Safety Policy for Equipment for Hire

When bookings are made

I. Members of the public will be advised how many people and what type of transport are needed to
safely collect equipment from the Resource Centre.

2. Where advance warning is appropriate (eg in the case of the inflatable), groups will be advised of any
requirements for the safe and correct use of particular equipment.

3. When booking the inflatable or balloon typhoon, groups will be advised that they must obtain public
liability insurance before they collect the equipment.

When equipment is collected:
I. The Resource Centre undertakes to provide equipment in good, safe working order.

2. All electrical equipment for outdoor use will be supplied with a residual current device (power
breaker).

3. All hirers will be told that they are responsible for the safe use of the equipment they are hiring, and
given full instruction and training as appropriate.

4. Where appropriate, written instructions for the safe use of hired equipment will be supplied.

5. When collecting the inflatable or balloon typhoon, hirers will be asked to confirm that they hold
public liability insurance.

6. Having been given the information and instruction detailed in points | — 5, hirers will be required to
sign a hire form which states:

“l) The Resource Centre undertakes to provide equipment in good working order, and, where
necessary, to provide instructions and training.

2) | undertake on behalf of my group or organisation that during the period of hire we will look after
the equipment and ensure that it is used safely.

3) I agree to return the equipment to the Resource Centre in good order.

4) | note that the Resource Centre's insurance does not cover the transport or use of equipment
outside the Centre and that my group or organisation is fully legally responsible during our hire
period.

5) I understand that, if | am hiring the inflatable or balloon typhoon, my organisation is responsible for
obtaining public liability insurance.

6) | agree to ensure that the equipment is returned by the time and date above.”

7. Signed hire forms will be retained for a minimum of six years.
When equipment is returned to the centre:

l. All equipment will be checked for missing parts, breakages and in particular for faults in plugs and
leads. The deposit will not be returned to the hirer until these checks have been made.

Resource Centre Equipment Hire Policy and Procedure: Revised November 2004



The worker on the Front Desk when the equipment is returned should ask the hirer if they have
had any problems with the equipment and ask them to describe as clearly as possible any faults
they have encountered with the equipment they have hired.

All faults or missing items are noted on the equipment hire form in the ‘Notes’ section. If the fault
is such that it renders the item of equipment unsuitable or unsafe to use, an equipment repair
log should be opened on the computer and the Equipment Repair Procedure followed until
two workers have signed the form to say that they consider the equipment repaired and safe to
use.

Comepleted repair logs will be printed out and filed in a repairs file for future reference. They will
be kept for a minimum of six years.
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