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1. RECOMMENDATIONS

Members are requested to; 

1.1 Note the feedback following consultation with sheltered residents from all 
sheltered schemes on the use of communal Rooms.

 
1.2 Recommend to the Executive that they approve the Community Rooms Policy 

set out at Appendix 1.

1.3 Recommend to the Executive that they approve the Guest Room Policy set out 
at Appendix 3. 

2. PURPOSE OF THE REPORT

2.1 To seek views regarding two new policies in respect of the use of community 
rooms and guest rooms in sheltered housing.

2.1.1 Community Rooms:  this is a new policy and charging framework introducing a 
consistent, open and transparent approach to the use of Community Rooms for, 
both residents and voluntary/ external agencies.

2.1.2 Guest Rooms:  this is a new policy which clearly sets out the purpose, charging 
framework and usage of this facility.

2.2 To provide details relating to the new policies.

3. DETAILS OF REPORT 

3.1 Background 

3.1.1 SKDC has 1075 residents who live on 30 sheltered schemes with a community 
room linked to the scheme. The community room is primarily a resource for the 
residents living on the sheltered scheme for which they pay the “community 
room charge”, currently £5.91pw (revised to £5.85 from 1st April 2016).This 
facility can be used for activities which benefit both residents of the scheme as 
well as those living nearby in the local community.

3.1.2 The Council does not currently have a policy to regulate the use of the 
community rooms by outside agencies and organisations. There is some 
inconsistency in practice about the use of the facility, and lack of clarity 
concerning who receives benefit from events further to inconsistent charging 
arrangements for non-residents. Commercial and voluntary organisations 
currently use the communal rooms but there are a wide variety of arrangements 
ranging from a formal regular booking to using the room on an ad hoc and 
informal basis. This raises a risk for the Council, as owner of the building, as 
there is a duty of care to the residents and the Council is not always aware of 
the external groups using the community rooms. 

3.1.3 There is inconsistency in how much external groups pay for using the 
community room. Some make a small donation to the residents’ social fund, 
some do not. Residents have raised this as an issue of fairness as they rightly 
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point out that this is their facility. We have consequently recognised the need to 
develop a new policy to bring clarity. 

3.1.4   Currently the limited income generated from the use of the community rooms by 
external agencies is credited to the “Residents Social Fund” for that sheltered 
scheme. The social funds are held and managed by residents themselves, not 
the Council. Not every scheme has a social fund and not every scheme benefits 
from external groups using the room.  Many of these “Social Funds” have 
ceased to exist and the level of activities in schemes has dwindled. Details of 
the usage of community rooms can be found at Appendix 2. 

3.2 Key elements of the new Community Rooms Policy

3.2.1 We intend to promote the use of community rooms for the benefit of residents. 
This facility is often seen as an extension to their home and for which they pay 
for, and we wish to protect this by ensuring residents retain their priority for 
using this important facility.

3.2.2 At the same time we want to encourage external commercial and voluntary 
agencies to provide a range of opportunities for social interaction of residents 
with the local community, and formally allow the facilities to be used by external 
organisations. 

3.2.3 It is important that SKDC adopts a consistent, fair and transparent approach in 
the way it deals with the use of the community rooms. This includes 
implementing a reasonable charging structure for the use of the facility that 
applies to all organisations which run events and activities. Members are 
advised that the fixed charges payable by residents have not kept pace with the 
costs of providing and maintaining this facility. 

2.2.4 Resources PDG at their meeting on 26th November 2015 supported a proposal 
to regularise the basis of charging for activities and events held for the local 
community as follows;

Event duration/time Price
Up to 3 hours £20
More than 3 hours – all day £30

2.2.5 The proposed principles for the scheme are:
 Residents should have more opportunities to access services and 

activities than is currently the case.
 Recognition that the community room is an extension to residents’ 

homes and they should retain priority for its predominant use.
 Resident-led or volunteer-led activities should remain non-chargeable 

(no charge for using the community room for the activity or event).
 External organisations or individuals using the community room for 

chargeable activities, services or for business use should attract a room 
charge.

2.2.6 In future we could consider treating the income generated from these charges 
as follows:
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- 40% of income received to be retained by the Council to reflect 
administration and servicing costs.   

- 60% of income received to be credited to a new “Residents Initiatives Fund”, 
held and managed by the Council.

2.2.7 Spend priorities for the proposed “Residents Initiatives Fund” can be targeted to 
promote social, health and wellbeing initiatives for residents across all sheltered 
schemes. We would naturally consult with residents on the nature and types of 
activities to be provided and encourage a reformed panel of sheltered residents 
to determine the funding bids from individual schemes and administer the 
Residents Initiatives Fund.       

2.2.8 A draft policy for community rooms use can be found at Appendix 1 

3.3 Resident Consultation Exercise

3.3.1 During January and February 2016 staff invited all sheltered residents who paid 
a community rooms charge to a consultation meeting in their respective 
scheme. 30 meetings were held which lasted about one hour. 

3.3.2 These face to face consultation meetings were well received by residents who 
really appreciated the opportunity of discussing their issues and concerns with 
staff.  They were also relieved that SKDC had no intention of withdrawing or 
demolishing these valued community facilities.

334 residents responded to our invitation which represents an excellent 
attendance rate of 31%.

3.3.3 Some 263 comments or suggestions were made in total although there were 
clear similar themed issues across all the meetings. Main issues raised 
included:

Issue Comment
General recognition of the risk of 
current informal and adhoc 
arrangement

Policy and revised booking 
form/licence addresses this

Strong support for charging 
outside groups for using the 
community rooms

The Policy addresses the fairness 
issue for residents

Benefits of attracting new groups 
and activities generally supported

Aim to bring in more activities for 
residents 

Many residents unaware of 
activities currently happening in 
room

Plan to erect wall planner in schemes 
and update regularly, and review 
information to new tenants. Insist on 7 
days notice of bookings 

Access to Community Rooms, not 
all residents had keys

Resolved since the meetings keys 
provided where necessary

Closed schemes security Revised booking form/licence partially 
addresses this by tightening 
requirements of users.
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Parking constraints at some 
schemes

Sensitive bookings, clear expectations 
communicated at booking stage

Additional cleaning/vandalism Strong & clear booking form with 
expectation to “leave the room as you 
find it” & scope for remedial actions

Finish times for events Agreed as 8.00pm for closed 
schemes, 10.00pm for standalone 
schemes

Public Liability Insurance and 
Hygiene 

Clauses in Revised booking 
form/licence

Not widely advertising activities 
and use of room for hire

Agreed, respecting residents` priority 
over their facility 

Funding Distribution from RI Fund Mixed views expressed; suggest 
review in 12 months based on 
experience and allocation

Discussions have raised interest in 
residents organising and putting 
on activities

We will encourage & support through 
the Residents Initiatives Fund  

 3.3.4 Residents generally supported the proposal to charge external groups but were 
less sure about the Residents Initiatives Fund and that this would be allocated 
fairly. It is proposed this be reviewed by in 12 months time.  

3.4 Proposals for Guest Rooms

3.4.1 There are 23 Guest Rooms across the portfolio of sheltered schemes.

3.4.2 Through the proposed new Guest Room Policy, included as Appendix 3, we 
aim to adopt a consistent, fair and transparent approach in the way we manage 
Guest Rooms.

3.4.3 The current charges are £10 (£5 for older person people`s discount) and these 
have not been reviewed for many years. The existing charges do not cover the 
costs of cleaning, replacement of fittings, furniture and bedding or administering 
invoicing in respect to guest room bookings.

3.4.4 Resources PDG at their meeting on 26th November 2015 proposed to increase 
the guest room charge from April 2016 to:
 £20 for a double room 
 £15 for a single room  

4. OTHER OPTIONS CONSIDERED

To retain the status quo would continue the inconsistent management of the 
facilities and not address the risks or deal with the residents` perception of 
unfairness of the current arrangements.  

5. RESOURCE IMPLICATIONS 

The application of both policies will be managed within existing resources



Page 6 

6. RISK AND MITIGATION 

Risk has been considered as part of this report and any specific high risks are 
included in the table below:

Category Risk Action / Controls
Negative resident feedback Clear communication and face to face 

meetings with residents in schemes 
have been undertaken

Existing External Groups withdraw Limit charge to less than commercial 
rate 

7. ISSUES ARISING FROM IMPACT ANALYSIS

7.1 An intial impact analysis has been carried out in respect to both policies which 
has shown there to be a positive or neutral impact on all equality groups.

8. CRIME AND DISORDER IMPLICATIONS

8.1 There are no implications.

9. COMMENTS OF FINANCIAL SERVICES

9.1 The Service Charges detailed in this report were approved by Council on 29th 
February 2016 and will come into effect from the 1st April 2016.

10. COMMENTS OF LEGAL AND DEMOCRATIC SERVICES

10.1 The Council has power to charge for the delivery of discretionary services in 
accordance with section 93 of the Local Government Act 2003.  The power to charge 
is available provided the income received does not exceed the cost of the provision of 
the service.  The introduction of or, alteration to an existing charge must be reflected 
in the Council’s schedule of fees and charges. 

11. COMMENTS OF OTHER RELEVANT SERVICES

N/A

12.     APPENDICES:

Appendix 1  Community Rooms Policy

Appendix 2    Community Rooms Usage and Events Schedule 

Appendix 3 Guest Room Policy
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Appendix 1

Community Room Policy

Policy Statement

South Kesteven District Council (SKDC) manages a number of community rooms 
situated within several sheltered housing schemes for the benefit of the residents on 
the sheltered schemes and for the local community. 

The Council is keen to see communal facilities used by residents as it believes this 
helps promote independent living. A range of activities are encouraged ; for example 
lunch clubs, bingo, exercise classes, and residents can use the facilities for events 
such as wedding anniversaries, birthday parties and wakes.

The Council is also keen for the schemes to play a part in local communities and 
encourages use of communal facilities for appropriate activities that residents can be 
involved in.

The Council intends that the Community Rooms policy will provide:
 Fair and transparent guidance as to how community rooms will be managed.
 Identify the priority by which the community rooms will be used.
 Clear guidance on the facilities, provisions and charges for all community room 

users. 

Objectives 

The objectives of the policy include the following aims:
 To promote the use of the community rooms for the benefit of residents, providing 

a range of opportunities to encourage and support social interaction of residents 
with the local community.

 To support the well-being of residents and older people in the local community 
through activities provided by voluntary and for profit organisations.  

Scope 

Community rooms are primarily for the use of the residents at sheltered schemes 
within which they are situated. They may also be used by agencies wishing to provide 
a service to sheltered housing residents, and other older and vulnerable people living 
in the wider community.

Hire of the community room can be provided for sheltered housing residents holding 
private functions and also for external agencies not providing a service directly to 
sheltered housing residents but attracting customers from the local community. 

Definitions

SKDC has defined community rooms as communal rooms that are available for hire by 
sheltered housing residents and external agencies for a reasonable fee. 

This definition excludes guest rooms for which a separate policy has been developed.



Page 9 

Acceptable use of Community Rooms

Community rooms can be accessed by a range of groups or individuals and should 
wherever possible benefit older people living within the wider community, and 
encourage social inclusion. This includes:

 Any Sheltered housing resident (of that scheme) to make use of its facilities.
 Sheltered housing residents holding communal activities
 Sheltered housing scheme residents meetings
 External agencies holding informative events for sheltered housing residents 

information
 SKDC meetings
 External agencies wishing use of community room for activities not targeted to 

sheltered housing residents
 Sheltered housing residents wishing to use the community room for a private 

function

Charges for Community Room use

The Community Room is primarily a resource for residents of the scheme for which
they pay a Community Room charge. Consequently events organised 
exclusively for residents will not attract a room hire charge.

The principles driving chargeable/non-chargeable activities in the community room are 
as follows:

 Recognition that the community room is an extension to residents’ homes and 
they should retain priority for its predominant use.

 Resident led or volunteer led activities should remain non-chargeable
 External organisations or individuals using the community room for chargeable 

activities, services or for business use will attract a room charge

All such proceeds will be paid to SKDC who will use the income to either improve 
facilities on the scheme or enable activities for the benefit of residents.

Condition of use of Community Rooms

The Council does not wish to unnecessarily restrict or run activities in community 
rooms but, as owner of the building, it does have a duty of care to residents and other 
users of the facilities, as well as needing to ensure fair usage of the facilities. 

The Council recognises that community rooms are assets of the Local Authority, 
funded by residents` rents and service charges, and that any external organisations 
using the facilities should pay a charge to help offset costs.

The Council will not allow its scheme community rooms to be used for party political 
activities (such as hustings or political meetings) or immoral or illegal activities. They 
are permitted to be utilised as local polling stations as this is convenient for the local 
community and supports the democratic process.



Page 10 

The Conditions of hiring and using the community rooms including details of these 
charges are included within the “Community Rooms Guidance Sheet 2016” and will be 
administered and regulated through a “Community Rooms User Agreement Form”.

Equality & Diversity

The policy and associated procedures will apply to all, regardless of race, religion, 
colour, national origin, culture, class, gender, age, sexual orientation, marital status, or 
disability.

Related Documents

The following documents are available to support this Policy:
 Community Rooms Guidance Sheet
 Community Rooms User Agreement Form
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Appendix 2 Community Rooms Usage & Events 2015 

Scheme
External 
organisations

Events 
per 
week

Events 
per 
fortnight

Events 
per 
month

Events 
per 
quarter

Events 
per 
year

Occasional 
use

Almond Court 1 1  
Angel Court 2 1 1  
Archer's Way 1 1  
Belton Avenue 8 5 1 2  
Benedict Court 3 1 1 1  
Canterbury Close 1 1  
Caythorpe (Sherwood 
Rise) 1 1  
Central Place 1 2  
Church View 2 2  
Clare Close 5 4 3 2
Edmonds Close 2 3  
Emlyns Gardens 2 2 1  
Essex Road 3 2 1  
Exeter Close 4 1 1 2  
Greyfriars 1 1  
Hillary Close 1 2  
Manners Street 4 2 1 1  
Manor Court 1 1  
Meadow Close 2 1 1  
Rectory Close 0  
Riverside 1 1  
Sandon Close 4 1 1 2  
St Clements 1 2  
St Martin's Close 0  
St Nicholas Close 1 2  
Stanton Close  
Tenter Court 2 2  
Thames Road 0  
Witham Place 2 1 1  
Woods Close 0       
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Appendix 3

Guest Room Policy

Policy Statement

South Kesteven District Council manages a number of ‘Guest Rooms’ within Sheltered 
Housing Schemes. 

We intend that the Guest Room Policy will provide:
 Fair and transparent guidance in respect of how guest rooms will be managed.
 Identify the priority by which guest rooms will be allocated and let.
 Clarity as to status of guest room users.

Objective 

We aim to adopt a consistent, fair and transparent approach in the way we manage 
Guest Rooms.

Scope 

This policy explains how we will manage Guest Rooms located within sheltered 
housing schemes across the district.

Definitions 

Guest Rooms are defined as rooms available for short term lettings within the above 
schemes for which a nightly fee is payable. 

Guests are defined as individuals who access guest rooms on a short term basis and 
whom are expected to either pay a nightly fee or have this fee met on their behalf by a 
third party.

Older people are defined as being persons of 60 years or more. Exceptionally, people 
suffering from a disability or ill health will be considered for sheltered housing.

Lettings Criteria

Bookings for guest rooms are accepted in the priority order laid out below:
 Relatives, friends and informal carers of sheltered tenants (of any age)
 Homeless people referred by the Council
 Visiting/newly engaged staff employed by the Council and in need of short term 

accommodation
 Other staff employed by either the Council in exceptional circumstances

Where a homeless person is referred by SKDC, acceptance as a guest will be at the 
discretion of the SKDC`s Business Manager and will in all cases be subject to a full 
risk assessment.

Acceptance of all guests is subject to availability and at the discretion of the Sheltered 
Housing Officer. In all cases, the safety and well-being of residents and staff will be 
paramount.
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Visiting or newly employed staff employed by SKDC will, providing a guest room is 
available, be occasionally offered the opportunity to access guest room 
accommodation subject to agreement from the Business Manager (Housing). Where 
the newly employed member of staff is employed by SKDC, referral must be made by 
the Business Partner (Human Resources). In all cases, the safety and well-being of 
resident tenants and staff will be paramount

Services Offered

Guest Rooms will normally provide accommodation for one or two people dependent 
on availability. 

Basic furnishings will be provided including linen. The linen provided is laundered prior 
to arrival and on departure which is included in the charge.

Cooking facilities are not normally provided. However, in the case of homeless 
individuals or respite guests, cooking facilities may be available by arrangement.

Guest Room Policy

Where a guest is in need of personal care services, these should be arranged prior to 
arrival, and are not services provided by SKDC.

Where available, an emergency alarm with 24 hour response service is provided as 
part of the Guest Room service. 

A Guest Room inventory is taken prior to arrival. A copy is provided to the guest and 
forms part of the letting agreement.

Terms of Occupancy

A Guest Room letting does not constitute any form of tenancy nor does occupancy 
entitle a guest to any security of tenure.

Guests are not entitled to any notice period and are required to vacate the Guest 
Room at the request of authorised staff. In all cases, guest room lettings may not 
exceed a period of 2 weeks without prior authorisation from the Housing Business 
Manager.

Guests are liable for all fees which are agreed in advance but fees may be paid on 
their behalf by an agreed third party. Guests are expected to pay the fees within 14 
days from the date of an invoice from SKDC.  

Guests must leave the Guest Room in the condition it is found on arrival otherwise 
they are liable for additional payments incurred in restoring the room to that condition. 

Where a tenant has made the booking, they accept responsibility for the well-being of 
their guest and the good condition of the Guest Room. They agree to make good, or 
accept financial liability for, any damage caused by their guest to the Guest Room, 
furnishings and fittings, or any other aspect of property or equipment owned or 
managed by SKDC.



Page 14 

Guest Room Charges are set to cover the costs of their preparation and upkeep, and 
are reviewed annually.

Equality and Diversity

All bookings for Guest Rooms are accepted, subject to meeting the qualifying criteria 
above, regardless of race, religion, colour, national origin, culture, class, gender, sex, 
marital status, or disability including where double occupancy is appropriate or couples 
of the same sex wishing to share the Guest Room.

Related Documents

The following documents are available to support this Policy:

 Guest Room Charges


