membership Secretary and Treasurer.  No person shall hold one 

specific officer role for more than 5 years. 
4.4 In the event of a Service Committee member wishing to resign mid term, one month‟s written notice shall be given to the 

Service Committee. 
4.5 If any Service Committee member leaves mid term, another member may be co-opted onto the Service Committee.  The 

Service Committee may also co-opt up to 3 additional members if they consider that the co-opted person has a special 
contribution to make. 

4.6 The Service Committee may fill a vacancy by co-option between Annual General Meetings.  The term of office of the co-
opted member will cease on the day of the following annual meeting. 

4.7 The Service Committee shall arrange no less than 3 Service Committee meetings per annum. 
4.8 The Service Committee shall arrange no less than 3 members‟ meetings per annum.  One of these will be the Annual 

General meeting, which will be immediately followed by a members‟ meeting. 
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4.9 At least 14 days‟ notice of meetings shall be given to members. 
4.10 Members wishing to include an item on the agenda should submit details to the Chair no later than 3 days before the 

meeting.  Those items will be discussed under any other business at the discretion of the Committee. 
4.11 The Service Committee shall appoint working groups to look in detail at specific issues for the membership and can co-opt 

non-Service Committee members or non-members, if deemed appropriate, to such working groups.  Such working groups 
shall report back and be responsible to the Service Committee 

4.12 The Service Committee will ensure minutes of both Service Committee and members‟ meetings are taken and made 
available to members.  

4.13 Only registered members shall be eligible to vote at member‟s meetings or the Annual General meeting when a majority 

vote will be carried.  The Chair will only vote in the event of a tie when s/he will have the casting vote. 
4.14 A Service Committee meeting shall be deemed quorate when at least 3 Service Committee members are present.  All 

other meetings shall be deemed quorate irrespective of the number of members present provided 3 Service Committee 
members are present. 

4.15 A member of the Service Committee shall cease to hold office if they are absent without permission from three 
consecutive committee meetings and the Service Committee resolve that their office is to be vacated. 

4.16 In furtherance of the objectives but not otherwise the Service Committee shall have the powers to do all such lawful 
things as are necessary for the achievement of the objectives. 

4.17 The Service Committee may establish sub-committees to help them further the work of the Group, providing the sub-
committees report back fully at each Service Committee meeting. 

 
 
5.0 Personal Interest  
 
5.1 No member of the Service Committee shall receive remuneration or personal benefits.  They may receive reasonable out 

of pocket expenses and group members who are also on the Service Committee may take part in the activities 
legitimately provided at the group in order to meet its objectives. 

 

6.0 Finance 
 
6.1 The Service Committee shall ensure financial expenditure is in line with the aims of the Association. 
6.2 The financial year shall coincide with the calendar year. 
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6.3 The Treasurer shall set up a bank account in the name of the Association.  There will be three signatories from the 
Service Committee, two of whom must sign each cheque. 

6.4 The Treasurer shall keep proper accounts of the finances of the association and shall give a financial report at every 
meeting. 

6.5 The accounts will be independently examined at the end of the calendar year. 
 
7.0 Annual General Meeting 
 
7.1 Members will be given no less than 21 days‟ notice of such meeting each year. 

7.2 At the meeting the following matters will be dealt with: 
7.2.1 The Chair‟s Reports; 
7.2.2 Presentation of the association‟s accounts for the year ending 31st December including any proposal regarding 

annual subscriptions. 
7.2.3 Election of Officers and committee members of the Association. 
7.2.4 Any proposals for changes to the constitution will have been sent to members with the notice of the meeting. 

 
8.0 Extraordinary General Meetings 
 
8.1 An extraordinary general meeting can be called by any 5 members to deal with a specific matter.  The meeting will be 

convened as soon as practicable by the Service Committee. 
 
9.0 Changes to the Constitution 
 
9.1 Changes to the constitution can only be made at an Annual General Meeting or an Extraordinary General Meeting.  Any 

changes shall be sent by the Service committee to all members prior to the meeting.  Such changes shall require a two-
thirds majority of the registered members present and will include at least 3 members of the Service Committee. 

 

10.0 Dissolution 
 
10.1 If the Service Committee, by a simple majority, deems it advisable to dissolve the Association, it shall call a full meeting 

of members. If the decision is confirmed by a two-thirds majority of registered members present, the assets of the group 
shall be transferred to a charity or charities determined at that meeting. 
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11.0 General 
 
11.1 Any matter not specifically provided for in this Constitution and concerning the Association shall be decided by the 

Service Committee. 
 
November, 2008. 
 
Signed by:..................................................................................................Chairman 

 
Signed by:..................................................................................................Secretary 
 
Signed by:..................................................................................................Treasurer 
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APPENDIX B. 
 
 

Budget requirements of essential works 
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Appendix B 
Budget requirements for essential works 
 
No. Description Quantity Budget Cost £ Comment 

1. Front Door replacement 1  1,000  

2. Back Door Frame replacement 1  250  

3. Side Window replacement 2 500  

4. Air bricks 4 600  

5. Building work to create access below 
floor 

1 sq. m. 400  

6. Building work to create access to 
roof 

1 sq. m. 750  

7. Repair of stone flags on roof – as 
required 

 Item 650  

8. Replacement roof over kitchen 18 sq. m. 3,000  

9. Main roof insulation 168 sq. m. 2,500  

10. Replacement of rainwater gutters 35 l.m. 550  

11. Upgrade boiler Item 2,800  

  12. Kitchen requirements: Cooker 
service/clean, wall covering, 
stainless steel shelving, sink unit, 
Fridge, Freezer, dishwasher 

  
 

15,000 

 

  SUB TOTAL 28,000  

13. Legal Costs  3,500 Based on quotation from 
solicitor 

  TOTAL 31,500  
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APPENDIX C. 
 
 

Budget Refurbishment Costs 
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Appendix C 
Budget  Refurbishment Costs 
 
Item No Work required Approx 

Cost £ 

1. Replacement flooring, carpets & underlay to certain 
areas: 
Large Office 
Small Office 
Large Lounge (part)- cleaning, adjustment & refit 
Other flooring for Cafe Area,  
  Hall 

  Bathrooms as required. 
  Kitchen 
Cleaning of some carpets (if required) 

 
 

475 
180 
250 
350 
250 

50 
300 
200 

2. Painting & Decorating (all areas including external) 
 

2,800 

3. Provision of Furniture: 
Tables, Chairs, Storage Units, Office Furniture 

 
1,000 

4. Provision of Linen: 
Tablecloths, Serviettes 
Curtaining 

 
1,500 

5. Provision of Kitchenware: 

Cutlery, Utensils, Pans & Cookware 
Crockery 

 

750 

6. Partitioning 5,000 

7. Cleaning all garden areas/landscaping work 750 
 

 TOTAL 13,855 

Please note that figures from Appendix B and Appendix C have not taken into account information from the full survey, which as 
yet, has not been provided.   
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APPENDIX D. 
 
 

Building usage and user groups 
 

a. Room Hire Charges 
i. Example of Income to cover costs 

b. Hiring Agreement 
b. Hiring Agreement – Catering Manager 
c. Memorandum of Understanding – Oldham Brass Band (Lees) 

c. Application for Temporary Notice 
d. Application for Licensed Bar 
e. Information Document for Hirers 
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Appendix D 
LARGE OFFICE Monday Tuesday Wednesday Thursday Friday Saturday Sunday 

Morning Private Usage     Occasional for 
MP‟s Surgeries 

 

Afternoon        

Evening        

SMALL OFFICE For use as Storage space or drop-in for PCSO‟s 

Morning        

Afternoon        

Evening        

LARGE LOUNGE Part use as Community Cafe/Partitioned Area for use by various other user groups – see chart below 

Morning 10 am – 12noon 
Mother & Toddler 
Group 

12  – 2pm 
Luncheon Club  

 12  – 2pm 
Luncheon Club 

 10 am – 12 
noon 
Monthly Film 
Club 

 

Afternoon  
3 – 5pm Chat & 
Chill Sessions 

 
3 – 5pm Chat & 
Chill Sessions 

 
3 – 5pm Chat & 
Chill Sessions 

 
3 – 5pm Chat & 
Chill Sessions 

 
3 – 5pm Chat & 
Chill Sessions 

Available for 
Private 
Functions 

Available for 
Private 
Functions 

Evening 5.30 – 7.30pm 
Slimming Group 
8 – 10pm  
Brass Band 

 
 
8 – 10pm  
Brass Band 

 
 
8 – 10pm  
Brass Band 

5.30 – 7.30pm 
Slimming Group 
8 – 10pm  
Brass Band 

Available for 
Private 
Functions 
Gourmet Nights 
1 per month 

Available for 
Private 
Functions 

Available for 
Private 
Functions 

 
KITCHEN 
FACILITY 

       

Morning  10am until     10 am until 12 
noon 

 

Afternoon 5pm       

Evening As and when 
required 

      

 
In the event that the large office is not used as a long term let, other options for its use are being explored i.e. Meeting room, 
Computer suite/Study Centre. 
A volunteer rota system will be in place to ensure that the building is closed when required.  Opening of the Centre will be the 
responsibility of the Catering Manager. 
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As the LCA has not yet received a timescale for taking over Mellor House we are unable to provide full details on terms of 
occupation, although we are working with Community Matters on developing appropriate terms and conditions. 
Until we have contracts in place, with those interested parties who wish to make use of the building, their details i.e. names, 
addresses will remain confidential.  However, the LCA will forward full information to Jane Pickering at OCAS who has agreed to 
act as an intermediary between the LCA and OMBC.  She will confirm to the Council that she has received full information from 
the LCA according to the criteria in the Draft Community Asset Transfer Toolkit. It is hoped that this option, will be accepted by 
OMBC. 

USER GROUPS 
CLIENT TIME REQUIRED NOTES 

Private User 5 days per week Options are being explored.  

Drop-in Office/Storage Ad-hoc 7 days per week  PCSO‟s for use as drop-in office. 
LCA would use for admin. Storage. 
Lees Brass Band utilise the space to store their 
equipment. 

User groups: 
Client A – Lees Community Association 
Client B - Lees Brass Band 
Client B – Slimming Group 
Client C – Art Class 
Client D – Yoga/Pilates 
Client E – Mother & Baby Group 
Client F – Chat & Chill for teens 
Client G – Over 60‟s group 
Client H – Practise Room for Choir 

5 days a week 10am until 5pm for Community 
Cafe 
 

If required user groups would use the partitioned 
area to carry out their various activities. 
Some times and dates have yet to be agreed 

Catering Manager – Client (I) 5 days a week 10am til 5pm for Community Cafe There is an opportunity for the Catering Manager 
to also cater for the Private Functions held at 
Mellor House 

Private Functions/Community Events As and when required A booking system will be used to ensure that the 
centre will be run efficiently. 
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Appendix D a. 
Room Hire Charges – Mellor House 

Long Term Rates 
Room Commercial Rates 

per hour 
Community Rates per 

hour 
Capacity Time 

Lounge & Cafe 
Area 

£35 £25 80 seated 9.00am - 7.00pm 

 £40 £30  7.00pm – 1.00am 

Lounge Area £25 £15 60 seated 9.00am – 7.00pm 

 £30 £20  7.00pm – 1.00am 

Large Office £15 £10 20 seated 9.00am – 7.00pm 

 £20 £15  7.00pm – 1.00am 

Discounts (weekdays) are available for long term users after a 3month qualifying period. 
1 hour to 14 hours per week   -   Discount 10% 
15 hours or over per week   -    Discount 20% 

Occasional Hire Rates (Saturday & Sunday) 
  Saturday Sunday  

Lounge & Cafe 
Area 

User Groups £25 for 1st hour £25 for 1st hour £10 each subsequent hour 

Other Hirer £30 for 1st hour £30 for 1st hour £10 each subsequent hour 

Lounge Area User Groups £15 for 1st hour £15 for 1st hour £10 each subsequent hour 

Other Hirer £20 for 1st hour £20 for 1st hour £10 each subsequent hour 

Large Office User Groups £10 per hour £10 per hour  

Other Hirer £15 per hour £15 per hour  

Terms & Conditions for Room Hire 

New User Groups will not be eligible for discounts during their first 13 weeks of use.  The 13 week period will be used to: a) Let the user 
group decide whether the facilities are suitable for them and b) Provide time for the management committee to ascertain if the user group‟s 
activity is appropriate for the community centre. 
Mellor House Management Committee will be responsible for and confirm all long term hire agreements 
A minimum hire period of 1 hour will apply. 
If the time of the original booking overruns into another hour, then the higher rate for the room will be charged. 
If refreshments are required by User Groups these should be pre-booked. 
If required, it will be necessary to book equipment for which a charge may be incurred. 
In the event of private functions/celebrations, arrangements can be made with the Catering Manager to provide refreshments. 
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Appendix D a. (1.) 
 

Example of Income to cover costs – Year 2012 
 
 
Total running costs per summary      £17,487 
 
Less Hire of Kitchen Facilities      £  7,487 
          _______ 
 
  Total of costs to recover from hire of rooms:  £10,000 
 
Based on 46 weeks/year x 5 days = 230 days which equates: 
 
To £43.48  per day 
 
Say £50.00  per day 
 
Therefore based on Room Hire charges in Appendix D a.  
 
= Cafe/Lounge - 2 hours/day 

 
Or 
 
 Large Office - 4 hours/day 
 
Or 
 
 Lounge  - 4 hours/day 
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Appendix D b. 
 

 

MELLOR HOUSE Hiring Agreement 

 

DATED ………………………………………….. 

 

PARTIES 

 

1) Lees Community Association acting by its Executive Committee (‘The Association’)  

2) The person or organisation named in clause 1.3 (‘the Hirer’). 

 

AGREED as follows: 

 

1. In consideration of the hire fee described in clause 1.4, the Association agrees to permit the Hirer to use the premises 

described in clause 1.5 for the purpose described in clause 1.6 for the period(s) described in clause 1.1.  The details inserted 

in sub-clauses 1.1 to 1.6 below and the responses to the questions in Clauses 1 and 2 are terms of this agreement.  This 

Hiring Agreement includes the annexed Standard Conditions of Hire and the Special Conditions of Hire (if any) set out in the 

attached Schedule. 

 

1.1 Dates(s) required: 

 

Day(s) ……………………………………….. Month  …………………………………………        

 

Time required (Hours)  ………………….. From   …………………………………………                               

  

Preparation  ……………………………………….. 
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1.2 The Association 

 

(a) Registered Charity No 

 

 ………………………………………………………………………..   

  

(b) Authorised Representative1    

        Address 

 

 ………………………………………………………………………..  

 

 ………………………………………………………………………..   

 

1.3 The Hirer 

 

(a) Name  

    ……………………………………………………………………….. 

 

(b) Organisation  

    ……………………………………………………………………….. 

 

(c) Name of Organisation’s 

 Authorised Representative  

 

……………………………………………………………………….. 

 

  

                                         
1
 This person may be designated otherwise as the ‘Secretary *of the Association+’, ‘Bookings Secretary’, etc, as appropriate.  This and all following text will need to be amended appropriately.  
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Address     

 

……………………………………………………………………….. 

     

            

……………………………………………………………………….. 

 

 Contact Telephone Number(s) 

 

    ……………………………………………………………………….. 

 

1.4 Hire Fee 

 

    £…………………………………………………………………….. 

 

Deposit 

 

 £…………………………………………………………………….. 

 

The Hirer shall pay as deposit at least one third of the cost of the booking, the balance of the booking fee being payable on 

or before the conclusion of the event for which the premises are hired (the deposit having been paid on the signing of this 

Agreement). 

 

Balance 

 

 £…………………………………………………………………….. 

 

Special deposit 

 

 £…………………………………………………………………….. 
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This special deposit will be refunded within 28 days of the termination of the period of hire provided that no damage or loss 

has been caused to the premises and/or contents nor complaints made to the Association about noise or other disturbance 

during the period of the hiring as a result of the hiring. 

 

Balance 

 

 £…………………………………………………………………….. 

 

Payable on or before the conclusion of the event for which the premises are hired (the special deposit having been paid on 

the signing of this Agreement). 

 

Commercial Use?   Yes / No 

 

 

1.5 Premises 

 

Whole of building   Yes / No 

  

If part of building please specify  

 

 .…………………………………………………………………….. 

 

 .…………………………………………………………………….. 

 

 .…………………………………………………………………….. 

 

Storage of equipment  

 

 .……………………………………………………………………...…………………………………………………………………….. 
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Car parking  Yes / No     How many vehicles?  

 

 ……………………………………… 

 

1.6 Purpose/description of hiring 

  

…………………………………………………………………………………………………………………………………… 

 

…………………………………………………………………………………………………………………………………… 

 

Will this be a public or private event? Public / Private 

 

1.7 Is food to be provided at the event? Yes / No 

 

2. The Association has a Premises License and other permissions2 authorising the following regulated entertainment and 

licensable activities at the times indicated. Please confirm which licensable activities will take place at your event: 

 

Activity - tick or cross in relevant columns. The Hall is 
licensed for: 
[must be 
completed by 
the 
Association] 

Times for 
which the 
activity is 
licensed: 
[must be 
completed by 
the 
Association] 

Indicate activities to take place at this 
event [must be completed by the Hirer] 

a.  The performance of plays    

b.  The exhibition of films    

c.  Indoor sporting events    

                                         
2
 For information on licensing of premises for the different purposes listed in the following table, see Community Matters technical guidance notes ‘The Licensing Act 2003’, ‘Alcohol in Community Buildings’, 

‘Copyright Compliance’ and information sheet ‘PRS: Music in Community Buildings’. 
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Activity - tick or cross in relevant columns. The Hall is 

licensed for: 
[must be 
completed by 
the 
Association] 

Times for 

which the 
activity is 
licensed: 
[must be 
completed by 
the 
Association] 

Indicate activities to take place at this 

event [must be completed by the Hirer] 

d.  Boxing or wrestling entertainment    

e.  Performance of live music    

f.  Playing of recorded music    

g.  Performance of dance    

h.  Entertainment similar to those in a – g    

i.  Making music    

j.  Dancing    

k.  Entertainment similar to those in i – j    

l.  Provision of hot food / drink after 11 pm    

m.  Sale of alcohol to all adult users of the 
building.3 

   

 

2.1 Have you indicated at 2(m) that alcohol will be available at your event?      

 

Yes / No 

 

If you answer yes to the above question, you will need to seek written permission from the Association in order for a bar to 

be provided by or arranged with the Association's Designated Premises Supervisor or for a Temporary Event Notice to be 

given for the event. The Association will require you to complete a separate form detailing your requirements.4 

 

2.2  The hirer agrees not to exceed the maximum permitted number of people per room including the 

                                         
3
 NOTE that a Club Premises Certificate permits provision of alcohol only to members of the club and their guests (or otherwise  as spelled out in the Club Rules and/or as detailed in the provisions of the Certificate).  

Wider sale of alcohol may be permitted either by a Temporary Event Notice (TEN) or by a Premises License, either or both of w hich may apply to the premises alongside a Club Premises Certificate.  For more 

information, see technical guidance note ‘The Licensing Act 2003’. 
4
 Forms 1 and/or 2 below. 

 



 

 

55 
 

organisers/performers. 

 

Lounge & Cafe 80 

Lounge 60 

Large Office 20 
 

2.3 Where a licensable activity will take place, the hirer hereby acknowledges receipt of a copy of the conditions of the 

Premises License and/or operating Schedule for the premises, in accordance with which the hiring must be undertaken, and 

agrees to comply with all obligations therein. 

 

2.4 The centre has / does not have [delete as appropriate] a license with the Performing Right Society for the performance 

of copyright music. 

 

2.5  5In order to hold a licensable activity on the premises or on part of the premises not covered by the hall’s Premises 

License, or where a hall does not have a Premises License, a Temporary Event Notice (TEN) will need to be given to the 

licensing authority.  The Hirer shall obtain the written consent of the Management Committee on the form provided for this 

purpose before giving the licensing authority a TEN.  Failure to do so will result in cancellation of the hiring without 

compensation because there is a limit on the number of TENs which can be granted annually for any premises.  Lack of co-

operation could affect future fundraising by the hall Management Committee and other local voluntary organisations. 

 

3. The Hirer agrees with the Association to be present (by the Hirer’s authorised representative, if appropriate) during 

the hiring and to comply fully with this Hire Agreement. 

 

4. It is hereby agreed that the Standard Conditions of Hire, together with any additional conditions imposed under the 

Premises License (see clause 2.3) or that the Association deems necessary, shall form part of the terms of this Hiring 

Agreement unless specifically excluded by agreement in writing between the Association and the Hirer. 

 

5. None of the provisions of this Agreement are intended to or will operate to confer any benefit pursuant to the 

                                         
5
 See Note 3 above. 
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Contracts (Rights of Third Parties) Act 1999 on a person who is not named as a party to this Agreement. 

 

As Witness the hands of the parties hereto: 

 

Signed by the person named at 1.2(b) above, duly authorised, on behalf of the Association: 

 

…………………………………………………………………………………………………………………………………… 

 

[Please note that signatures do not need to be witnessed]. 

 

Standard Conditions of Hire 

 

These standard conditions apply to all hiring of the Association’s premises. If the Hirer is in any doubt as to the meaning of 

the following, the Bookings Secretary or other relevant person should immediately be consulted. 

 

1. Age  

 

The Hirer, not being a person under 18 years of age, hereby accepts responsibility for being in charge of and on the premises 

at all times when the public are present and for ensuring that all conditions, under this Agreement, relating to management 

and supervision of the premises are met. 

 

2. Supervision 

 

The Hirer shall, during the period of the hiring, be responsible for - 

 

 supervision of the premises, the fabric and the contents; 

 their care, safety from damage however slight or change of any sort; and 

 the behaviour of all persons using the premises whatever their capacity, including proper supervision of car parking 

arrangements so as to avoid obstruction of the highway. 
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As directed by the Association, the Hirer shall make good or pay for all damage (including accidental damage) to the 

premises or to the fixtures, fittings or contents and for loss of contents. 

 

3. Use of premises 

 

The Hirer shall not use the premises for any purpose other than that described in the Hiring Agreement and shall not sub-let 

or use the premises or allow the premises to be used for any unlawful purpose or in any unlawful way nor do anything or 

bring onto the premises anything which may endanger the same or render invalid any insurance policies in respect thereof 

nor allow the consumption of alcohol thereon without written permission. 

 

4. Gaming, betting and lotteries 

 

The Hirer shall ensure that nothing is done on or in relation to the premises in contravention of the law relating to gaming, 

betting and lotteries. 

 

5. Licensable activities 

 

The Hirer shall ensure that the Association holds a Performing Rights Society Licence which permits the use of copyright 

music in any form, e.g. record, compact disc, tapes, radio, television or by performers in person. If other licences are 

required in respect of any activity in the premises, the Hirer should ensure that they hold the relevant licence or the 

Association holds it. 

 

6. Public safety compliance 

 

The Hirer shall comply with all conditions and regulations made in respect of the premises by the Local Authority, the 

Licensing Authority, the hall’s Fire Risk Assessment or otherwise, particularly in connection with any event which constitutes 

regulated entertainment, at which alcohol is sold or provided, or which is attended by children. The hirer shall also comply 

with the Association’s health and safety policy6. 

 

                                         
6
 General Guidance on Health and Safety matters is in technical guidance note ‘Health and Safety in Community Buildings’ 
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(a) The Hirer acknowledges that they have received instruction in the following matters:7  

 

 The action to be taken in event of fire. This includes calling the Fire Service and evacuating the hall; 

 The location and use of fire equipment.  (Include diagram of location when handing over keys); 

 Escape routes and the need to keep them clear; 

 Method of operation of escape door fastenings; 

 Appreciation of the importance of any fire doors and of closing all fire doors at the time of a fire. 

 

(b) In advance of an entertainment or play the Hirer shall check the following items: 

 

 That all fire exits are unlocked and panic bolts in good working order; 

 That all escape routes are free of obstruction and can be safely used; 

 That any fire doors are not wedged open; 

 That exit signs are illuminated; 

 That there is no obvious fire hazard on the premises. 

 

7. Means of escape 

 

(a) All means of exit from the premises must be kept free from obstruction and immediately available for instant free 

public exit. 

 

(b) The emergency lighting supply illuminating all exit signs and routes must be turned on during the whole of the time 

the premises are occupied (if not operated by an automatic mains failure switching device). 

 

8. Outbreaks of fire 

 

                                         
7
   It is the responsibility of the Association’s Management Committee to ensure that such instruction has in fact been given.  This may be verbally (possibly including relevant demonstrations), in the form of a 

written leaflet, or in other appropriate way(s).  The lists (a) and (b) following in this clause should be considered carefully in relation to the circumstances of any particular building.  A more comprehensive list of 

possible matters is included in technical guidance note ‘Health and Safety: Fire Regulations & Checklists’, Appendix 2. 
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The Fire Service shall be called to any outbreak of fire, however slight, and details thereof shall be given to the Secretary of 

the Association [or state other relevant person]. 

 

9. Health and hygiene 

 

The Hirer shall, if preparing, serving or selling food, observe all relevant food health and hygiene legislation and regulations8. 

In particular dairy products, vegetables and meat on the premises must be refrigerated and stored in compliance with the 

Food Temperature Regulations. The premises are / are not [delete as appropriate] provided with a refrigerator and 

thermometer. 

 

10. Electrical appliance safety 

 

The Hirer shall ensure that any electrical appliances brought by them to the premises and used there shall be safe, in good 

working order, and used in a safe manner in accordance with the Electricity at Work Regulations 1989 and any subsequent 

legislation9. Where a residual circuit breaker is provided the hirer must make use of it in the interests of public safety. 

 

                                         
8
 For more information on provision of food, see technical guidance note ‘Food Safety and Food Hygiene’. 

9
 See Note 10 - p.5 above. 
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11. Insurance and indemnity 

 

(a) The Hirer shall be liable for: 

  

(i) the cost of repair of any damage (including accidental and malicious damage) done to any part of the premises 

including the curtilage thereof or the contents of the premises; 

(ii) all claims, losses, damages and costs made against or incurred by the Association, its employees, volunteers, 

agents or invitees in respect of damage or loss of property or injury to persons arising as a result of the use of 

the premises (including the storage of equipment) by the Hirer; and 

(iii) all claims, losses, damages and costs made against or incurred by the Association, their employees, volunteers, 

agents or invitees as a result of any nuisance caused to a third party as a result of the use of the premises by the 

Hirer and, subject to sub-clause (b), the Hirer shall indemnify and keep indemnified accordingly each member of 

the Association’s Management Committee and the Association’s employees, volunteers, agents and invitees 

against such liabilities. 

 

(b) The Association shall take out adequate insurance10 to insure the liabilities described in sub-clause (a)(i) above and 

may, in its discretion and in the case of non commercial hirers, insure the liabilities described in sub-clauses (a)(ii) and 

(iii) above. The Association shall claim on its insurance for any liability of the Hirer hereunder but the Hirer shall 

indemnify and keep indemnified each member of the Association’s Management Committee and the Association's 

employees, volunteers, agents and invitees against (a) any insurance excess incurred and (b) the difference between 

the amount of the liability and the monies received under the insurance policy. 

(c) Where the Association does not insure the liabilities described in sub-clauses (a) (ii) and (iii) above, the Hirer shall 

take out adequate insurance to insure such liability and on demand shall produce the policy and current receipt or 

other evidence of cover to the Association’s authorised representative.  Failure to produce such policy and evidence of 

cover will render the hiring void and enable the Association to rehire the premises to another hirer. 

 

The Association is insured against any claims arising out of its own negligence. 

 

                                         
10

 For general information on insurance matters, see technical guidance note ‘Insurance for Community Organisations’.  For further help with insurance needs, contact Community Matters. 
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12. Accidents and dangerous occurrences 

 

The Hirer must report all accidents involving injury to the public to the Association’s Authorised Representative (named in 

1.2 of the Hiring Agreement) or, failing that, to a member of the Association’s Management Committee as soon as possible 

and complete the relevant section in the Association’s accident book. Any failure of equipment belonging to the Association 

or brought in by the Hirer must also be reported as soon as possible.  Certain types of accident or injury must be reported11.  

The Authorised Representative will give assistance in making this report.  This is in accordance with the Reporting of Injuries, 

Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR)12. 

 

13. Explosives and flammable substances 

 

The Hirer shall ensure that: 

 

(a) Highly flammable substances are not brought into, or used in any part of the premises and that; 

 

(b) No internal decorations of a combustible nature (e.g. polystyrene, cotton wool) shall be erected without the consent of 

the Association.  No decorations are to be put up near light fittings or heaters. 

 

14. Heating 

 

The Hirer shall ensure that no unauthorised heating appliances shall be used on the premises when open to the public 

without the consent of the Association.  Portable Liquefied Propane Gas (LPG) heating appliances shall not be used. 

 

                                         
11

 There is now a simple reporting system where all incidents may be reported to a single point. All accidents, diseases and dangerous occurrences may be reported to the Incident Contact Centre.  

Incidents can be reported by any of the following routes:  

•  Telephone 0845 3009923 

•  Internet - by completing the relevant form on the HSE website   

•  By completing the relevant hard copy form and sending by facsimile - 0845 3009924  

•  By post to: 

Incident Contact Centre,Caerphilly Business Park, Caerphilly, CF83 3GG 
12

 For more Information, see technical guidance note ‘Health and Safety in Community Buildings’. 
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15. Drunk and disorderly behaviour and supply of illegal drugs 

 

The Hirer shall ensure that in order to avoid disturbing neighbours and to avoid violent or criminal behaviour, care shall be 

taken to avoid excessive consumption of alcohol.  Drunk and disorderly behaviour shall not be permitted either on the 

premises or in its immediate vicinity.  Alcohol shall not be served to any person suspected of being drunk nor to any person 

suspected of being under the age of 18.  Any person suspected of being drunk, under the influence of drugs or who is 

behaving in a violent or disorderly way shall be asked to leave the premises. No illegal drugs may be brought onto the 

premises. 

 

16. Animals 

 

The Hirer shall ensure that no animals (including birds) except guide dogs are brought into the premises, other than for a 

special event agreed to by the Association.  No animals whatsoever are to enter the kitchen at any time. 

 

17. Compliance with the Children Act 1989 and subsequent legislation, including work with 

vulnerable adults13 

 

The Hirer shall ensure that any activities for children under eight years of age comply with the provisions of The 

Children Act of 1989 and subsequent legislation, and that only fit and proper persons who have passed the 

appropriate Criminal Records Bureau (CRB) checks have access to the children. Checks may also apply where 

children over eight and vulnerable adults are taking part in activities.  The Hirer shall provide the Association with 

a copy of their CRB Check and Child Protection Policy on request. 

 

18. Fly posting 

 

The Hirer shall not carry out or permit fly posting or any other form of unauthorised advertisements for any event 

taking place at the premises, and shall indemnify and keep indemnified each member of the Association’s 

                                         
13

 For more information, See technical guidance notes ‘Safeguarding Children and Young People ‘, ‘The Criminal Records Bureau‘ and ‘The Vetting and Barring Scheme‘ 
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Management Committee accordingly against all actions, claims and proceedings arising from any breach of this 

condition.  Failure to observe this condition may lead to prosecution by the local authority. 

 

19. Sale of goods 

 

The Hirer shall, if selling goods on the premises, comply with Fair Trading laws and any code of practice used in 

connection with such sales. In particular, the Hirer shall ensure that the total prices of all goods and services are 

prominently displayed; as shall be the organiser's name and address, and that any discounts offered are based 

only on Manufacturers’ Recommended Retail Prices. 

 

20. Film shows 

 

Children shall be restricted from viewing age-restricted films classified according to the recommendations of the 

British Board of Film Classification. Hirers should ensure that they have the appropriate copyright licences for 

film14. 

 

21. Cancellation 

 

If the Hirer wishes to cancel the booking before the date of the event and the Association is unable to conclude a 

replacement booking, the question of the payment or the repayment of the fee shall be at the discretion of the 

Association.  The Association reserves the right to cancel this hiring by written notice to the Hirer in the event of: 

 

(a) the premises being required for use as a Polling Station for a Parliamentary or Local Government election or by-

election 

(b) the Association reasonably considering that 

(ii) such hiring will lead to a breach of licensing conditions, if applicable, or other legal or statutory requirements, or 

                                         
14

 See technical guidance note ‘Copyright Compliance’. 

 



 

 

64 
 

(iii) unlawful or unsuitable activities will take place at the premises as a result of this hiring 

(c) the premises becoming unfit for the use intended by the Hirer 

(d) an emergency requiring use of the premises as a shelter for the victims of flooding, snowstorm, fire, explosion or 

those at risk of these or similar disasters. 

 

In any such case the Hirer shall be entitled to a refund of any deposit already paid, but the Association shall not be liable to 

the Hirer for any resulting direct or indirect loss or damages whatsoever. 

 

22. End of hire 

 

The Hirer shall be responsible for leaving the premises and surrounding area in a clean and tidy condition, properly 

locked and secured unless directed otherwise, and any contents temporarily removed from their usual positions 

properly replaced; otherwise the Association shall be at liberty to make an additional charge. 

 

23. Noise 

 

The Hirer shall ensure that the minimum of noise is made on arrival and departure, particularly late at night and 

early in the morning.  The Hirer shall, if using sound amplification equipment, make use of any noise limitation 

device provided at the premises and comply with any other licensing condition for the premises. 

 

24. Stored equipment 

 

The Association accepts no responsibility for any stored equipment or other property brought onto or left at the 

premises, and all liability for loss or damage is hereby excluded. All equipment and other property (other than 

stored equipment) must be removed at the end of each hiring, or fees will be charged for each day or part of a 

day at the hire fee per hiring until the same is removed. 

 

The Association may use its discretion in any of the following circumstances: 



 

 

65 
 

 

(a) Failure by the Hirer either to pay any charges in respect of stored equipment due and payable or to remove the same 

within 7 days after the agreed storage period has ended; 

(b) Failure by the Hirer to dispose of any property brought on to the premises for the purposes of the hiring.  This may 

result in the Association disposing of any such items by sale or otherwise on such terms and conditions as it thinks fit, 

and charge the Hirer any costs incurred in storing and selling or otherwise disposing of the same. 

 

25. No alterations 

No alterations or additions may be made to the premises nor may any fixtures be installed or placards, decorations 

or other articles be attached in any way to any part of the premises without the prior written approval of the 

Authorised Representative. The Hirer must remove all such articles at the end of the hiring unless otherwise agreed 

with the Association. Any unauthorised articles left on the premises will be disposed of by the Association as it thinks 

fit. The Hirer will make good to the satisfaction of the Association any damage caused by such installation and 

removal.  

  

26. No rights 

The Hiring Agreement constitutes permission only to use the premises and confers no tenancy or other right of 

occupation on the Hirer. 

 

27. Dangerous and unsuitable performances 

Performances involving danger to the public or of a sexually explicit nature shall not be given. 

 

Acknowledgment 

 

This Hiring Agreement is developed from a model prepared by Jonathan Dawson for ACRE (Action with Communities in Rural 

England).  Community Matters is grateful to both ACRE and Jonathan Dawson for their permission to use this material as 

adapted. 
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Appendix D c. 

 

Application for consent for a Temporary Event Notice to be given for an event at Mellor House Community Centre (‘The 

premises’). 

 

[A]  The premises are not licensed for the sale of alcohol 

 

OR [B] The premises are subject to a Club Premises Certificate that permits supply of alcohol only to members of the Club 

and their guests 

 

OR [C] The premises are licensed for the sale of alcohol subject to the conditions of the Operating Schedule15. 

 

I hereby apply to Lees Community Association for consent to give to the Licensing Authority a Temporary Event Notice to 

hold the following licensable activities at the hall on the following date(s), during the following hours and in the following 

location(s): 

 

Date(s): 

 

Time: 

 

Description of event: 

 

Licensable Activities: 

 

Location: Large Lounge Café  Large Office  Kitchen Entrance Hall Garden 

 

                                         
15

 Select Option A, B or C as appropriate.  NOTE that a Club Premises Certificate does not normally permit ‘sale’ of alcohol (whether to the public at large or other users of the premises), but only ‘supply’ of alcohol to 

members of the club and their guests.  Hence, an organisation whose premises are subject only to a Club Premises Certificate should select Option B. 
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I hereby undertake to comply with the provisions of the Licensing Act 2003 (and any regulations there under) as they relate 

to a Premises User holding a Temporary Event Notice (TEN) and to indemnify the Association’s management committee for 

any obligations there under. I undertake, in particular, to notify the Police Authority within the required time and not to allow 

the sale of alcohol to those aged under 18 or to those who are drunk or disorderly. 

 

Signed by the person named at 1.3 (a) or 1.3 (c) of the Hiring Agreement (duly authorised on behalf of the organisation 

named at 1.3 (b), where applicable): 

 

Name (in capitals):  

 

……………………………………………………………………………………………………………. 

 

Signature:  

 

…………………………………………………………………………………………………………… 

 

I hereby authorise the person named above to give a Temporary Event Notice to the Licensing Authority for the area for the 

event described above on the date(s), at the time(s) and in the location(s) specified above. 

 

Signed by the person named at 1.2 (b) of the Hiring Agreement, duly authorised, on behalf of the Association's Management 

Committee: 

 

Name:  

 

……………………..…………………………………………………………………………………… 

 

Signature:  

 

………………………………………………………………………………………………………….. 
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Appendix D d. 

 

Application for a licensed bar to be provided at an event at  Mellor House Community Centre 

(For use only where a Community Building is licensed for the sale of alcohol16). 

 

I hereby apply to Lees Community Association for ……………………………………………… (insert name of Designated Premises 

Supervisor) 

 

[A] to provide a licensed bar 

 

OR [B] to authorise the sale of alcohol by the following person (s) at the hall on the following date(s), during the following 

hours and in the following location (s): 

 

Date(s): 

 

Time: 

 

Description of event: 

 

Persons to be authorised to sell alcohol in accordance with the Licensing Act 2003: 

 

Location: Large Lounge Café  Large Office  Kitchen Entrance Hall  Garden 

 

Signed by the person named at 1.3(a) or 1.3(c) of the Hiring Agreement (duly authorised on behalf of the organisation 

named at 1.3(b), where applicable): 

 

Name: ………………………..……………………………………………… Signature: ……………………………………………………………………………….. 

                                         
16

 i.e., under an appropriate Premises Licence.  See Note 28 to Form 1 above. 

 



 

 

69 
 

I hereby agree to provide a bar for the event described above on the date(s), at the time(s) and in the location(s) specified 

above or authorise the persons named above to sell alcohol at the event described above, on the date(s), at the time(s) and 

in the location(s) specified above (delete as appropriate) 

 

Signed by the Designated Premises Supervisor appointed by Lees Community Association. 

 

Name:…………………………………………………………………………………………………. 

 

Signature: ..……………………………………………………………………………………….. 
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Appendix D e. 

 

Information document to be given to all hirers 

 

Opening and Closing the Community Centre 

 

[A]  The keys will be available from …………………………………………. and, after locking up, must be returned there immediately; 

 

OR [B]  The Centre will be opened for your hiring by …………………………. and will be closed for you at the time you have 

indicated. 

 

Please ensure that any outside caterers, contractors and bar staff are aware of the hire period and that they will not be able 

to enter before or leave after the hire period. 

 

Please telephone ……………………………………. in case of difficulty. 

 

Guests are expected to vacate the premises within fifteen minutes of the end of a licensed period. After midnight (unless the 

event is New Year’s Eve and alternative arrangements have been agreed and confirmed in writing on behalf of the 

Association) only those helping to clear up the community centre should be on the premises. Failure to comply with this will 

result in forfeiture of your deposit. 

 

Safety 

 

Smoking on the Premises is not permitted. 

 

In the event of a fire, the premises should be evacuated in an orderly manner using the appropriate exits, and the Fire 

Service called by dialing 999. 

 

The exact location of the nearest telephone, fire exits and fire extinguishers must be noted before the community centre is 

occupied and the manner of opening Fire Doors should be made known to your guests. (An example sketch plan showing 
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these is shown on the following page). 

 

Please use the trolleys provided for moving chairs and tables in order to avoid injury. Please stack chairs and tables in the 

storeroom in the manner shown on the notice. 

 

The Association’s health and safety file is kept in ……………………………………….. 

 

A first aid box is located in ………………………………………….. 

 

Power Circuits/Heating 

 

The heating controls are located ………………………………. Please let the booking secretary know if you need the community 

centre to be particularly warm or cold. Do not adjust individual radiators/heaters as this will result in the Centre being too 

cold or hot for subsequent users. The heating is timed to turn off at 10:30pm.  Other circuits are timed to turn off at 

11.45pm. Please warn your guests, band or disco of this. 

 

Centre Telephone 

 

[A]  The Centre telephone is located in ……………………………………...  This is for emergency use only and has a list of contact 

numbers beside it. 

 

OR [B] The Centre has no telephone and the nearest one is located at ……………………………,  so you are advised to bring a fully 

charged mobile telephone 

 for use in case of emergency. 

 

Car Parking 

 

The roads leading to the Centre are public roads and must not be obstructed. The Centre car park will accommodate 5 cars if 

they are parked sensibly. 
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Any overflow may park on St. John St for which there will be a charge 

 

Consideration for Others 

 

Please ask your guests to leave quietly at the close of your event. Car doors banging and loud talk in the car park are 

disturbing to local residents. 

 

Please do not use drawing pins or sellotape on the walls or other surfaces, use blu-tack if you need to put up notices or 

decorations. Do not fix decorations near light fittings or heaters. 

 

Please leave the Centre clean and tidy and leave waste in the bins outside or take it home17. In particular we require you to 

ensure table tops are disinfected and wiped clean before being stacked. 

 

Faults/ Damage/ Comments 

 

Please report as soon as possible to the booking secretary any faults or damage so that they can be rectified quickly. The 

Management Committee welcomes comments or observations that you may have about your hire of the Centre. 

 

Location and Use of Fire Equipment for Hirers 

 

[Attach appropriate diagram - the following is an example] 

                                         
17

 NOTE that your local Council may have particular requirements related to disposal of waste - in particular, concerning recycling and similar considerations.  This item may need re-wording to reflect local 

requirements.  If necessary, consult your council’s Environmental Health or other appropriate department.  
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APPENDIX E. 
 
 

Proposal for Catering 
 

a.  Business Plan (with LCA) 

b. C.V – Catering Manager (with LCA) 

c.  5 Year Cash Flow Forecast  (with LCA) 
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Appendix E 
 

Proposal for Catering Provision – Community Cafe 
 
Client I is keen to supply a catering provision and has provided the following plan for a Community Cafe to the Management 
Committee, this is an initial plan and will be discussed in full and amendments may be made.  A full timetable for opening times 
will be agreed and terms of agreement drawn up for this client.  Community Matters have supplied the management committee 
with information on Rules & Hiring Agreements. 
 

Times Provision Other information 
10am until 3pm Cream Teas i.e. Homemade scones, cream, jam, pot of 

tea/coffee 
 

 Homemade cakes & biscuits  

 Light Lunches: i.e. Homemade soup and sandwiches  

 Winter warmers i.e. Hot sandwiches/toasties/homemade 
soup/crumpets/toasted t-cakes hot chocolate/marshallows 

 

 Beverages: Tea, Coffee, Hot Chocolate, Milk Shakes, Cordial Emphasis will be on homemade produce 

3pm until 5pm Toasties, Toast, Milk Shakes, Soft Drinks plus Tea/Coffee Chat & Chill Session: 
This will be aimed at senior school children, perhaps whose 
parents work, to provide a place where they can socialize, do 
their homework etc. They will have a safe and warm environment 
where they can meet with their peers and enjoy a snack 

10am until 3pm OAP Special 
Cream Teas/Coffee 
Soup & Sandwiches, Crumpets 
Toast & Jam and Toasted T-cakes 

Tues & Thursday 

Evenings Gourmet Nights 1 per month 

   

 
Client I is an experienced cook who has been in the catering industry for over 20 years. Adept not only in preparation and  
presentation, current duties include ordering of stock, monthly reporting and working to a tight budget. A list of qualifications 

and certifications have been submitted to the LCA. Experience of working with children and also being a „companion‟ to the 
elderly on a voluntary basis suggests that Client I is an ideal candidate to provide this service. 
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APPENDIX F. 
 
 

TRIANGLE of Aims & Objectives 
 

a. Sustainable Funding Action Plan 
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APPENDIX F 

 

 

MELLOR HOUSE 
COMMUNITY CENTRE - 

LEES 

Overall aim 

Specific 
aims 

Objective 

To establish a  
Community Centre in 

Lees to facilitate social 

gatherings, 

accommodate events and 
foster greater community  

cohesion 

To increase 
opportunities for 

local music groups to 
meet, rehearse and 

perform 

To improve social 
and educational 

skills of the 
young people of 

Lees.  

To support the 

elderly 

To increase 
opportunity for 
local democracy 

 

To provide 
rehearsal space.   

To provide a 
venue for 

performances. 
  To provide a 
storage facility 

for equipment. 

To provide after 
school 

club/homework. 
  To provide a  

safe supervised 
social  meeting 

place   

To create a 
Community Cafe. 

To provide an 
exhibition space. 

To provide a venue 
for learning and 

local study 

To provide space 
for Councillor 

surgeries.   
To provide space 

for MP‟s meeting 
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MELLOR HOUSE – Sustainable Funding Action Plan        Appendix F a. 
 1. A strategic 

approach to 
funding 

2. Income 
diversity 

3. Financial 
Management 

4. Communicating 
Success 

5. External 
positioning and 
marketing 

6. Relationships 

a. What does your 
organisation do 
well? 

Funding applications 
for one off 
events/activities. 

Raising funds 
through events and 
activities. 

Maintains good 
financial record 
keeping & accounts 

Good contact with 
local press.  Regular 
contact with LCA 
membership through 
e-mail, community 
notice board, 
website. Information 
through VAO 
newsletter 

Regular press 
releases to Oldham 
Evening Chronicle, 
Oldham 
Advertiser, 
Saddleworth & 
Lees Guide.  
Updating of 
website to 
communicate 
success. 

Through partnership 
working a good 
relationship is 
maintained with local 
groups i.e. Library, 
Springhead F.C., Local 
Schools, PCSO‟s.  
Information from the 
various partners to 
those members on e-
mail.  

b. What does your 
organisation need 
to improve on ? 

Defining Strategic 
Objectives 

Using raised funds 
appropriately and 
possibly in a more 
efficient way than 
previously.  
Explore different 
ways of creating 
income 

To make use of  
Excel/other 
financial software in 
order to provide 
more appropriate 
financial 
accounts/records. 

Access/communicate 
with local radio 
station.  Make use of 
Social Media i.e. 
Facebook, Twitter 

Develop more 
formal documents 
i.e. brochure to 
promote 
community centre. 

Develop partnerships 
with community groups 
from other areas.  
Continue to work with 
Local Authority. 

c. What actions 
could you take? 

Work with 
Management 
Committee to 
develop Strategic 
Plan 

Continue to work 
on Business Plan 
highlighting 
various income 
streams 

Arrange training on 
specific financial 
systems 

Contact local Radio 
Station. Enquiries to 
be made with 
membership 
requesting a 
volunteer who could 
be responsible for 
develop contact 
through Social Media. 

Develop a high 
quality brochure.  
Check if any 
member has the 
necessary skills to 
produce brochure. 
Contact Media 
Group to help with 
promotion.   

Contact Voluntary 
Action Oldham and join 
Voluntary, Community 
& Faith Partnership. 

d. Who needs to 
be involved in 
this? 

Management 
Committee 

Management 
Committee & 
voluntary support 
organisations 

Treasurer & 
Company Secretary 

Website Designer & 
Volunteer 

Media Group, 
Marketing Officer 

Management 
Committee 
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APPENDIX G. 
 
 

DEMOGRAPHICS 
 

a. Ward Level Key Statistics 

b. Needs Assessment 
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 Appendix G a. 
 

Ward level Key statistics 
 
1. Population and families 
 
• The ward has an estimated population of 10,780, living in 4,620 households.1 
• The ward has a relatively low proportion of young people, with fewer than one in five (18.3%) aged under 16. This is below the 

Oldham average (22.2%) and the national average (18.7%). 
• Over one in six (16.9%) people living in The ward are aged 65 years and over, above the Oldham average (14.9%) and the 
national average (16.3%). 
• Less than three in ten (28%) households are one-person households, as is the case across Oldham (29.5%). 
• In The ward 14.9% of households are oneperson pensioner households, close to the Oldham average (14.7%). 
• The ward has the 4th lowest proportion of lone parent households with dependent children (5.5%), compared with 8.3% across 
Oldham. 
• For families claiming Child Benefit, The ward has the 3rd lowest proportion of families claiming for four or more dependent 
children (2.0%), compared with 7.3% 
across Oldham. 
 

2. Low incomes 
 
• In The ward, 5.8% of children are eligible for free school meals, the 3rd lowest proportion in Oldham (average 22.5%). 
• In The ward, around one in eleven people (8.7%) live in „income deprived‟ households and this compares with nearly one 
quarter (23.1%) across Oldham. 
• Around one in six (15.3%) older people live in „income deprived‟ households, though this is below the Oldham average (23.7%) 
and the national average (18.3%). 
• In The ward around one in ten (10.9%) children under 16 live in „income deprived‟ households and this compares with around 
three in ten (31.6%) children across Oldham and 22.4% across England. 
• The proportion of people in The ward living in income-deprived households has changed little between the Indices of 
Deprivation 2004 (ID2004) (8.1%) and the Indices of Deprivation 2007 (ID2007) (8.7%). This differs from both Oldham overall 
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(where the proportion of people living in income-deprived households increased from 18.1% in ID2004 to 23.1% in ID2007) and 
England (where the proportion of people living in income-deprived households increased from 13.9% to 15.6% in ID2007). 
• Within The ward, the proportion of children aged under 16 living in income-deprived households has changed little (10.6% in 
ID2004 and 10.9% in ID2007). The proportion of people aged 60 or over living in income-deprived households has increased 
slightly from 13.5% (ID2004) to 15.3% (ID2007). 
• Proportionally fewer ward residents (41%) than Oldham residents overall (54%) have concerns about their current financial 
situation. The proportion of residents concerned about not being able to afford necessities such as food and clothing (14%) is 
lower than the Oldham wide proportion (27%). 
• Fewer ward residents than Oldham residents overall say they cannot afford to: make savings of at least £10 a month (20%, 

compared with 35% Oldham-wide); have two pairs of waterproof shoes for all adult household members (5% compared with 16% 
Oldham-wide) or; have a one week annual holiday, not staying at home or with relatives (21% compared with 37% Oldham-wide).  
 

3. Economic activity and qualifications 
 
• The ward‟ claimant count unemployment rate (2.7%) is below the Oldham average (4.9%). 

• The ward has the 2nd lowest economic inactivity rate (28.0%) in Oldham, considerably lower than Oldham average of 35.1%. 
• The ward has the 3rd highest proportion (17.7%) of 16 to 74 year olds with level 4/5 (degree and higher degree level) 
qualifications in Oldham (average 12.9%) – but less than the average for England (19.9%). 
• More than a quarter (27%) of 16 to 74 year olds have no qualifications - less than the average (28.9%) for England. 
• The proportion of 16-18 year-olds in the ward who are not in education, employment or training (NEET) is 6.2%, below the 
Oldham average (6.5%). 
• More than nine in ten (92.7%) Oldham school pupils living in the ward achieved five or more A* to C grade GCSEs in 2010, the 
3rd highest rate in Oldham (average 78.7%). The proportion of pupils living in the ward achieving five or more A* to C grade 
GCSEs including English and Maths (57.3%) was above the Oldham average (50.7%). 
 

4. Housing and amenities 
 
• The ward has the highest proportion of owner occupier households (84.3%) compared with the Oldham average of 68.4%. 
• The ward has the 3rd lowest proportion of flat, maisonette or apartment housing (6.9%) compared with the Oldham-wide 
figure of 13.0%. 
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• A relatively small proportion (3.3%) households in the ward are „overcrowded‟, the 3rd lowest rate and well below the Oldham 
average (7.3%). The ward has the 5th lowest proportion of households without central heating (4.5%), also below the Oldham 
average (7.2%). 
• In the ward, 4.1% of properties are vacant (Oldham average 5.4%). 
• The proportion of ward residents (11%) who say they are unable to afford to keep their accommodation warm in winter is 
broadly in line with the Oldham-wide average (18%). 
• Home access to a computer (81%) and the internet (80%) are both higher than the Oldham-wide proportions (71% and 68% 
respectively). The proportion of residents with access to a landline (90%) is also above the Oldham average (81%).9 
• Proportionally fewer ward residents than Oldham residents overall say they cannot afford to: have household contents 

insurance (6%, compared with 16% Oldham-wide); repair or replace major electrical goods (26% compared with 38% Oldham-
wide); or replace worn out furniture (31%, compared with 43% Oldham-wide). 
 

5. Community safety, perceived problems and recorded crime 
  
• About two in three (65%) The ward residents feel safe when outside in their local area after dark, above the Oldham average 

(46%). 
• Proportionally fewer ward residents than Oldham residents overall say there is a problem in their local area with: people using 
and/or dealing drugs (18%, compared with 40% Oldham-wide); drunken or rowdy behaviour (21% compared with 30% Oldham-
wide); vandalism, graffiti and other damage to property (24%, compared with 36% Oldham-wide); rubbish and litter lying around 
(44% compared with 54% Oldham-wide) and noisy neighbours and loud parties (7% compared with 20% Oldham wide).  
• In the ward the assault with injury rate is 2.9 per 1,000 population, the 4th lowest in Oldham (average 6.1). 
• The ward has the lowest rate of serious violent crime (0.4 per 1,000 population) and the 4th lowest rate of serious acquisitive 
crime (20.8), compared to 1.1 and 20.8 respectively in Oldham. 
 

6. Health and care 
 
• Nearly one in five (18.5%) of all people and 8.0% of all working-age people have a limiting long-term illness or disability (LLTI) 
– compared with 20.3% and 10.1% of people, respectively, across Oldham. 
• The ward has the 3rd lowest percentage of people (9.4%) who describe their general health as „not good‟ and the 3rd highest 
percentage (69.2%) who describe their health as „good‟. In Oldham, 11.2% of residents describe their health as „not good‟, while 
65.7% describe it as „good‟.  
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• The ward has the lowest proportion of residents (19%) who say they have suffered nervous trouble or depression in the past 12 
months, below the Oldham average (29%). Among those affected, more (13%) have not seen a doctor about this than have done 
so (6%). 
• Around four in five (79%) residents in the ward are generally satisfied with their life, higher than the Oldham average (69%). 
• Around one in nine (11.1%) people in the ward provide unpaid care. This is the 8th highest percentage and compares to 
Oldham and national averages of 10.8% and 9.9% respectively.  
• In The ward the 15.6% claim rate for Attendance Allowance (AA) is the 3rd lowest in Oldham (average 19.4%) 
At 4.6%, the claimant rate for Disability Living Allowance (DLA) in the ward is the 3rd lowest in Oldham (average 6.7%) but close 
to the average for England (5.0%). 

• The teenage pregnancy rate in the ward13 is not significantly different to the rate for Oldham (44.2) but is lower than the 
national rate (40.4). 
• The infant mortality rate in the ward15 is lower than the Oldham rate (6.7) but is not significantly different to the national 
rate (4.7). 
• Life expectancy in the ward for males is higher than the Oldham average of 75.5 and for females it is also higher than the 
female average of 79.9. If you are born in The ward your average life expectancy will be 0.4 years less than the England average 
if you are male (77.9 years compared to 78.3 years) and 0.8 years less if you are female (81.5 years compared to 82.3). 
• The ward male mortality rate for all cancers (139 per 100,000)18 for under 75s is lower than the Oldham average for males 
(153 per 100,000) but higher than the England average (135 per 100,000)19 and the female rate (100 per 100,000) is lower than 
the Oldham average (131 per 100,000) and the England average (110 per 100,000). 
• The male mortality rate for circulatory diseases in under 75s in the ward (125 per 100,000)20 is lower than the Oldham rate 
for males (143 per 100,000) but higher than the England rate (107 per 100,000)21 and the female rate (43 per 100,000) is lower 
than the Oldham rate (68 per 100,000) and the England rate (47 per 100,000). 
• Estimated obesity prevalence (24.6%) is higher than the Oldham prevalence (23.7%) and the England prevalence (23.9%). 
• Estimated diabetes prevalence (3.7%) is lower than the Oldham prevalence (5.9%) and the England prevalence (5.4%). 
• The estimated prevalence of smoking among adults (aged 16 or over) is 23%, which is lower than both the Oldham (29%) and 
England (23.6%) prevalence. 
• The estimated prevalence of binge drinking for adults (aged 16 or over) is 23.2%, which is higher than both the Oldham (21.1%) 

and England (18%) prevalence.  
• The estimated prevalence of consumption of 5 or more portions of fruit and vegetables a day among adults (aged 16 or over) is 
20.6%, which is higher than the Oldham prevalence (19.5%) but lower than the England prevalence (26.3%). 
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Conclusions based upon the ward statistics 
 
In many respects the demographic, economic and health statistic for the area indicate an above average performance compared 
with the remainder of Oldham. The consequence of this is bound to be that the greater part of any effort by the Council and 
other bodies connected with the health, safety, education and welfare of residents is more likely to be directed to areas of 
greater deprivation. By implication the ward is bound to suffer as a consequence. It is with this in mind that the efforts of the 
Lees Community Association will be directed as far as their use of the facilities offered by Mellor House. 
  
There is a clear need to provide facilities for the young and the elderly to meet and socialise. There is a clear need to address 
the welfare requirements as far as parental support for children whose families are out at work. There is a need to maintain 
present levels of visibility of police officers in the area to ensure the continuance of the relatively low levels of crime and anti-
social behaviour. There is a need to provide space for residents to have artistic and musical activities.  
All these needs are not presently addressed by the facilities offered by the local authorities and it would be an expensive option 
for them to be provided without the voluntary efforts that Lees Community Association can muster. However, an essential 
prerequisite would be having the physical space to allow these activities to take place. 
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Appendix G b. 
 
 
Would you use Mellor House if it was transferred to Lees Community Association to run on behalf of residents? 

 
Yes: 44 
No: 6 
Don’t know: 1 
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Comment: The majority of people asked (86%) would use Mellor House if it was transferred.  

 
For what purpose would you use Mellor House? 

 
Social activities and meeting people: 31 
Young people’s activity: 11 
Parents groups: 8 
Learning activities: 7 
 



 

 

85 
 

0

5

10

15

20

25

30

35

Social activities Young people Parents Learning

 
Comment: The majority of respondents (61%) felt that they would use Mellor House as a venue for social activities. 21% said they 

would use it for young people’s activities.  
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What do you think the focus should be for the use of Mellor House? 
 
Community development/ activity: 24 
Activities for young people: 15 
Activities for older people: 3 
Family activity: 3 
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Comment: Nearly half of respondents (47%) thought the focus of Mellor House should be to develop community and community 

activities. 29% thought Mellor House should focus on young people.  
 
 
What facilities would you like to see provided at Mellor House? 

 
Café/ kitchen: 21 
Lessons and classes: 9 
Meeting facilities: 9 
Childcare/ parenting help: 6 
Games room: 6 
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Keep fit activities: 6 
IT facilities: 4 
Information hub: 2 
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Comment: The most popular wished-for facility by far is the café/ kitchen with 41% of respondents saying they would like to see 
this. ‘Lessons and classes’ and meeting facilities are next most popular, each with 18% of respondents mentioning them.  
 
 
Are the facilities above provided elsewhere in the area?: 
 

Yes: 19 
No: 18 
No answer 14: 
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Comment: The opinion of respondents was split on whether these facilities were available already. 37% of respondents thought 
the facilities were provided elsewhere, 35% thought they were not. 27% of people asked did not answer this question.  
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Age profile of respondents: 
 
12 and under: 1  
13 – 18: 3 
19 – 30: 3 
31 – 60: 23 
61+: 18 
No answer: 3 
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Comment: The age profile of respondents was overwhelmingly concentrated in the 31 and over age bracket. 80% of respondents 
were aged 31 or over (45% 31-60, 35% 61+). This is interesting given the importance given to younger peoples activities in earlier 
questions.  
 
Ethnic profile of respondents:  
 
White British: 45 
Black/ Black British: 1 
Dual heritage: 1 
No answer: 4 
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Comment: 88% of respondents asked were white.  
 
 
 
 
 
 
Page 91 details those signatories who showed their support for Mellor House to be made into a community centre 
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PETITION: Signed by petitioners between the 21st and 31st of October 2011 
Number Name Address 

1 J Collins Doctor House Farm 

2 M Swingley 37 Hilltop Drive 

3 T Osbaldeston 75 Ashtree Rd 

4 C Cordwell 29 Butterworth Street 

5 S Brown 14 Liskeard Ave 

6 N Davies 8 Hill View Close 

7 A M Bridgehouse 6 Barn Fold 

8 M Mistry Sainford Grove 

9 D Rogerson 25 Fife Ave 

10 M Price 25 Ellenhall Close 

11 T Duggan Spring Street 

12 S McCardle 9 Hawthorn Road 

13 S Khatun 73 Featherstall Rd North 

14 L Millerby 6 Kingston Rd 

15 M Bolton 82 New Earth Street 

16 J Daubney 27 The Sycamores 

17 P Hirst 109 Spring Lane 

18 T Kennedy 2 Sunnybank Lees 

19 L Stansfield 12 Glaisdale  
20 P Hampshire 10 Brooklet Close 

21 Cllr V Sedgwick 31 Lees Way 

22 R Atkinson 52 Spring Lane 

23 M Bette 30 Springmeadow Lane 

24 J Curley 10 Bainbridge Road 

25 M Smith 40 Thomas St 

26 C Whitehead 6 Birks Avenue 

27 J Newman 12 Beaufont Dr 

28 J Newman 12 Beaufont Dr 

29 V Howarth  29 Livingstone St 

30 B Gilbank 29 West St 

31 G Daubney 29 West St 

32 R Daubney 27 The Sycamores 

33 R Al Hamdani Victoria Mill 

34 C Penney 5 Booth St 

35 J Aynsley 122 Stamford Road 
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36 S Cosby 1 Mooredge Terrace 

37 A McGander 2 Glebe Lodge 

38 M Jones 5 Timpereley Fold 

39 D Cummatord 171 St John St 

40 J Hayan 33 Broadway 

41 R Eversley 8 Melville St 

42 K Davies 22 Sunny Bank 

43 P Bailey 8 Jacksons Mews 

44 H McCol 15 St Johns Court 

45 J Holden Huddersfield Rd 

46 J Dalton 3 Hopkin Mill 

47 A Walker 16 Thomas St 

48 C Sharp 5 Bradley Fold 

49 M Yates 41 Dovecote Lane 

50 T Birch 8 Rhodes Hill 

51 J Buckley 1 St Thomas Parade 

52 G Lees 16 Astbury Close 

53 M Will 2 St Thomas Parade 

54 K Jackson 3 Thomas Parade 

55 M Buckley 1 Springmeadow Lane 

56 E Bird 8 Thomas Parade 

57 H Brierley 2a Thomas Parade 

58 E Gibson 98 Redwood 

59 S Mould 631 Ashton Road 

60 J A Beamone 12 Kittington Close 

61 S Molloy  13 Williams Cres 

62 C Chadderton 5 Grosvenor Sq 

63 J Mahey Holtt 2 Camberwell Way 

64 C Ward 31 Delta Close 

65 S Howard 5 Smallbook road 

66 B A Warren 22 Sloane Ave 

67 R Casey  6 Country End Terrace 

68 N Murray 2 Nelson St 

69 P Cook 2 Nelson St 

70 D Flynn 10 Knowls Lane 

71 R Topham 2 Broadstone Ave 

72 A Thirsk Lees 
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APPENDIX H. 
 
 

Policies & Procedures 
 

a. Child Protection Policy 
b. Health & Safety Policy  -  in development 
c. Equal Opportunity Policy 
d. Vulnerable Adults Policy  - in development 
e. Conflict of Interest Policy – in development 
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Appendix H a. 
 

Lees Community Association 
Child Protection Policy 

 
 Lees Community Association believes that it is always unacceptable for a child or young person to experience abuse of any kind and 
recognises its responsibility to safeguard the welfare of all children and young people, by a commitment to practice which protects them. 
 
 
We recognise that: 

  the welfare of the child/young person is paramount 
 

  all children, regardless of age, disability, gender, racial heritage, religious belief, 
    sexual orientation or identity, have the right to equal protection from all types of 
    harm or abuse 
 

  working in partnership with children, young people, their parents, carers and their 
    agencies is essential in promoting young people‟s welfare. 
 
 
The purpose of the policy: 

 To provide protection for the children and young people who receive 
   Lees Community Association‟s services, including the children of adult members 
   or users. 
 

 To provide staff and volunteers with guidance on procedures they should adopt in 
    the event that they suspect a child or young person may be experiencing, or be at 
    risk of, harm. 
 
This policy applies to all staff, including senior managers and the board of trustees, 
paid staff, volunteers and sessional workers, agency staff, students or anyone 
working on behalf of Lees Community Association. 
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We will seek to safeguard children and young people by: 

  valuing them, listening to and respecting them 
 

  adopting child protection guidelines through procedures and a code of conduct 
    for staff and volunteers 
 

  recruiting staff and volunteers safely, ensuring all necessary checks are made and       
    new staff and volunteers have read and understood this policy 
 

  sharing information about child protection and good practice with children, 
    parents, staff and volunteers 
 

  sharing information about concerns with agencies who need to know, and 
    involving parents and children appropriately 
 

  providing effective management for staff and volunteers through supervision, 
    support and training 
 
We are also committed to reviewing our policy and good practice annually 
 
Definitions and Signs of Abuse 
 
Definition of Abuse 
For the purpose of our policy an abused child is any boy or girl, under 18 years of age, who has suffered from, or is believed likely to be, at 
risk of significant risk of physical injury, neglect, emotional abuse or sexual abuse. 
 
Sexual Abuse 
Definition 
Actual or likely sexual abuse / exploitation of a child or young person. Sexual abuse involves forcing or enticing a child or young person to 
take part in sexual activities, whether or not the child is aware of what is happening. The activities may involve physical contact, including 
penetrative (e.g. rape or buggery) and non-penetrative acts. They may include non-contact activities such as involving children in looking 
at, or in the production of, pornographic material or watching sexual activities, or encouraging children to behave in sexually inappropriate 
ways. 
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Signs 
Although these signs do not necessarily indicate that a child has been abused, they may help adults recognise that something is wrong. The 
possibility of abuse should be investigated if a child shows a number of these symptoms, or any of them to a marked degree: 
 

 Being overly affectionate or knowledgeable in a sexual way inappropriate to the    
     child's age 
 

 Medical problems such as chronic itching, pain in the genitals, venereal diseases 
 

 Other extreme reactions, such as depression, self-mutilation, suicide attempts,   
     running away, overdoses, anorexia 
 

 Personality changes such as becoming insecure or clinging 
 

 Regressing to younger behaviour patterns such as thumb sucking or bringing out  
     discarded cuddly toys 
 

 Sudden loss of appetite or compulsive eating 
 

 Being isolated or withdrawn 
 

 Inability to concentrate 
 

 Lack of trust or fear of someone they know well, such as not wanting to be alone with a babysitter or child minder 
 

 Starting to wet again, day or night/nightmares 
 

 Become worried about clothing being removed 
 

 Suddenly drawing sexually explicit pictures 
 

 Trying to be 'ultra-good' or perfect; overreacting to criticism 
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Physical Abuse 
Definition 
Actual or likely physical injury to a child, or failure to prevent physical injury (or suffering), to a child. Physical abuse may involve hitting, 
shaking, throwing, poisoning, burning or scalding, drowning, suffocating, or otherwise causing physical harm to a child. Factitious Illness 
may also constitute physical abuse 
 
Signs 
Although these signs do not necessarily indicate that a child has been abused, they may help adults recognise that something is wrong. The 
possibility of abuse should be investigated if a child shows a number of these symptoms, or any of them to a marked degree: 
 

 Unexplained recurrent injuries or burns 
 

 Improbable excuses or refusal to explain injuries 
 

 Wearing clothes to cover injuries, even in hot weather 
 

 Refusal to undress for gym 
 

 Bald patches 
 

 Chronic running away 
 

 Fear of medical help or examination 
 

 Self-destructive tendencies 
 

 Aggression towards others 
 

 Fear of physical contact - shrinking back if touched 
 

 Admitting that they are punished, but the punishment is excessive (such as a child being beaten every night to 'make him study') 
 

 Fear of suspected abuser being contacted 
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Emotional Abuse 
Definition 
The persistent emotional ill-treatment of a child such as to cause severe and persistent adverse effects on the child‟s emotional 
development. It may involve conveying to children that they are worthless or unloved, inadequate, or valued only insofar as they meet the 
needs of another person. It may involve causing children 
frequently to feel frightened or in danger, or the exploitation or corruption of children. Some level of emotional damage is involved in all 
types of ill-treatment of a child, though emotional abuse may occur alone 
 
Signs 
Although these signs do not necessarily indicate that a child has been abused, they may help adults recognise that something is wrong. The 
possibility of abuse should be investigated if a child shows a number of these symptoms, or any of them to a marked degree: 
 

 Physical, mental and emotional development delay 
 

 Sudden speech disorders 
 

 Continual self-depreciation ('I'm stupid, ugly, worthless, etc') 
 

 Overreaction to mistakes 
 

 Extreme fear of any new situation 
 

 Inappropriate response to pain ('I deserve this') 
 

 Neurotic behaviour (rocking, hair twisting, self-mutilation) 
 

 Extremes of passivity or aggression 
 
Neglect 
Definition 
The persistent failure to meet a child‟s basic physical and or psychological needs, likely to result in the serious impairment of the child‟s 
health or development. Neglect may occur during pregnancy as a result of parent or carer failing to provide adequate food and clothing, 
shelter including exclusion from home or abandonment, failing to protect a chid from physical and emotional harm or danger, failure o 
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ensure adequate supervision including the use of inadequate care-takers, or the failure to ensure access to appropriate medical care or 
treatment. It may also include neglect of, or unresponsiveness to, a child‟s basic emotional needs. 
 
Signs 
Although these signs do not necessarily indicate that a child has been abused, they may help adults recognise that something is wrong. The 
possibility of abuse should be investigated if a child shows a number of these symptoms, or any of them to a marked degree: 

 Constant hunger 
 

 Poor personal hygiene 
 

 Constant tiredness 
 

 Poor state of clothing 
 

 Emaciation 
 

 Untreated medical problems 
 

 No social relationships 
 

 Compulsive scavenging 
 

 Destructive tendencies 
 
Note: A child may be subjected to a combination of different kinds of abuse. It is also possible that a child may show no outward signs 
and hide what is happening from everyone 
 
Child Protection Procedures 
What to do if you suspect a child is being abused 
If a member of Lees Community Association‟s suspect that a child is being abused, they will seek advice from the designated child 
protection person. Who will help you decide what further actions should be taken. 
 
All members of Lees Community Association are aware of, and have contact details for, the designated child protection person 
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Knowing how damaging abuse is to children, it is up to the adults working with Lees Community Association to take responsibility for 
stopping it. 
 
See diagrams at the back of this policy. 
 
What we would do if a child engaging with Lees Community Association tells us about abuse 
 
We will aim to stay calm and be reassuring 
 
Find a quiet place to talk 
 
Believe in what you are being told 
 
Listen, but do no press for information 
 
Inform the child that you are glad that they have told you, but you will have to share this information with other professionals who will help 
to keep the child safe and the information confidential 
 
Inform the designated child protection person in the organisation. 
 
Contact the Child Protection Social Work Team and or the Police. 
 
Seek medical advice if required 
 
Complete reporting allegations or suspicions of abuse form (see appendix A & B) 
 
What to do if you have witnessed a child being abused 
 
Inform your designated child protection worker 
 
Contact the Child Protection Social Work Team and or Seek medical advice if required 
 
Seek medical advice if required 
 
Complete reporting allegations or suspicions of abuse form (see appendix C and D)  
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Remember: It is important that everyone in the organisation is aware that the person who first encounters a case of alleged or 
suspected abuse is not responsible for deciding whether or not abuse has occurred. That is the task for the professional child 
protection agencies following a referral to them of concern about a child. 
 

 
Achieving Positive Behaviour 
Punishment: Discipline or Abuse? 
 
One of the risk factors identified for abuse is the belief in and use of physical punishment as a form of discipline. 
 
Forms of „punishment‟ occur in family, community and educational settings. Learning from punishments and sanctions are an important part 
of development as it teaches us not to do the things that threaten our wellbeing or disrupt the balance of society, such as having a 
detention for not completing homework. Systems of rewards and 
punishments are often used by many to effectively teach and strengthen acceptable behaviour. However in some cases the punishment can 
be taken a step further and may become abusive. 
 
The danger often arises when the punishment is physical. Physical punishment includes: 

 Spanking, slapping, smacking with the hand 

 Striking with an object (e.g. belt, shoe, ruler, stick) 

 Forcing a child to kneel on hard objects (e.g. floor, pencils) 

 Forcing a child to hold an uncomfortable position (e.g. standing motionless) 
 
Research has found that physical punishment can lead to child aggression, delinquency and poor mental health. Physical punishment does 
not effectively deter the repetition of the undesirable behaviour; rather, it teaches children that violence pays, and may lead to aggressive, 
anti-social behaviour in later child/adulthood. Therefore it is suggested that positive, non-violent 
discipline is the key to better-behaved children, and by consequences, a better-behaved society. 
 
Frequently, physical abuse has been identified as a consequence of action taken by parents / carers to discipline a child. Thus, once adults 
give in to the use of physical punishment in their attempts to discipline a child, the likelihood of physical abuse occurring becomes very 
real. 
 
Alongside physical punishment is the use of emotional punishment to „teach them a lesson‟. Threatening language, belittling, ridiculing, 
insulting and humiliating a child for getting something wrong, verbal abuse and other such forms of emotional cruelty can be equally 
harmful for the development of the child, and equally developing emotional stability, by hindering mental, spiritual, moral and social 
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development. Physical punishment has the same damaging, negative impacts as physical abuse. The use of excessive physical/emotional 
punishment in educational setting in particular causes the child to become disaffected with the system, and anything related to it. The 
child does not gain any positives from the experience, and abandons any actions and behaviour associated with the experience, as soon as 
the possibility arises. This disaffection can last into adulthood 
 
Studies have also found that the consequences of abusive punishment have wider ramifications. Parents who have experienced physical / 
emotional methods of punishment are more likely to deal with their own children in the same way. Using excessive punishment as a 
disciplinary tool leads to the same psychological and behavioural maladjustment, and overt physical harm as abuse itself. 
 
The only way to avoid the danger of physical / emotional punishment turning into abuse is to explore more constructive, alternative 
approaches to discipline. Studies have found that punishment does not effectively deter undesirable behaviour; rather, 
alternative reinforcement methods are more effective. In other words, it works better to reward good behaviour and thus encourage its 
repetition than to punish wrong behaviour 
 
How to achieve positive behaviour 
 
Creating an environment which encourages and reinforces good behaviour 
 
Showing respect and consideration to each child and promoting responsibility and honesty 
 
Promoting self esteem, positive relationships and self discipline 
 
Responding consistently to both positive and inappropriate behaviour 
 
Reward good behaviour and praise as often as possible. 
 
Be consistent. 
 
Use positive language at all times. 
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Designated Child Protection Person 
 
The organisation‟s child protection policy and procedures should include the name of this person, their role and responsibilities and how 
they can be contacted. 
 
The person designated for Lees Community Association is Secretary,  Jenny Daubney, telephone number 0161 620 9098 who is 
knowledgeable about child protection and will undergo any training considered necessary to keep themselves updated on new 
developments. 
 
The role of the designated person is to: 
 

 Establish contact with the senior member of social work staff responsible for child protection in the organisation‟s catchment area. This 
should be a first step before an incident occurs. 

 

 Provide information and advice on child protection policy and procedures are implemented and followed and particularly to inform social 
work/health board of relevant concerns about individuals children. 

 

 Be aware of the Oldham Local Safeguarding Children Board Child Protection Procedures. 
 

 Ensure that appropriate information is available at the time or referral and that the referral is confirmed in writing, under confidential 
cover as quickly as possible (e.g. within 24 hours). 

 

 Liaise with children‟s service authorities and other agencies, as appropriate 
 

 Keep relevant people within the organisation, particularly the chief executive, head or leader of the organisation, informed about any 
action taken and any further action required, for example, disciplinary action against a member/s of staff. 

 

 Ensure that an individual case record is maintained of the action taken by the organisation, the liaison with other agencies and the 
outcome 

 

 Advise the organisation of child protection training needs and undertake training regarding child protection. 
 

 Deal with the aftermath of incident in the organisation 
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The designated person is responsible for acting as a source of advice on child protection matters, for co-ordinating action within the 
organisation and for liaising with health, children‟s services and other agencies about suspected or actual cases of child abuse. They may 
also be responsible for implementing child protection training within the organisation. 
 
The designated person/s within organisations should be aware of the Oldham Local Safeguarding Children‟s Board, the multi-agency child 
protection procedures and the Safeguarding Manager and Development Officer, LSCB. The Safeguarding Manager and the Development 
Officer, LSCB can be approached for advice about local child protection issues, training possibilities or general advice about the 
development of your child protection materials. Other organisations and forums, which can offer help, are within the appendix. 
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Appendix A Reporting Child Protection Concerns 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You have concerns about a child‟s welfare 

Discuss with manager and/or other senior colleague and designated child protection person 

Still have concerns No longer have concerns 

No further child protection 
action, although may need to act 

to ensure services provided 

Immediate strategy discussion 
between children‟s services, 
police and other agencies as 
appropriate 

Any Concerns Should be Reported Promptly to the Children’s Assessment 

Team tel: 0161 770 3790/3791 

Refer to children‟s services 
and/or police Follow up in 

writing within 48 hours 

Children‟s services feedback to 
referrer on the next course of 
action 

No further children‟s services 
involvement at this stage, 
although other action may be 

necessary e.g. onward referral 

Children‟s services acknowledge 
receipt of referral and decide on 
course of action within one 

working day 

Initial assessment required 

Concerns about child‟s immediate 

safety 
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Appendix B Reporting Child Protection concerns in relation to staff and volunteers 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You have concerns about the behaviour of staff or a volunteer in relation to the welfare of a child/children 

Discuss with supervisor/line manager and designated child protection person 

Supervisor/line 
manager not 
concerned but you 

remain so 

Refer to local 
Authority Designated 

Officer (0161 770 

8080) 

Manager considers all 

facts and information 

Concerns 
ongoing and 
they are in the 
category of child 

protection 

Concerns 
ongoing but not 
in category of 

child protection 

Any Concerns In Relation to Staff and Volunteers Should Be Reported 

Promptly to the Local Authority Designated Officer tel: 0161 770 8080 

Refer to children‟s 
services and/or police. 
Discuss suspension of 
worker/volunteer with 
investigating agencies 
while investigation 

ongoing 

Refer to 
Disciplinary 

procedure 
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Appendix C 
               
  Responding 2: Reporting allegations or suspicions of abuse 
 
Everyone in your organisation should be aware of the designated person 
within the organisation who should immediately always be informed of any 
concerns about a child being abused: 
 
Name:   Jenny Daubney  

 
Job/Role/Title Secretary 
 
Address  27 The Sycamores, Lees, Oldham, OL4 3JP 
 
Telephone no. 0161 620 9098 
 
And of appropriate contacts outside the organisation: 
 
Children‟s Assessment Team 
 
Address: Royton Town Hall, Rochdale Road, Royton, Oldham Telephone no. 0161 911 3730 
 
Emergency no. 
 
Police station Oldham Police Station 
 
Address 

 
Telephone no. 0161 872 5050   NSPCC Child Protection Helpline 0808 800 5000 Others 
 
Display when Completed 
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Appendix D 
 

Checklist for reporting suspected abuse 
 
Name of child 
 
Age and date of birth                                                    Ethnicity 
 
Religion                                                                First language 

 
Disability                                                              Any special factors 
 
Parent‟s/carer‟s name(s) 
 
 
Home address (and phone no. if available). 
 
 
 
Are you reporting your own concerns or passing on those of somebody else? 
Give details. 
 
 
Brief description of what has prompted the concerns: include dates, times etc. 
of any specific incidents. 
 
 

Any physical signs? Behavioural signs? Indirect signs? 
 
 
Have you spoken to the child? If so, what was said? 
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Have you spoken to the parent(s)? If so, what was said? 
 
 
Has anybody been alleged to be the abuser? If so, give details. 
 
 
Have you consulted anybody else? Give details. 
 

 
Your name and position. 
 
 
To whom reported and date of reporting. 
 
 
Signature 
                                                
USEFUL CONTACTS 
Oldham Local Safeguarding Children Board Child Protection 
Procedures 
www.oldham.gov.uk 
 
Safeguarding Manager / Development Officer, LSCB Unit 10 Whitney 
Court, Southlink Business Park, Oldham OL4 1DB 
Susan.Harrison@oldham.gov.uk 
 

 
Criminal Records Bureau, PO Box 91, Liverpool L69 2UH Helpline 
0870 90 90 811 
www.crb.gov.uk 
www.crbdisclosures.co.uk 

http://www.oldham.gov.uk/
http://www.crbdisclosures.co.uk/
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Children Assessment Team (Social Work) Royton Town Hall, 
Rochdale Road, Royton Oldham 
Cat.duty@oldham.gov.uk 
0161 911 3790/1 
 
NSPCC Child Protection Helpline 
0808 800 5000 
0800 056 0566 – deaf or hard of hearing 

0800 096 7719 – Asian Child Protection Helpline 
help@nspcc.org.uk 
 
Kidscape – Protecting children from abuse and bullying 2 Grosvenor 
Gardens, London SW1W 0DH 
020 7730 3300 
www.kidscape.org.uk  
Helpline 0845 120 5204 
 
The Churches‟ Child Protection Advisory Service, Part of PCCA 
Christian Child Care PO Box 133, Swanley, Kent BR8 7UQ 
www.ccpas.co.uk  
www.pcca.co.uk 
 
The Muslim Parliament of Great Britain, 109, Fulham Palace Road, 
London W6 8JA. 
www.muslimparliament.org.uk 
 
 
 
 
 
 

mailto:Cat.duty@oldham.gov.uk
mailto:help@nspcc.org.uk
http://www.kidscape.org.uk/
http://www.ccpas.co.uk/
http://www.pcca.co.uk/
http://www.muslimparliament.org.uk/
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GUIDANCE FOR SAFER RECRUITMENT & SELECTION INTRODUCTION 
 
 
Safe employment processes go beyond recruitment to include an organisation‟s ethos about safeguarding children. 
 
 A safe employment process will help promote a safe culture generally, and complement other „safety‟ elements such as health 
and safety and security issues, such as access to buildings. 
 
Recruiting the best volunteer to your organisation not only help to reduce the risk to children and young people, it also helps to 

raise standards overall. It ensures that even more care is taken amongst those working in an environment which brings staff into 
contact with children and young people 
 
Our organisation recognises the importance of Safeguarding when we recruit and select staff and volunteers, we do this by: 
 
 
Developing Procedures for Safe Employment – The beginning to end process 
 
Role Description / Person Specification 
 
Before the job is even advertised consider the role of the volunteer / staff member, the skills and qualities which will be 
necessary to become a volunteer / staff member in your organisation and what kind of person is most suited to the post to 
support the safeguarding agenda. 
 
Ascertain what level of contact the volunteer / staff will have with either children/vulnerable adults. 
 
Think about some specific behaviours, attitudes and values regarding 
safeguarding children and young people which you can incorporate 

into: 
 

 The job description / person specification 
 

 An advert or advertising material 
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 Your criteria for short listing 
 

 Your planned interview questions or selection methods 

 
 
Advertisement / Recruitment Publicity 
 
The words and messages used in recruitment campaigns, your organisation‟s literature, and the expectations of your volunteers 
staff, will do a lot to make safeguarding a reality. People who want to do harm are more likely to operate in places where it is 
made easy for them. 
 

 Include information about the safe and secure environment you provide for the children and young people 

 

 Make it explicit that the wellbeing of children and young people is high on your agenda 
 

 Explain to volunteers that safeguarding controls are in place 

 

 Volunteer / staff adverts and promotional publicity should state that a CRB check is required for the role of the volunteer 
 

 When talking to parents reinforce the safeguarding message 
 

 Have a clear statement within adverts / publicity about the organisations commitment to safeguarding 

 

 Plan and monitor the campaign 
 
Application Form / Response 
Ensure your application form ask prospective volunteers / staff to: 
 

 Supply names of two references that are not family members, ideally the current or most recent employers (preferable 
covering the past 5 years of employment) 
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 Supply their National Insurance number and / or proof of eligibility to work in the UK 
 

 Declare past convictions or cases pending 

 

 Indicate their interests and any other voluntary activities in which they are involved 
 
CRB enhanced check (develop a procedure for undertaking CRB’s) 
 
 

That all staff and volunteers are signed up to „Guidance for Safer Working Practice for Adults who work with Children and Young 
People‟ (2007 AGA) 
 
A copy of the Child Protection Procedure is being sent out when people request to be a volunteers / staff. 
 
Selection 
Undertake a brief interview with the perspective volunteers / staff, see guidance questions for an informal interview to 
ascertain the volunteers / staff opinions of children / young people, also check all documentation regarding the volunteers / 
staffs identity and relevant qualifications. 
 
CRB enhanced are undertaken following a successful interview (see guidance for clarification). 
 
References are checked following a successful interview 
 
Induction 
 
 The induction needs to include: 
 

 Roles and Responsibilities of the volunteers / staff. 

 Awareness about child protection procedures. 

 A discussion around the „Guidance for safe working practice for adults who work with children and young people‟ once the 

volunteers / staff understands the guidance then they should sign a copy which then goes on file. 
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 Inform the volunteers / staff who is the designated / named child protection officer and what their role consists of 

 Inform the volunteers / staff who the senior manager for allegations against people working with children and young people is 

and the Local Authority Designated Officer (LADO) and what their roles are. 

 Make the volunteers / staff aware of your organisations complaints procedure, the whistle-blowing policy and Anti- Bullying 
Policy 

 
Training 
 

 Ensure the volunteers / staff undertakes the E-Learning training package on basic child protection awareness – 

www.oldham.gov.uk/lscb-home / telephone Stephanie Davern 0161 770 8087 
 
Supervision 
 
Agreed regular supervision depending upon the nature of work /volunteering should take place. Including observations of the 
volunteers / staffs work. 
 
 
Monitoring and Evaluating the Process. 
 
Oldham Local Safeguarding Children Board has developed a Compact which has a self-evaluation toolkit attached, that all 
voluntary groups can sign up to and use to evaluate their organisation/agency/group annually. If your organisation has 
implemented all the safeguarding standards it will be rewarded with a kite mark from the Oldham Local Safeguarding Children 

Board. 
 
Once you have received a Safeguarding Children Kite Mark your organisation will be placed on the Oldham LSCB Website data-
base for parents and carers to access, so they are aware that your organisation is taking the appropriate measures to safeguard 
children. 
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INFORMAL INTERVIEW QUESTIONS 
 
Interview Questions for Volunteers. 
 
 

 Tell us about any experiences that have been difficult for you when working with children or young people and how you 

handled them. 
 

 Tell us how you respond to aggression or young people who are especially challenging. 
 

 Suppose you are working with a young person who confided heir worries that they might be gay. How would you respond? 

 

 Tell us how you go about advising a young person about exual matters, especially if, in law they are under 16 years old. 
 

 How would you respond to a young person who confides in you that they have been sexually abused? 
 

 What would you do if a young person informs you that they are being bullied? 
 

 Could you explain about any unaccounted for periods in your job history? (If this is appropriate) 
 

 Any other questions that are appropriate to the role of the volunteer. 
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Appendix H c. 

 

Lees Community Association 

EQUAL OPPORTUNITIES POLICY 
 

Statement of Intent 

 

The purpose of this equal opportunities policy is to set out clearly the action that Lees Community Association intends to undertake in order to 
combat direct and indirect discrimination in volunteering policy, management of the organisation and its service delivery. 
 
Lees Community Association is actively opposed to all forms of discrimination on the grounds of: 

Age     Caring responsibilities 
Class     Disability 
Gender    HIV Status 
Long term illness   Marital status    
Race                                                   Nationality 
Religion    Sexuality 

 

The term “Lees Community Association” refers to Trustees, members and volunteers of this organisation including its managed 
projects. 

 

Code of Practice  

 

Introduction 

 
Lees Community Association celebrates the diversity of the communities of Lees and the surrounding area that we serve, and values the Lees 
Community Association contributions made by all.  This policy aims to clarify how will put this into practice and will treat everyone in an open 
and equal way.  The statement of intent will be made available to any individual or group who requests it.  It will also be displayed in Lees 
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Library Community Hub and in any relevant correspondence.  A copy of the equal opportunities policy will be given to all members of Lees 
Community Association, Trustees, volunteers and members. 

 

When will this policy be reviewed? 
 
Lees Community Association makes a commitment to reviewing this equal opportunities policy every three years. 
 
Who takes a lead on this policy? 
 
The responsibility for this policy is the Trustees of Lees Community Association. 

1 Service provision 

 
1.1 Lees Community Association will regularly examine the potential barriers for individuals in accessing their service with the aim of 

addressing these where possible, in order to make services more accessible to those who may be subject to discrimination on the 
grounds outlined in the statement of intent. 

 
1.2 Lees Community Association aims to work pro-actively with our service users, volunteers and other organisations within Lees and the 

surrounding area to support them in working in ways that promote equal opportunities.  
 
1.3 The organisation’s complaints procedure is available on request to any group or individual who feels they have not been dealt with in a 

fair and non-discriminatory manner.  
 
1.4  Lees Community Association will aim to keep up-to-date information about equal opportunities including legislation, good practice 

models and where to go for additional help. This information will be made available to Trustees, volunteers, service users and others 
who request it.  

 
1.5 Lees Community Association will make its information available in other formats such as on disk, audio tape, in large print or in other 

languages, where appropriate and feasible. 
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2.  Recruitment of volunteers 

 
2. 1  Lees Community Association aims to ensure that no applicant receives less favourable treatment than another on the grounds stated in 

the Statement of Intent.  
 
2.2 Lees Community Association will ensure that information about volunteer vacancies will be distributed as widely as possible. 
 

3.  Staff Development 

 
3.1 All Trustees and volunteers will receive equal opportunities training, in order to develop skills in putting equal opportunit ies into practice 

in all areas of work.  
 
3.2 Lees Community Association will aim to be open and fair when considering training requests from trustees and volunteers. 
 
4. Breaches of the Equal opportunities policy 
 
4.1 Breaches of the equal opportunities policy by trustees, volunteers or members will be regarded as a serious matter and will  be taken to 

Lees Community Association Chair for action.  
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APPENDIX I. 
 
 

Five Year Quarterly Cash Flow 
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2012 

 

Description 

Jan - March April - June July - Sept Oct - Dec 
 Income Expenditure Balance Income Expenditure Balance Income Expenditure Balance Income Expenditure Balance 
 B/F 0 0 0 651 0 651 1013   1013 1584   1584 
 Large Office 1750   1750 1750   2401 1750   2763 1750   3334 
 Small Office 250   2000 250   2651 250   3013 250   3584 
 Function Room 1250   3250 1250   3901 1250   4263 1250   4834 
 Kitchen Facilities 1800   5050 1800   5701 1800   6063 1800   6634 
 Rental for PV 

 
  5050     5701     6063 100   6734 

 Gas 
 

534 4516   534 5167   534 5529   535 6199 
 Electricity 

 
412 4104   412 4755   412 5117   414 5785 

 Water 
 

70 4034   210 4545   210 4907   210 5575 
 Security 

 
600 3434   600 3945   400 4507   400 5175 

 Repairs/Maint' 
 

700 2734   700 3245   700 3807   400 4775 
 Statutory 

Servicing 
 

500 2234   500 2745   500 3307   250 4525 
 Building 

Insurance 
 

188 2046   187 2558   188 3119   187 4338 
 Council Tax 

 
120 1926   360 2198   360 2759   360 3978 

 Contingency 
(BLD) 

 
250 1676   250 1948   250 2509   250 3728 

 Telephone 
 

125 1551   125 1823   125 2384   125 3603 
 Printing/ 

Stationary 
 

100 1451   40 1783   30 2354   30 3573 
 Cleaning 

Materials 
 

100 1351   70 1713   70 2284   60 3513 
 Contracts/ Lic' 

 
375 976   375 1338   375 1909   375 3138 

 Expenses 
 

125 851   125 1213   125 1784   125 3013 
 Contingency 

(LCA) 
 

200 651   200 1013   200 1584   200 2813 
 Sub totals 5050 4399 651 5701 4688 1013 6063 4479 1584 6734 3921 2813 
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2013 

 

Description 

Jan - March April - June July - Sept Oct - Dec 
 Income Expenditure Balance Income Expenditure Balance Income Expenditure Balance Income Expenditure Balance 
 B/F 2813   2813 3703   3703 4193   4193 4898   4898 
 Large Office 1800   4613 1800   5503 1800   5993 1800   6698 
 Small Office 250   4863 250   5753 250   6243 250   6948 
 Function Room 1375   6238 1375   7128 1375   7618 1375   8323 
 Kitchen Facilities 1875   8113 1875   9003 1875   9493 1875   10198 
 Rental for PV     8113     9003     9493 100   10298 
 Gas   561 7552   561 8442   561 8932   562 9736 
 Electricity   434 7118   434 8008   434 8498   433 9303 
 Water   75 7043   225 7783   225 8273   225 9078 
 Security   600 6443   600 7183   400 7873   400 8678 
 Repairs/Maint'   700 5743   700 6483   700 7173   400 8278 
 Statutory 

Servicing   500 5243   500 5983   500 6673   300 7978 
 Building 

Insurance   200 5043   200 5783   200 6473   200 7778 
 Council Tax   125 4918   375 5408   375 6098   375 7403 
 Contingency 

(BLD)   250 4668   250 5158   250 5848   250 7153 
 Telephone   130 4538   130 5028   130 5718   135 7018 
 Printing/ 

Stationary   60 4478   60 4968   45 5673   45 6973 
 Cleaning 

Materials   75 4403   75 4893   75 5598   75 6898 
 Contracts/ Lic'   375 4028   375 4518   375 5223   375 6523 
 Expenses   125 3903   125 4393   125 5098   125 6398 
 Contingency 

(LCA)   200 3703   200 4193   200 4898   200 6198 
 Sub totals 8113 4410 3703 9003 4810 4193 9493 4595 4898 10298 4100 6198 
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2014 

 

Description 

Jan - March April - June July - Sept Oct - Dec 
 

Income Expenditure Balance Income Expenditure Balance Income Expenditure Balance Income Expenditure Balance 
 B/F 6198   6198 7351   7351 7692   7692 8532   8532 
 Large Office 1875   8073 1875   9226 1875   9567 1875   10407 
 Small Office 250   8323 250   9476 250   9817 250   10657 
 Function Room 1500   9823 1500   10976 1500   11317 1500   12157 
 Kitchen Facilities 1875   11698 1875   12851 1875   13192 1875   14032 
 Rental for PV     11698     12851     13192 100   14132 
 Gas   588 11110   587 12264   588 12604   587 13545 
 Electricity   455 10655   455 11809   455 12149   455 13090 
 Water   79 10576   237 11572   237 11912   237 12853 
 Security   600 9976   500 11072   500 11412   500 12353 
 Repairs/Maint'   500 9476   1000 10072   500 10912   500 11853 
 Statutory 

Servicing   475 9001   475 9597   475 10437   475 11378 
 Building 

Insurance   210 8791   210 9387   210 10227   210 11168 
 Council Tax   130 8661   390 8997   390 9837   390 10778 
 Contingency 

(BLD)   300 8361   300 8697   300 9537   300 10478 
 Telephone   140 8221   135 8562   135 9402   140 10338 
 Printing/ 

Stationary   55 8166   55 8507   55 9347   55 10283 
 Cleaning 

Materials   90 8076   90 8417   90 9257   80 10203 
 Contracts/ Lic'   400 7676   400 8017   400 8857   400 9803 
 Expenses   100 7576   100 7917   100 8757   250 9553 
 Contingency 

(LCA)   225 7351   225 7692   225 8532   225 9328 
 Sub totals 11698 4347 7351 12851 5159 7692 13192 4660 8532 14132 4804 9328 
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2015 

 

Description 

Jan - March April - June July - Sept Oct - Dec 
 

Income Expenditure Balance Income Expenditure Balance Income Expenditure Balance Income Expenditure Balance 
 B/F 9328   9328 10349   10349 10492   10492 11140   11140 
 Large Office 1875   11203 1875   12224 1875   12367 1875   13015 
 Small Office 300   11503 300   12524 300   12667 300   13315 
 Function Room 1500   13003 1500   14024 1500   14167 1500   14815 
 Kitchen Facilities 1925   14928 1925   15949 1925   16092 1925   16740 
 Rental for PV     14928     15949     16092 120   16860 
 Gas   620 14308   620 15329   620 15472   615 16245 
 Electricity   475 13833   475 14854   475 14997   475 15770 
 Water   83 13750   249 14605   249 14748   249 15521 
 Security   600 13150   550 14055   500 14248   500 15021 
 Repairs/Maint'   500 12650   1000 13055   550 13698   550 14471 
 Statutory 

Servicing   500 12150   500 12555   500 13198   500 13971 
 Building 

Insurance   230 11920   230 12325   230 12968   235 13736 
 Council Tax   136 11784   408 11917   408 12560   408 13328 
 Contingency 

(BLD)   325 11459   325 11592   325 12235   325 13003 
 Telephone   150 11309   150 11442   150 12085   150 12853 
 Printing/ 

Stationary   60 11249   60 11382   55 12030   55 12798 
 Cleaning 

Materials   100 11149   90 11292   90 11940   90 12708 
 Contracts/ Lic'   400 10749   400 10892   400 11540   400 12308 
 Expenses   150 10599   150 10742   150 11390   150 12158 
 Contingency 

(LCA)   250 10349   250 10492   250 11140   250 11908 
 Sub totals 14928 4579 10349 15949 5457 10492 16092 4952 11140 16860 4952 11908 
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2016 

 

Description 

Jan - March April - June July - Sept Oct - Dec 
 

Income Expenditure Balance Income Expenditure Balance Income Expenditure Balance Income Expenditure Balance 
 B/F 11908   11908 12711   12711 13065   13065 13434   13434 
 Large Office 1950   13858 1950   14661 1950   15015 1950   15384 
 Small Office 300   14158 300   14961 300   15315 300   15684 
 Function Room 1500   15658 1500   16461 1500   16815 1500   17184 
 Kitchen Facilities 1950   17608 1950   18411 1950   18765 1950   19134 
 Rental for PV     17608     18411     18765 120   19254 
 Gas   650 16958   650 17761   650 18115   650 18604 
 Electricity   525 16433   525 17236   525 17590   525 18079 
 Water   87 16346   261 16975   261 17329   261 17818 
 Security   550 15796   550 16425   550 16779   550 17268 
 Repairs/Maint'   675 15121   675 15750   675 16104   675 16593 
 Statutory 

Servicing   525 14596   525 15225   525 15579   525 16068 
 Building 

Insurance   250 14346   250 14975   250 15329   250 15818 
 Council Tax   145 14201   435 14540   435 14894   435 15383 
 Contingency 

(BLD)   350 13851   350 14190   350 14544   350 15033 
 Telephone   170 13681   155 14035   155 14389   170 14863 
 Printing/ 

Stationary   70 13611   70 13965   55 14334   55 14808 
 Cleaning 

Materials   100 13511   100 13865   100 14234   100 14708 
 Contracts/ Lic'   400 13111   400 13465   400 13834   450 14258 
 Expenses   150 12961   150 13315   150 13684   150 14108 
 Contingency 

(LCA)   250 12711   250 13065   250 13434   250 13858 
 Sub totals 17608 4897 12711 18411 5346 13065 18765 5331 13434 19254 5396 13858 
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APPENDIX J. 
 
 

LCA Accounts year ending 2010 
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LEES COMMUNITY ASSOCIATION 
Income & Expenditure Account for the period  

lst January 2010 – 31 December 2010 
 

Nett income brought forward from balance sheet ending 31 December, 2009 £890.25 
 
Income 
 
Grants:- 

1. OMBC History Group)          250.00 

2. OMBC  Councillors (St. George‟s Art Competition)      900.00 

3. OMBC (Health & Happiness)         300.00 

4. CFGM (Lees Village Fair)       2,540.00 

5. Saddleworth Round Table (Stationery)        120.00 

6. VAO (Table Tennis Club)       1,836.06 

Member’s Subscriptions          212.00 
New To You Event           144.80 
St. George’s Art Competition           113.22 
Lees Village Fair            702.47 
Health & Happiness Event            83.61 
Wii Event              47.49 
Xmas Lights Event           169.00 
Various Tombolas/Raffles (not incl. other events)       191.43 
Bank Interest               0.85 
          ________ 
       Total Income  7, 610.93 
Expenditure 
Stationery/Sundries           335.43 
Lees Village Fair         2,585.73 
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St. George’s Art Competition       1,118.07 
New to You Event             13.51 
Xmas Lights Event           445.55 
Wii Event              75.16 
History Group Equipment          250.00 
Table Tennis Equipment        1,836.00 
Donation to Irlam Disaster Fund                  50.00 
          ________ 
      Total Expenditure  6,709.45 
Excess of Income over expenditure for period 
1 January, 2010 – 31 December 2010         901.48 
 
Summary 
Monies brought forward from previous year (2009)       890.25 
Excess income 2010 (as above)            901.48 
          _______ 
      Balances as at 31 Dec. 2010 1,791.73 
 
Balance at Bank (per statement)                  £1,592.48 
Cash in Hand (Petty Cash)                 £   199.25 
                    _________ 
                    _£1,791.73 
 
Having independently reviewed all the information provided, I can confirm that all the relevant income and expenditure has been recorded and the above 
Income and Expenditure Account gives a true and fair view of those figures. 
 
Signed:.......................................................................  T. Kenyon   6th May, 2011 
 
 
A signed copy of the Accounts will be sent to Anne Fleming. 
 

 
 


