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HUDAWI Cultural Centre
Facilities /Room  Hire Application Form
Please complete this form to request a booking. Submission of this form does not guarantee availability. Bookings are confirmed only after approval by HUDAWI Cultural Centre.
1. Applicant Details
Full Name: ________________________________________
Organisation (if applicable): ________________________________________
Charity Number 
Address: ________________________________________
Postcode
Email: ________________________________________
Telephone: ________________________________________
2. Event Information
Event Name / Description: ________________________________________
Event Type: ________________________________________
Date of Event: ________________________________________
Start Time: __________    Finish Time: __________
Setup / Access Time Required: ________________________________________
Expected Number of Attendees: ________________________________________
3. Facilities Requested
Main Hall ☐    Meeting Room ☐    Kitchen ☐   Bar ☐ Outdoor Space ☐
The kitchen will be managed by and external company and if you require usage an appointment will be arranged with the Company
The bar is fully stocked and licensed and if the hirer would like to provide some drinks free of charge they will have the option of creating a bar tab or paying corkage per bottle.
Equipment Required: Tables ☐   Chairs ☐  Screen ☐   Projector ☐   White Board  
☐ PA System ☐     Other: __________            
The hirer must specify if they intend to bring their own sound system or hire the HCC’s system.     
4. Catering
Will food be served?   Yes ☐   No ☐
Will the kitchen be used?   Yes ☐   No ☐
External caterer?   Yes ☐   No ☐   If yes, name: ________________________
5. Event Risk Questions
Will alcohol be served?   Yes ☐   No ☐
If managing your own bar  you will have to
Pay hire cost
Have a Personal Alcohol License
Will amplified music, DJ, or PA system be used?   Yes ☐   No ☐
Will children or young people attend?   Yes ☐   No ☐
Will decorations, staging, or large equipment be used?   Yes ☐   No ☐
Will attendance exceed 150 people?   Yes ☐   No ☐
Do you want this event made public on our customer view online booking system yes/no 
6. Risk Scoring (Office Use)
	Risk Indicator
	Tick if Yes
	Score

	Alcohol served
	☐
	2

	Amplified music / DJ
	☐
	2

	Attendance over 150 people
	☐
	2

	Kitchen use / food preparation
	☐
	1

	Children or vulnerable groups attending
	☐
	1

	Large decorations / staging / equipment

Security level 1 
(christening, kiddies party, baptism etc)
Security level 2
(Big People events, Carnival, Independence, Dinner Dances)

Security level 3
(Under 16s/18s, Baseline, Bashment, Sporting events) 
	☐


☐


☐



☐

	1


0

1



2




Total Risk Score: __________________
Traffic Light Risk Classification
Green (0–3 points)  →  Low Risk Event  →  Bond £0 – £50
Amber (4–7 points)  →  Medium Risk Event  →  Bond £100 -£200
Red (8+ points)  →  Higher Risk Event  →  Bond £500 – £1000+ and possible additional conditions
Insurance declaration
☐ I understand that the Centre may require evidence of Public Liability Insurance depending on the nature of the event and agree to provide this if requested.
Electrical equipment declaration
☐ I confirm that any electrical equipment brought onto the premises will be safe for use and, where applicable, have current Portable Appliance Testing (PAT).
7. Declaration
I confirm that the information provided is accurate and that I will comply with all HUDAWI Cultural Centre policies including Health and Safety, Safeguarding, and Food Hygiene where applicable.
Applicant Name: ________________________________________
Signature: ________________________________________
Date: ________________________________________

Office Use Only
Risk Level:   Green ☐    Amber ☐    Red ☐
Bond Required: £0 ☐   £50 ☐   £100 ☐   £200 ☐   £500+ ☐ £
Booking Reference: ______________________________
Approved By: ______________________________
Date: ______________________________
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