[image: ]ST. THOMAS MORE HIGH SCHOOL
LETTINGS BOOKING FORM 2026-2027




	Contact Name of Hirer:
	
	Organisation:
	

	The hirer or a representative from the organisation named above must be in attendance for the duration of the hire.

	Address:
	


	Telephone Number:
	
	Email:
	



	Purpose of Hire:
	
	No. of People Expected:
	

	Event Type:
	Private function of hirer 
named above
	Business / profit making 
event  
	Charity / not for 
profit event



	Bookings must be made for full hourly slots and include sufficient time for preparation and clearing away before and after the event. 
No additional time allowances are given for this.



	Single / Occasional Booking:
	Date: 
	
	Start Time:
	End Time:
	Total Hours: 
	

	
	
	
	
	
	
	



	Start Date:
	

	End Date:
	

	Days:
(please select)
	Mon
	Tue
	Wed
	Thurs
	Fri
	Sat
	Sun

	
	
	
	
	
	
	
	

	Start Time:
	
	
	
	
	
	
	

	End Time:
	
	
	
	
	
	
	

	Total Hours:
	
	
	
	
	
	
	



	Facilities Required: (please select)

	Main Hall
	
	Concourse
	
	Dining Room
	
	Library
	

	Main Kitchen
	
	Sports Hall
	
	Classroom (s)
	
	Main Conference Room
	

	Tennis/Basketball Courts
	
	Field
	
	All Weather Pitch (Astro)
	



	If you require use of the hall, YOU MUST provide the following information:

	No. of chairs required:
	
	No. of tables required:
	



	Additional Information:

	Will there be music:
	YES / NO
	Do you wish to serve food: 
	YES / NO

	If outside cater, please provide details of company:
	



	Will you be providing alcohol at your function:
	YES / NO



I confirm that I have:

	1.xRead the School Lettings Policy and agree with the Terms and Conditions of hire
	

	2.  Enclosed deposit payment (if applicable)
	

	3.  I declare that I am over 18 years of age and that the lettings will be under adult supervision throughout
	

	4.  Enclosed evidence of Public Liability Insurance (if applicable)
	

	5. I am aware that the cancellation period for regular bookings is half a terms notice (6 weeks).
	

	
	



Signed:									Date: 
Please return completed forms to: Finance@st-thomasmore.southend.sch.uk 
Or by post to: The Finance Office, St. Thomas More High School, Kenilworth Gardens, Leigh-on-sea, Essex, SS0 0BW


For Office use only:

	Availability checked and agreed:
	

	Total Cost of Booking:
	

	Deposit Required:
	YES
	NO

	Payments:
	

	Received:
	On By:

	Outstanding Balance:
	Due By:
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