
APPLICATION PROCESS FOR 
HIRE OF SPACE FOR PROMOTIONAL, ARTS AND COMMUNITY USE  

(HIGH TOWN, HEREFORD) 
 

INITIAL ENQUIRY 
 
 

HEREFORDSHIRE COUNCIL SENDS 
OUT HIRE OF SPACE PACK, to include 
application form, risk assessment form and 

guidelines 
 
 

HIRER RETURNS APPLICATION 
FORM, RISK ASSESSMENT FORM TO 

HEREFORDSHIRE COUNCIL 
3 weeks before event date 

 
 

HEREFORDSHIRE 
COUNCIL CONSULTS 

POLICE  
& COUNCILLOR 
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         NO OBJECTIONN  OOBJECTION N  
 
 
 

  HEREFORDSHIRE COUNCIL     HEREFORDSHIRE COUNCIL  
SENDS OUT TWO CONTRACT     SENDS REJECTION LETTER 
     AGREEMENTS PLUS FEE   DETAILING REASONS  
REQUEST AND MAP (showing 
                 Hirers Plot) 

 
 

 
HIRER RETURNS BOTH 

SIGNED COPIES OF 
CONTRACT AGREEMENT 
PLUS “PAYMENT”, AND 
PUBLIC LIABILITY INS. 

 
 

HEREFORDSHIRE COUNCIL 
SENDS RECEIPT TO HIRER 
PLUS COPY OF CONTRACT 

FORM FOR DISPLAY ON EVENT 
DAY 
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