
School Facility Booking Procedure 

Purpose: 

To provide a clear and consistent process for booking school buildings/facilities for educational, 
extracurricular, or community use. 

1. Eligibility 
●​ Internal Users:  School staff, student groups, and school-affiliated organizations.  

Bookings can be made by staff directly in Kamar, no approval needed. 
●​ External Users:  Community groups, non-profits, and other approved external 

parties (subject to Principal or Business Manager approval and availability). 

2. Booking Request Process (external users) 

1.​ Submit a Booking Request Form 
●​ Available on our website or from the school office. 
●​ Must be submitted at least ten (10) working days in advance of the requested 

date. 
●​ Include details: purpose, date/time, number of attendees, equipment needs. 

2.  ​ Review and Approval 

●​ The school Business Manager reviews the request. 
●​ Approval is based on availability, alignment with school policies, and potential 

impact on school operations. 
●​ Additional documentation may be required (e.g., insurance, security plan). 

3.  ​ Confirmation 

●​ Approved bookings receive a confirmation email, and a Facility Use Agreement 
for signing. 

●​ Induction meeting to be organised with Property Manager, to arrange access, 
review health and safety requirements and set expectations. 

3. Usage Guidelines 

●​ Users must adhere to school policies regarding safety, conduct, and cleanliness. 
●​ No smoking, alcohol, or illegal substances allowed on premises. 
●​ Users are responsible for setup, pack-down, and returning the space to its original 

condition. 
●​  Any damage or extra cleaning costs will be charged to the user. 

 

  



4. Fees and Charges 

●​ Internal Users:  Generally free of charge unless additional services are required. 
●​ External Users:  Fees apply based on the space used, duration, and services required 

(e.g., cleaning, security, equipment). 
●​  A fee schedule is available as Appendix 1 in the Facility Use Agreement. 

5. Cancellations 

●​ Must be made at least three (3) working days in advance. 
●​ Late cancellations may incur a fee. 

6. Contact Information 

For bookings and inquiries, contact: 

Joanne Leiper​
 Business Manager​
 Phone: 04 237 5424​
 Email: joannel@mana.school.nz  



Fee Schedule 

All hireage has a $200 bond 

Wharenui / Wharekai 

Casual usage 

Overnight usage – adult & child 

Laundry $100 

Cleaning $100 for overnight stays 

Gym / Hall / Block J 

Casual usage - $60 ph 

Ongoing usage - to be negotiated, but not less than $30 ph, depending on term and frequency 

Cleaning – optional - $80 per clean 

Changing Sheds 

Casual usage - $50 per use 

Ongoing usage - $40 per use 

Cleaning – optional - $80 per clean 

 

 

 


