
COMMUNITY HALL 
MANAGEMENT HANDBOOK

City of Greater Bendigo



TERMS OR ACRONYMS USED IN THIS HANDBOOK

Building and Property Unit - The City’s work unit that 
is responsible for the City’s infrastructure such as hall 
maintenance and key management. 

Booking Officer - Person or persons appointed by the relevant 
community hall committee of management to take bookings 
accept fees and manage access to the hall(s) on behalf of the 
committee, for hire of the hall’s rooms and facilities.

City Customer Support Officers - Employees of the City of 
Greater Bendigo engaged to answer inquiries and handle 
requests.

Client Manager  - The City has a designated Community Hall 
Client Manager to support the committees that manage its 
many public halls and reserves. The Community Hall Client 
Manager is Glynn Jarrett, from the Community Partnerships Unit.

Committee - Community hall committee of management.

Hall - Hall  refers to community halls, community centres and 
other venues such as mechanics institutes.

Management Agreement - The formal, signed agreement 
between the City and a hall committee.

The City - The City of Greater Bendigo.
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INTRODUCTION 

The City of Greater Bendigo (the City) has many community 
halls and recreation reserves. Due to the size of the task of 
managing these many facilities, the City usually delegates the 
management of them to members of the local community 
where the hall is located, or to groups that utilise the facility.

The City is fortunate to be able to draw on the dedicated 
efforts of many volunteers who make up a Community Hall 
Committees of Management (committee). Committees are 
responsible for day-to-day management of community 
halls, which includes promoting the property and creating 
guidelines for hall users that will both protect and maximise 
the use of the building. 

The City is committed to supporting committees in the work 
that they undertake.  This guide is one aspect of that support, 
providing committees with information and resources that will 
assist them in their role. It is recommended that committee 
members familiarise themselves with the contents of this 
guide and treat it as a reference tool.

MANAGEMENT AGREEMENT

Most committees have a management agreement that defines 
the relationship between the City and the committee, and 
outlines the obligations of each.  It is a binding document 
signed by an executive committee member of the committee 
(usually the president or secretary) and the chief executive 
officer of the City, and is usually in place for a three year term. 
Some committees have a different management focus for their 
facility; therefore they may have a lease or license, instead of a 
management agreement.

This agreement has maintenance guidelines attached, 
which give committees a guide to areas of responsibility.  
All committee members should take the time to read the 
management agreement and maintenance guidelines so 
they clearly understand both the City’s and the committee’s 
responsibilities.

Renewal of Management Agreement

Approximately six months before any management agreement 
is due for renewal, the client manager will contact the 
committee to begin the agreement renewal process. It is the 
responsibility of both parties to act in a timely manner and 
ensure the new agreement is ready for signing off before the 
expiry of the existing agreement.  

Reporting to Council

It is a condition of management agreements that committees 
send a copy of their annual general meeting (AGM) reports to 
the client manager, to ensure Council is kept up to date with 
how the committees is managing.

Further information

The information in this handbook and its attachments 
will not address all issues or questions relating to hall 
management.   If you have any queries please note the 
following:
• For non-maintenance queries, speak with the City’s 

Community Hall Client Manager
• For maintenance and infrastructure queries, contact 

the City’s Customer Support team on5434 6000 or 
requests@bendigo.vic.gov.au. When submitting a 
maintenance request, ask for the request number to 
help you track down how the request is going at a 
later date.  (also see “Maintenance” on page 11)
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The AGM reports should provide the City with information 
relevant to the facility’s management such as current activities, 
aspirations and future plans as well as a financial report for 
that reporting period.

Please mark the reports as ‘Attention Community Hall Client 
Manager’ and send to:
Email: communitvdevelopment@bendigo.vic.gov.au
Postal:  City of Greater Bendigo - Community Partnerships Unit 
PO Box 733, Bendigo, VIC 3552

COMMITTEE OF 
MANAGEMENT GOVERNANCE

Membership

The City recommends that committees, wherever possible, 
consist entirely or at least in part, of representatives from the 
community groups that regularly use the facilities. This helps 
to ensure that the community groups that utilise the facility 
are involved in the its day-to-day management and decisions 
made by the committee are relevant and appropriate for those 
groups and the broader community.

Where a committee does not consist of any such 
representatives, they need to consider how they will gather 
relevant community input to help guide their decisions, and 
how they will effectively communicate these decisions to user 
groups.

Committees are incorporated bodies with Consumer Affairs 
Victoria, and therefore they must have at least five members to 
comply with the requirements for incorporated organisations.

One of the biggest challenges for committees is succession 
planning for its membership.  A healthy committee will have 
new members coming on board every year or every few years 
to replace committee members who wish to step down.  It is 
important to ask the right people at the right time to come on 
board.  Succession planning could even become an aspect of 
an organisation’s overall strategic plan.  

The following link might assist your committee in its 
search for new committee members  
www.ourcommunity.com.au/management/view_help_
sheet.do?articleid=740

Booking Officer

Hall committees must nominate at least one of its members 
to be a booking officer.  This person or persons will take 
bookings, accept fees and manage access to the hall on behalf 
of the committee.  The City often hears from people wishing to 
hire a hall but don’t know who to contact, and how to contact 
them.  It is important the booking officer is easily contactable, 
via phone and email and their contact details are clearly 
advertised.  

Email Tip: Create a designated booking officer email address, 
it might read something like booking.YourHall@gmail.com.  
This will protect your committee from confusion around 
contact details if the booking officer moves into a different 
role or leaves the committee.  The email address can remain 
the same with the booking officer simply passing on the email 
address and password to the incoming booking officer.  You 
can also create similar emails for all your executive committee 
members so contact details never become redundant.  

Governance

It is important that committees are aware of all governance 
requirements according to their constitution and the 
management agreement.  It is always a good idea to have 
a copy of these documents and any other organisational/
association by-laws on hand when conducting committee 
business for reference.

As stated in the management agreement, the committee 
will not create or alter its constitution in a way that makes it 
inconsistent with the management agreement, without the 
prior written consent of the City’s Chief Executive Officer or his/
her delegate.

Attached is the Committee Resources Guide: 
Committee Members Roles and Responsibilities for 
further information 

Strategic Planning

Strategic planning helps provide clarity and focus for your 
committee, volunteers, and hall user groups.  It can help with 
decision-making by defining what is within your committee’s 
scope and what is not.  This helps your committee to decide 
what its priorities are.  Strategic planning does not have to 
be an onerous or time consuming task, but it does require 
some thought and commitment from your membership. It is 
preferable to engage with your local community and regular 
hall users when undertaking strategic planning.  While having 
a strategic plan is optional, it is recommended you speak to 
your client manager if you would like further information.

Attached is the Committee Resources Guide: Strategic 
Planning, for further information.  
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Finances

Financial management

While the day-to-day financial management is often 
delegated to a treasurer, the committee is responsible for your 
organisation’s overall financial position. 

The committee’s financial responsibilities include ensuring:
• Funds are managed ethically
• Controls are in place to prevent poor administration, theft 

and fraud
• The appointment of a Treasurer

Treasurer’s responsibilities:

The Treasurer is responsible for:

• Documenting, managing and monitoring the income and 
expenditure of the community hall and its committee

• Maintaining an assets register that is updated whenever 
a major item or items are added to or removed from the 
committee’s responsibility, or prior to an annual general 
meeting

Attached is the Committee Resource Guides: Financial 
Management for Committees and Revenue Raising, for 
further information .

SAFETY AND RISK

Risk (Assessment) Management Plan

Good governance requires that committees assess and 
minimise or eliminate where possible, the risk of injury, 
damage, or loss to its members and the community that utilise 
the facility. 

Committees are strongly advised to undertake the following to 
minimise and eliminate risk:
• Carry out a risk assessment (annually)
• Create and implement a risk management plan that is 

regularly reviewed
• Maintain the hall in a safe condition, by promptly notifying 

the City of any issues requiring attention 

The committee must ensure the hall is as safe as possible for 
users.  If a hall is not safe for a particular use, for example for 
use for a children’s play group, then it is the responsibility of 
the committee to ensure that activity does not occur at that 
hall.  

The following is a brief list of just some questions that 
the committee should consider when preparing a risk 
management plan:
• Is there a suitable first aid kit on the property?
• Is anyone trained in first aid?
• Is the lighting of pathways and entrances adequate?
• Are steps, stairs, and paths of a suitable standard and free 

of obstacles?
• Are there any trip hazards?
• Are dangerous substances stored and managed 

appropriately (with Material Safety Data Sheets – and if 
necessary, separated and locked away)?

• Have electrical appliances be tested and tagged in line with 
their use (frequent use, frequent test)?

• Are crowd/traffic controls or management plans necessary?
• Can anything cause or catch fire?
• Is there an emergency evacuation plan in place?
• Is there an injuries, accidents and near misses incident 

report procedure?
• What is the maximum number of patrons allowed to use 

the hall at any one time?

Attached is the Committee Resources Guide: Risk 
Assessment and Management, for your further 
information. 

Insurance

It is important to understand that insurance does not remove 
a committee’s responsibility to take measures such as 
undertaking a risk assessment; it only provides additional 
protection in the event that efforts to minimise and eliminate 
risk prove insufficient.  A risk assessment is the tool a 
committee should use to decide what insurance might be 
required.
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Public liability insurance - committee

The City’s hall committee members are covered by the City’s 
public liability insurance for any approved activity undertaken 
that relate directly to managing their hall.  This insurance does 
not cover individuals or groups that use the halls; it is coverage 
for the committee and its volunteers when undertaking tasks 
(which can be at places other than at the hall itself) that relate 
directly to managing the hall, for example if the hall committee 
wished to raise funds for the hall by having a sausage sizzle, 
they would be covered.  However if the committee held a 
similar sausage sizzle to raise funds for another group such as 
a Seniors Club, they would not be covered.  To be covered, the 
activity has to relate to the committee’s work in managing the 
hall.

Public liability insurance – hall users

Hall users must present a certificate of currency for their public 
liability insurance to the committee or its booking officer, in 
order to hire the hall. Failure to receive this document may put 
the committee at risk of legal action should a member of the 
public be injured at an event organised by that user group. 

If the group or individual wishing to hire the hall does not have 
its own public liability insurance, the committee may direct 
user groups to contact the City’s Customer Support team on 
5436 6000 to inquire about the City’s public liability insurance 
coverage (which costs $25) for events on the property.  A 
committee cannot collect this $25 on behalf of the City; the 
hirer must pay for and collect their insurance cover themselves 
at the City Offices in Lyttleton Terrace Bendigo or in Heathcote.

Alternatively, several insurance companies can insure groups 
for one off events.  

Building insurance 

Building insurance is the City’s responsibility.

Contents insurance

Committees are responsible for providing contents insurance 
for the goods they keep in the hall or other buildings on 
the grounds. Committees need to make clear in the hirer’s 
agreement who is responsible for insuring the property of 
hirers that the committee has permitted to be stored. It 
should also be made clear that property belonging to persons 
engaged by hirers (performers, caterers etc) is not insured by 
the committee.  When undertaking a risk assessment, ask what 
the monetary value of the hall’s contents is, and then consider 
if this warrants having contents insurance.  As public buildings 
such as community halls are often targeted by criminals, the 
City recommends that committees do not keep any items on 
value in halls.

Limited liability insurance (for 
incorporated associations)

Incorporated associations are a legal entity, which means an 
association’s members are provided some legal protection – 
known as limited liability. This means that should things go 
wrong:
• It is the association as a legal entity that is prosecuted, not 

individual or combined members of the group
• It is the association’s resources as a legal entity that will be 

at risk, not those of individual or group members

However it is important to note that should the committee or 
a member of the committee, be shown to be negligent in the 
duties of their role, this could lead to a civil or criminal action 
being pursued against the committee or individual, rather 
than the association.

Further advice on risk management and insurance can 
be found at the following link, www.ourcommunity.
com.au/insurance/insurance_article.jsp?articleId=1245
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SECURITY

Building and grounds

It is the role of committees to maintain the security of the hall 
and other facilities such as sheds and toilet blocks as they see 
fit.  Security concerns should be reported and actioned as a 
priority maintenance issue and either referred to the City or 
fixed by the committee. 

Contents

It is the committee’s role to keep items and equipment kept 
within the hall secure by ensuring:  
• Committee owned items and equipment are properly 

stored and secured
• Regular user groups and casual hirers have appropriate 

secure storage for items they are permitted to leave on site

Keys and access

All committees have been supplied with the relevant keys 
for their facility by the City. The City retains all master and 
original keys for the facility. Please note, City officers and its 
contracted maintenance staff are permitted to access to the 
halls and facilities as necessary (such as for site or equipment 
inspections or maintenance work).  

The committee may issue keys to user groups and hirers; 
however the committee or hirers may not cut extra keys.  
For security and insurance purposes committees need to 
maintain a key register. Every regular user needs to nominate 
a key holder to be recorded on the register and every casual 
hirer also needs to be registered for the time they have a key. 
For this reason some committees have two registers, one for 
regular users and one for casual hirers.   

A key register would record the number stamped on the key, 
which doors that key fits, and who has the key at what time.  A 
lost or stolen key should be reported to the City’s Building and 
Property Unit on 5434 6000 along with information such as the 
date the key was lost and the number that was stamped on 
the key. 

Existing locks may not be changed and new external or 
internal locks may not be added without the committee first 
receiving written permission from the City. The City must be 
provided with all original and/or master keys.

MAINTENANCE

Regular inspections

The City recommends that regular inspections are carried out 
by committee members or appointed volunteer(s) to keep 
the facility in good repair and ensure public safety standards 
are being observed.   A dated and signed inspection checklist 
could be used and presented to committee meetings.  

Maintenance request procedure

Committees should establish a maintenance request 
procedure for reporting maintenance issues that can be given 
to user groups and casual hirers.

The maintenance request form would normally:

Include the name and contact details of the person submitting 
the form, the nature of the maintenance request and a date 
and signature.  The form would then be presented at the next 
committee meeting.

The committees should review maintenance checklists and 
requests and either:
• Report the City’s Customer Support team items deemed to 

be City’s responsibility 
-    When the request is submitted to the City, it is 

recommended that the request is made via phone, and 
you ask for a request number for your records.   Having 
the request number on file makes it easier to track the 
request status

• If the maintenance request is minor, the committee should 
address that item and consider if permission is required 
from the City’s Building and Property Unit 

• Consider if the item is something the committee could 
undertake in partnership with the City by sharing the costs.  
It is recommended the committee contacts the City to 
discuss the required works. 

Attached is a hall maintenance request form template, 
and OHS checklist

MARKETING/PROMOTION

As stated in the committee’s management agreement, it is 
the role of committees to promote and develop the use of 
the property with a view to maximising use of the community 
asset.  

Committees should plan and constantly review how they 
market or promote their hall.  A sign out the front is not 
adequate as halls need to have a greater reach than their 
own local community.  There are many community groups 
throughout Greater Bendigo who would be prepared to travel 
to hire a suitable facility, but if they do not know the facility is 
there, they and your hall will miss out.  
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The City plans to develop a webpage in the first half of 2017 
that shares and promotes the availability of community halls.  
Committees should also consider developing their own online 
presence that could be linked to this webpage.  Something 
as simple as a Facebook page could help you promote what 
your hall can offer.  Contact your client manager to discuss free 
or very low cost options to promote your hall to the broader 
community.

Attached is the Committee Resources Guide - Marketing 
and Communications 

HIRE AGREEMENT FORM

A hire agreement form is a tool which enables committees to 
confirm the agreement between the committee and hirer.  This 
form should be completed whether the hirer is renting the hall 
on a regular or casual basis.

Hire agreements should outline:
• Conditions controlling the use of the facilities by any 

hirer and detailing any activities that fall outside these 
regulations that may lead to refusal of hire(for example 
some committees do not permit 21st birthday parties)

• Other charges for additional services or equipment 
provided by the committee

• Bond charges that will be required, and information on 
what may cause all or part of the bond charges to be 
forfeited

• Dates and times for hire, including set up and set down 
time

• Approximately how many people will be attending the 
facility

• Committees usually have two types of hire agreements:
-   Regular user hire agreements
-   Casual hire agreements

For your information, attached are template 
agreements for both regular and casual hire

HALL USAGE RECORD

The City shares responsibility with committees for maximising 
the use of community facilities.   Recording usage statistics 
assists in fulfilling this obligation and can support committees 
in their strategic planning for the long term sustainability of 
their hall and in seeking grants.  A survey of Greater Bendigo 
halls early in 2016 found that many committees struggle to 
record information about hall usage.

Hall usage records usually contain the following information, 
and can be collected by including these questions on the hire 
agreement form:
• Dates and hours of regular user groups 
• Dates and hours of casual hirers
• What activities are being held
• Approximately how many people are attending the event 

or program 

The City may use this information to undertake periodic 
reviews of hall management, and to share with other 
committees to support them in their facility management.

For your information, attached is the hall usage record 
template 

ATTACHMENTS

• Committee Resources Guide - Committee Members Roles 
and Responsibilities

• Committee Resources Guide - Strategic Planning

• Committee Resources Guide - Financial Management for 
Committees

• Committee Resources Guide - Revenue Raising

• Committee Resources Guide - Risk Assessment and 
Management

• Committee Resources Guide - Marketing and 
Communications 

• Template - Maintenance and OHS checklist 

• Template - Hire agreement occasional hirer

• Template - Hire agreement regular hirer

• Template - Hall usage record 

The information contained in this fact sheet is intended as a general guide, and should not be relied upon as legal advice regarding any 
particular matter.


