  KINGSLAND CORONATION HALL
Application to hire the Hall

The capacity of the main Hall is 260 (200 if persons are seated). The capacity of the Annexe is 76. 

Facilities required (please tick and for crockery and cutlery insert numbers required):-

( Main Hall 
  
  ( Annexe  
  
  ( Kitchen  
       
 ( Committee Room   
( Chairs  

  ( Tables 

  ( Crockery

 ( Cutlery
Hire Fee £……………  Deposit £…………….  Bar Fee £……………. TOTAL £ …………………….
Date (s) required ……………………………………  Hours required …………………………………..
Purpose of hire ………………………………………………………………………………………………
Is it proposed to have a licensed bar? …………………………  Please see note below

Name of Hirer ………………………………………………………………………………………………..
If Hirer an Organisation, name of authorised representative ……………………………………………………………………………………………………………
Address……………………………………………………………………………………………………….
Please make sure surfaces are wiped down after use as per our Covid policy
PLEASE TAKE ALL YOUR RUBBISH HOME AFTER YOUR EVENT. THANK YOU
If the hiring detailed above is accepted, The Hirer and, if applicable its authorised representative, agree to abide by the Conditions of Hire set out overleaf.

Signature of Hirer or 

Authorised Representative of the Hirer ………………………………………………………………….
Date …………………………………………………………………………………………………………
** PLEASE CAN ALL CHAIRS BE PLACED BACK INTO THE ANNEX AFTER USE SO THE MAIN HALL FLOOR CAN BE KEPT CLEAR FOR CLEANING. THANK YOU**
Deposit. A deposit of £50 will be payable in addition to the hire and bar fees at the discretion of the Hall Management Committee.
Licensed Bars. Hirers may, strictly subject to prior approval of the Hall Management Committee, sell or supply alcoholic drinks on the premises. A fee of £25 will be charged. In all cases, the additional application form for permission to sell or supply alcohol must be completed and submitted with this application 

Payment. Payment in full (hire charges, bar fee and deposit as relevant) is required on submission of this form or at least 1 week before the period of hire.
Please complete, sign and return this form with remittance for the amount due before the date of the event to

Mrs Lisa Juson (Secretary), The Garth, Kingsland, Leominster, Herefordshire HR6 9QJ

Cheques should be made payable to:- Kingsland Coronation Hall 

Bank A/c details: The Co op Bank  Sort code : 08-92-99  A/c number : 65988219
Conditions of Hire

These conditions and the details of the Hiring set out overleaf shall apply if the application to hire set out overleaf is accepted by or on behalf of the Hall Management Committee

The Hirer shall during the period of hire be on the premises at all times and shall be responsible for 
- the supervision of the premises and the fabric and contents of the building
- ensuring the good behaviour of all persons using the premises, whatever their capacity, including the proper supervision of parking and for ensuring that everyone leaving the premises after 10:00pm does so in a quiet manner so as not to cause disturbance or nuisance to the Hall's residential neighbours.

All events and the provision of music at any event must cease by midnight. All guests must vacate the Hall by 12.30am. Clearing up may continue until 1.00am at the latest.
The Hirer shall make good or pay for all damage (including accidental damage) to the premises and its contents (including any crockery or cutlery included in the Hiring) and for loss of such contents during the period of hire. Any losses or breakages will be charged for at the retail replacement price at the time of loss or breakage in addition to the hire charges incurred. Items left damaged will be charged for as broken. The Hirer shall report any damage or loss to the Hall Secretary within 24 hours of the end of the Hiring.
The Hirer shall not use the premises for any purpose other than that described in the Hiring Form and shall not sub-hire or use the premises or allow the premises to be used for any unlawful purpose or in any unlawful way. The Hirer shall not use any part of the premises not included in the Hiring.
The Hirer agrees not to exceed the maximum permitted number of people per room including the organisers and any performers.

Alcohol must not be supplied, whether by way of sale or free of charge, without the prior written consent of the Hall Management Committee. 

The Hirer shall ensure that all using the Hall during the period of hire comply with

- all conditions and regulations made in respect of the premises or its use by the Local Authority, Licensing Authority, Fire Authority, or otherwise.

- all notices regarding use of the Hall and its facilities fixed to the Hall by the Hall Management Committee

- all relevant food health and hygiene regulations if preparing, serving or selling food

- all relevant Health and Safety regulations
The Hirer shall not do or allow anything to be done which may endanger the premises or which may cause any insurance policy relating to the premises to become void or voidable or increase the premium payable. The Hirer shall indemnify Kingsland Coronation Hall and its Management Committee against all claims arising out the use of the Hall during the period of hire. Hirers should ensure that they hold appropriate public liability cover for the events that they organise and should take out their own insurance cover for items which belong to them and which are stored at the Hall. Hirers must read and take note of the hall risk assessments in the red folder in the kitchen.
The Hirer is responsible for their own first aid arrangements. Any accidents must be reported within 24 hours and in writing to the Hall Secretary.

The Hirer shall be responsible for leaving the premises and surrounding area clean, tidy and securely locked and in particular shall ensure that 
- all toilets are checked and flushed, (red cloths and mop) 

- all kitchen surfaces (if used) are wiped down ( green cloth)

- the fridge, cooker and microwave (if used) are cleaned – (green cloth)

- the floors of any part of the building used are swept

- the fridge and bins (if used) are emptied (refer to notice in kitchen re recycling)

- all spillages have been cleared up immediately using the appropriate colour mop/cloth. (Damp mop only to be used on hall floor.) 

- all tables and chairs used have been cleaned and returned to storage

- any crockery or cutlery included in the Hiring has been washed, dried and returned to storage 
- any items moved temporarily from their usual positions have been properly replaced

Payment in full (hire charges, bar fee and deposit as relevant) is required on submission of this form or at least 1 week before the period of hire.  An additional charge will be made to cover the cost of any breach of these conditions, including damage or loss to the premises or their contents, occurring during the period of hire. If the Hirer has paid a deposit, that deposit will be set against any additional charge and the balance, if any, returned to the Hirer. The Hirer shall return the key(s) to the Hall Secretary as soon as possible after the end of the event.

