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1st Sept 2026- 31st Aug 2027



		






PLEASE READ THE CONDITIONS OF HIRE AND COMPLETE THE DETAILS REQUESTED BEFORE RETURNING THIS FORM TO THE LETTINGS OFFICE

HIRER CONTACT DETAILS:
	Name of Club/Association:
	

	Contact Name:
	

	Position held:
	

	Home/Work Telephone:
	

	Mobile Phone:
	

	Email address:
	

	Postal Address:
	



	Postcode:
	

	
DETAILS OF HIRE:


	Location (please tick):
	Sports Hall □          Sports Field □          Main site □
MK45 2HX               MK45 2HX                MK54 2QR


	Activity:
	

	Approximate number attending: 		
	

	Responsible adult in attendance:
	

	Mobile number of above:
	

	Day(s) and time(s) of hire (including adequate time for setting out and clearing up):
	e.g. Tuesday evenings 7.00-8.00pm


	Date from:
Date to:
	e.g. 1st September to 31st December 


	Equipment required:
	e.g. badminton posts 

	Storage requirements:
	


FEE FOR HIRE:	Please refer to scale of charges for full details. Notes regarding VAT charges are contained within our conditions of hire. 
INVOICING:	Payment must be received in advance of booking, or within seven days of invoice. Bank transfer is the preferred method of payment, bank details are shown on our invoice.

PLEASE TICK AS APPROPRIATE AND REMEMBER TO SEND ANY DOCUMENTATION WITH YOUR APPLICATION

INSURANCE
· I confirm that we have public liability cover in place for a minimum of £5,000,000. I enclose a copy of the certificate
or
· I apply for cover under the Alameda Middle School Hirers’ Policy (for unaffiliated social clubs and charities only).

SAFEGUARDING PROCEDURES – required if the session may include unaccompanied children.  Refer to Conditions of Hire for more information

· I enclose a copy of the Club/Organisation’s safeguarding and child protection policy including the name of the person responsible for safeguarding procedures, & evidence of DBS checks.

DECLARATION

I apply to use the premises indicated above subject to the Conditions of Hire which I have read and understood, and with which I agree to comply.  I have read and understood Fire Procedures, included in Conditions of Hire.  I agree to be responsible for making good any loss or damage to the school premises (including accidental damage) resulting from the hire and will ensure that the premises are left in good order.  I attach a copy of my organisation’s public liability certificate and safeguarding procedures if appropriate.


SIGNED:       							DATE:


PRINT NAME:

ON BEHALF OF (CLUB/ORGANISATION):  


The Lettings Manager will confirm your booking by email when the completed form & accompanying paperwork have been received by post or email.
Postal address:	Lettings Office, Alameda Middle School, Station Road, Ampthill, Bedford, MK45 2QR
Email contact: 	lettings@alamedamiddleschool.org.uk
Telephone: 	01525 750900 EXT 224 (Voicemail when unattended or closed)
The Lettings Office is open every Monday and Wednesday during term-time, from 9am to 2pm.  Please take these times into account when making changes to your booking.

EMERGENCY CONTACT DETAILS  
In the event of an issue at the hall, or if door passes fail, please contact the following to ensure the security of our site: 
Site Agents: Nicola Woodyatt    	07808 864 711   or	Mark Woodyatt 07846 434 689
If you cannot reach either of the above, please call CYS Security on 0845 475 1981
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