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ABOUT US 
ñIcing on the Parkò will provide a synthetic skating rink and all the necessary 
equipment for a wonderful time at your chosen venue. As well as providing 
entertainment the rink will allow local groups to fund raise, or provide 
coaching in skating. 
 
The skating rink will be available to schools, village halls, shopping centres 
and fetes across Hampshire. In fact any organisation that wants a novel and 
exciting way to raise funds for their local charity will be able to hire the rink, 
and bring people of all ages and abilities together for a great time.  
 
ñIcing on the Parkò is designed for fundraising events and should not be 
used for profit making/business purposes. 

 
THE RINK  

The skating surface available is a total of 252m squared. You can either   
have the full surface of  

 12m x 21m (fit in a large sports hall) or a smaller surface of            
 12m x 10.5m (for further information please contact us).  

The rink will be provided with barriers, skates and cleaning equipment.  
The equipment can be used outside in temperature from -10ęc to 
40ęc . 
The rink will need to be installed on a firm, flat level area; we          
recommend a playground or tennis court, there is a plastic membrane 
that will go underneath.  
The rink cannot be installed on sand. 
The  12m x 21m rink will allow for a maximum of 95 skaters at one 
time. 
The 12m x 10.5m will hold a maximum of 45 skaters at one time.  
We provide a Fun Experience Chair for anyone with mobility difficulties. 
We will also provide runners that can be attached to a wheelchair in 
case the  disabled person cannot leave their chair. 
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THE EQUIPMENT WE SUPPLY.......  
Skating Surface 
Barriers 
Skates 
Skate Racks 
2 x Fun Experience Chair 
Wheelchair Runners 
Rubber Matting to go around the entrance of the rink  
Cleaning Machine 
Glycol Spray Unit, liquid and detergent 
Skate sharpening machine (if required) for hire periods greater than 1 
week 

 
SKATING COACHES 
If you would like to offer skating coaching to participants you can expect to 
pay around £32 per hour depending on hours and location.  
Here are some contact details: 
Skating coach contact details: 
Jodie Takhar 
Ice skating instructor NCCP Coach 
07708 693507 
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INSURANCE  
If you are a Hampshire County Council Local Education Authority school 
when you hold the event you are covered by HCC public liability of          
£10 million, providing you have bought into the HCC insurance policy. 
We as the providers are covered to the amount of £10 million insurance for 
the setting up of the rink and the equipment and the training given to    
manage the event.  Insurance certificate on page 12.  
 
PTA 
If it is the PTA organising the event and you belong to NCPTA, there is more 
information on page 5.  
 
CHARITY/VOLUNTARY GROUPS  
You will require event insurance to cover the use of the equipment and in 
the case of theft and damage. To obtain this you may have an insurance 
broker you use, if not there is a list of brokers on page 7, we do not endorse 
any particular ones. 



 

 

RUNNING THE RINK  
There are a number of essential tasks involved in running the skating rink:  
Health and Safety  

The ice rink must be stewarded during all periods of use. We suggest 
that you have a person on the rink to help skaters. You can access the 
rink wearing trainers, however we recommend professional health and 
safety footwear.  
All staff working the events must be CRB checked. 
You will require someone to give out the skates, they can also be  

 responsible for collecting the money. 
A first aider must be on site this can be the person on the rink, the  

 person distributing skates or an additional person within contact on site.  
You must have insurance cover, please see our insurance page. 
Ensure all skaters wear appropriate clothing i.e. hands, arms and legs 
etc are covered to reduce the risk of injury.  
The minimum age unaccompanied by an adult is 8 years. 
The minimum age of a child skating accompanied on the ice by an adult 
is 2 years old, maximum of 2 children per adult.  
No eating or drinking on the rink.  
The surface will be left cleaned and ready for use. Our staff will show 
you what to do at the end of the day. The rink must be swept daily to 
remove all shavings. You will also be instructed on how to prepare the 
surface at the beginning of the next day.  
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TIPS FOR RUNNING A SUCCESSFUL EVENT  
We would recommend the following activities to make your event as exciting 
and successful as possible: 

Running a tuck shop: Soft drinks, sweets, crisps and hot drinks for the 
adults, increases income. 
You could also sell hot dogs as these are easy and low cost to prepare. 
A disco, or music system as it helps to create atmosphere. 
Spotlights, or glitter ball which again will help create atmosphere.  
Having a pool and/or football table on site as an additional activity,     
raising funds. 
Have extra items such as gloves and socks on hand that can be         
borrowed by skaters if they do not bring their own.  
Ensure you have a cash float. 
Ensure you have instant ice packs available, in case of injury. 
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BJ Knibbs  -  1 Riverside Court, Barnstaple, N. Devon, EX31 1EY 
tel 01271 345005,   Fax 01271323677 
www.bjknibbs.co.uk 
email: info@bjknibbs.co.uk 

Ceart ð Southbridge House, Southbridge Place, Croydon, Surrey  CR04HA 
Tel:  020 8660 5922 
www.ceart.co.uk   

Finance Direct  has funding to develop a range of insurance products aimed at voluntary      
organisations and community groups. The company offers Public Liability Insurance for groups at 
£37.95 per year. 
The scheme is designed for small groups who fall within the following criteria:  

Have an annual turnover of less than £10,000 
Have fewer than 100 members 
Hold meetings in hired premises and provides cover for the following activities  
Up to 6 fund raising events in a year, and  
Up to 6 outings in the year  

 
For more information contact Finance Direct on 
0845 373 2759 or visit: www.financedirect.co.uk 

Keegan and Pennykid Ltd ðTel: 0800 731 8030 

Ladbrook , Freepost NEA9003, 
Sheffield, S25 3ZZ. 
Tel 01909 565858 
www.ladbrook.co.uk  

Marsh  
Capital House Office,  Seventh Floor Reception, 1 Houndwell Place, 
Southampton, 
SO14 1HU 
Tel: 02380 218 700 
Fax: 02380 212 174 
www.marsh.co.uk 

Royal and Sun Alliance ðTel: 0800 072 0600 

Stuart Alexander , 10 Philpot Lane, London, EC3M 8AB. 
Tel: 020 7335 1646. 
web: www.stuartalexander.co.uk 

Zurich - 1000 Parkway, Whiteley, Fareham,  Hampshire, PO15 7AA 
Tel: 0845 600 3184, 
www.communityinsurancecentre.com/ 

Morton Michel -  Alhambra House, 9 St Michaels Road, Croydon, Surrey. CR9 3DD                           
Tel:0845 2570 900                                                                                                                 
enquiries@mortonmichel.com  

INSURANCE COMPANIES (not endorsed by us)  

http://www.bjknibbs.co.uk/
mailto:info@bjknibbs.co.uk
http://www.financedirect.co.uk/
http://www.marsh.co.uk/
file:///C:\Documents%20and%20Settings\CMi\Local%20Settings\Temporary%20Internet%20Files\Content.Outlook\34DR5XYM\www.stuartalexander.co.uk
http://www.communityinsurancecentre.com/


 

 

RISK ASSESSMENT 
At the back of this handbook we include our operational risk assessment and 
also included is a blank template and a completed template for hirers to use.  
 
It is your responsibility as a ñhirerò to take time to review and prepare your 
risk assessment. Documents included are there to act as a guideline for you. 
 
DELIVERY AND SET UP  

ñIcing on the Parkò will provide its own team to deliver all equipment 
and  to set up and dismantle the skating rink.  
The ñIcing on the Parkò equipment will be delivered, set up and will take 
4 - 6 hours prior to the rink being available for use.  
The area on which the rink is being set up needs to be debris free.  
The equipment will take approximately 4 hours to be removed.  
We will deliver the rink in a 7.5 tonne Luton lorry with a tail lift. We will 
need to gain access to the building through double doors large enough 
for a pallet to go through. (flat access)  
Remember to have an alternative area for setup if weather inclement.  

 
TRAINING  
Once the rink is set up we will show you how to:  

Exchange shoes for skates and how to put the skates on. 
How to check the rink for safety.  
How to clean the rink surface. 
How to prepare the rink for skating.  
How to ensure safety on the rink.  
If applicable how to sharpen the skates.  
Training takes approximately 1 hour, included in the 4 - 6 hours set up. 
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RECOMMENDED PRICING  
Obviously it is entirely up to you what you charge. The prices below are the 
type of prices used in shopping malls. You will need to ascertain your 
costings and price accordingly. Please remember the ticket prices must 
include VAT. 
 
Low season February-October (1 Hour) Children £2.50 Adults £4.00 
 
High season November-January (1 Hour) Children £5.00 Adults £8.00 
 
School holidays can be charged as you wish i.e you may want to charge 
school holidays as high season. 
 
TIMETABLING SUGGESTIONS  
We would suggest running sessions of 1 hour at a time to allow for  
maximum participation. Again this is entirely at your discretion and what will 
work for your organisation.  
 
MONITORING  
This is a funded project and there is a requirement to evaluate it. Therefore 
we will provide you with an evaluation form. We would request that you  
collect usage figures and return this form back to us along with 2  
photographs of the rink in use. If you have press coverage we would        
appreciate any articles printed. 
 
DOCUMENTATION  
The following can be found on our website www.pcventures.org.uk under 
ñIcing on the Parkò. 

Booking form 
Certificate of insurance 
Operational risk assessment, a blank hirer risk assessment template 
Poster templates 
Ticket templates 
Monitoring documentation 
Evaluation form 
Rules Poster for your use to display 
HCC photographic consent form 
Delivery note / Collection Note 
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Name of Organisation: 
Main Contact:       Tel no: 

BOOKING FORM  
Please complete all of the fields below and return to the  
ñIcing on the Parkò team.  
Email: active@pcs.hants.sch.uk  
Address: Park Community School, Middle Park Way, Leigh Park, Hants,        
PO9 4BU  
Tel no: 02392 489811       Fax no: 02392 489833  

Address: 

Tel No:       E-Mail: 

Details of use 
 
Date  and time of use. From:      To: 
 
Date and time of Setup:   
 
Date and time of take down:  
 
Please tick which rink you require: 
Rink    12m x 21m     12m x 10.5m 
 
Access delivery details (location and type of doors): 
 
Risk Assessment Completed  
 
We confirm we have received CRB checks for all staff 

PLEASE SEE OVERLEAF FOR FULL TERMS AND CONDITIONS OF HIRE. 
 
I ACCEPT THE TERMS AND CONDITONS OF HIRE (PLEASE TICK) 

SIGNED:............................................. DATE:............................................  
 
PRINT NAME .....................................  POSITION .....................................  
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Additional Information:  



 

 

TERMS AND CONDITIONS OF HIRE  
Once a booking is confirmed by Icing on the Park we will require a deposit of 50% to secure the booking 
and the remainder to be paid two weeks before the date of hire.  

 

CANCELLATION  
Should you need to cancel your booking up to 30 days before the event we will refund 60% of your      

deposit. Any cancellation later than this will result in the loss of the deposit unless an alternative date can 
be agreed. 

 

DAMAGE/LOSS OF EQUIPMENT  
If damage occurs and is deemed to be due to general wear and tear, then there will be no charge. We 

would appreciate you notifying us of any damage that does occur so that we can assess this. If damage is 
due to vandalism or if any items are lost then you will be charged the cost of replacement.  

 
The person/organisation hiring the equipment will be responsible/liable for any damage/injury occurring as 

a result of misuse or reckless use. 

 
It is the responsibility of the person/organisation borrowing/hiring to ensure the equipment is kept safely 

and secure. 
 

CRB CHECKS 

All Staff working on your event must be CRB Checked. 
 

INSURANCE  
It is your responsibility to ensure that you have public liability insurance cover for holding the event to    

protect your legal liability, and we recommend that this cover is up to £10 million. If you are a Hampshire 
County Council organisation then you will be covered by the County policy, providing you have bought into 

the Hampshire County Council insurance policy. 

 
PLEASE ENSURE THERE IS: 

NO SMOKING ON OR WITHIN THE AREA OF THE SKATING RINK 
NO EATING ON THE SKATING RINK 

NO DRINKING ON THE SKATING RINK 

NO NON SKATERS ON THE SKATING RINK 
 

OUTSIDE USE 
The rink is able to go outside but it must be situated in a secure area, and all other equipment locked    

securely away. 
 

CAPACITY  

The rinks have maximum skating capacities and these must be adhered to. On the  
12m x 21m rink this is 95 skaters at one time. On the 12m x 10.5m rink this is 45 skaters at one time.  

 
SUPERVISION  

Skating sessions must be supervised at all times.  

A first aider must be on site at all times.  

We recommend that unaccompanied children are a minimum of 8 years old.  

We also recommend the minimum age to skate is 2 years old. 

 

TO BE ABLE TO HIRE THIS EQUIPMENT, THE EVENT MUST BE FOR FUNDRAISING AND NOT 

PROFIT MAKING. BUSINESSES MUST INFORM US OF THE CHARITY THEY ARE DONATING THE 
FUNDS TO. 

 
Please make cheques payable to: Hampshire County Council  
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INSURANCE CERTIFICATE  
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TICKET EXAMPLES 

    This entitles you to 1 skating session  

This entitles you to 1 skating session  
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    This entitles you to 1 session on the rink  

DATE: TIME OF SESSION:  



 

 

Day Under 18's 18-60's 
Disabled 

use Over 60's 
Free of 
Charge 

Monday          

           

Tuesday          

           

Wednesday          

           

Thursday          

           

Friday          

           

Saturday          

           

Sunday          

           

Total          
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 Very satisfied Satisfied Slightly disatisfied Very disatisfied 

Equipment     

Set up and training         

Removal of equipment         

Documentation provided         

What went well? 

      

What could have 
been improved? 

      

Are you able to     
supply 2 photographs 
of the rink in use? 

Permission slip attached for 

 

 

Permission slip attached for 

 

 Group permission slip 

Number of slips 

 

Press cuttings        
attached? 
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Many thanks for taking time to complete this form, please 
email us a copy or send it back to us.  



 

  
 
 
SKATING IS FUN IF YOU...........  
 
SKATE IN THE SAME DIRECTION 
 
LEAVE YOUR DRINKS AND FOOD AWAY 
FROM THE RINK 
 
MAXIMUM OF 3 PEOPLE HOLDING HANDS 
 
2YRS-8YRS MUST BE ACCOMPANIED BY 
AN ADULT (2 CHILDREN PER ADULT) 
 
HAVE RESPECT FOR OTHER SKATERS 
 
USE MODERATE LANGUAGE 
 
WEAR SUITABLE CLOTHING 
 
REMEMBER: YOU SKATE AT YOUR OWN 
RISK 



 

 

 
USING IMAGES OF CHILDREN 
 Consent form for use by Hampshire County Council schools 

To bŀƳŜ ƻŦ ǘƘŜ ŎƘƛƭŘΩǎ      
parent or guardian: 

  

    

Name of child:   

School:  

    

Occasionally, we may take photographs of the children at our school. We may use these images in our 
ǎŎƘƻƻƭΩǎ ǇǊƻǎǇŜŎǘǳǎ ƻǊ ƛƴ ƻǘƘŜǊ ǇǊƛƴǘŜŘ ǇǳōƭƛŎŀǘƛƻƴǎ ǘƘŀǘ ǿŜ ǇǊƻŘǳŎŜΣ ŀǎ ǿŜƭƭ ŀǎ ƻƴ ƻǳǊ ǿŜōǎƛǘŜΣ ƻǊ ƻƴ 
project display boards at our school.   We may also make video or webcam recordings for monitoring or 
other educational use. 
  

The Media Suite at Park Community School means all pupils will at times have the opportunity to record 
and/or appear in audio or video projects related to curriculum work or as part of their personal devel-
ƻǇƳŜƴǘΦ  {ƻƳŜ ƻŦ ǘƘŜǎŜ ǇǊƻƧŜŎǘǎ Ƴŀȅ ōŜ ǎƘƻǿƴ ƛƴ ƻǳǊ Řŀƛƭȅ ά.ǳǘǘŜǊŦƭȅ .ǊƻŀŘŎŀǎǘǎέΣ ƻƴ tŀǊƪ /ƻƳƳǳƴƛǘȅ 
{ŎƘƻƻƭΩǎ ǿŜōǎƛǘŜ ƻǊ Ǉƻǎǎƛōƭȅ ../ƛΦ 
  

From time to time, our school may be visited by the media who will take photographs or film footage of 
a visiting dignitary or other high profile event. Pupils will often appear in these images, which may ap-
pear in local or national newspapers, or on televised news programmes. 
  

To comply with the Data Protection Act 1998, we need your permission before we can photograph or 
make any recordings of your child for promotional purposes. Please answer questions 1 to 4 below, 
then sign and date the form where shown. 
Please return the completed form to the school as soon as possible. 
  

 

Please circle your an-
swer 

aŀȅ ǿŜ ǳǎŜ ȅƻǳǊ ŎƘƛƭŘΩǎ ǇƘƻǘƻƎǊŀǇƘ ƛƴ ǘƘŜ ǎŎƘƻƻƭ ǇǊƻǎǇŜŎǘǳǎ ŀƴŘ ƻǘƘŜǊ 
printed publications that we produce for promotional purposes or on 
project display boards? 

 
 
Yes / No 

    

aŀȅ ǿŜ ǳǎŜ ȅƻǳǊ ŎƘƛƭŘΩǎ ƛƳŀƎŜ ƻƴ ƻǳǊ ǿŜōǎƛǘŜΚ Yes / No 
    

aŀȅ ǿŜ ǊŜŎƻǊŘ ȅƻǳǊ ŎƘƛƭŘΩǎ ƛƳŀƎŜ ƻƴ ǾƛŘŜƻ ƻǊ ǿŜōŎŀƳΚ Yes / No 
    

4. Are you happy for your child to appear in the media? Yes / No 
    

Please note that websites can be viewed throughout the world and not just in the United Kingdom 
where UK law applies. 

Please also note that the conditions for use of these photographs are on the back of this form. 
    

I have read and understood the conditions of use on the back of this form. 
    

tŀǊŜƴǘΩǎ ƻǊ  
ƎǳŀǊŘƛŀƴΩǎ ǎƛƎƴŀǘǳǊŜΥ 

   
Date: 

  

        

Name (in block capitals):   
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Continued... 

Conditions of use 

1. This form is valid for *five years from the date you sign it, or for the period of time your child   at-
tends this school / *for this project only. The consent will automatically expire after this time. 

2. We will not re-use any photographs or recordings *after your child leaves this school / *after the 
project is completed. 

3. We will not use the personal details or full names (which means first name and surname) of any 
child or adult in a photographic image on video, on our website, in our school prospectus or in any 
of our other printed publications without good reason. For example, we may include the full name 
of a pupil in a newsletter to parents if the pupil has won an award. 

4. If we name a pupil in the text, we will not use a photograph of that child to accompany the article 
without good reason. (See point 3 above.) 

5. We will not include personal e-mail or postal addresses, or telephone or fax numbers on video, on 
our website, in our school prospectus or in other printed publications. 

6. We may include pictures of pupils and teachers that have been drawn by the pupils. 

7. ²Ŝ Ƴŀȅ ǳǎŜ ƎǊƻǳǇ ƻǊ Ŏƭŀǎǎ ǇƘƻǘƻƎǊŀǇƘǎ ƻǊ ŦƻƻǘŀƎŜ ǿƛǘƘ ǾŜǊȅ ƎŜƴŜǊŀƭ ƭŀōŜƭǎΣ ǎǳŎƘ ŀǎ άŀ ǎŎƛŜƴŎŜ ƭŜǎπ
ǎƻƴέ ƻǊ άƳŀƪƛƴƎ /ƘǊƛǎǘƳŀǎ ŘŜŎƻǊŀǘƛƻƴǎέΦ 

8. We will only use images of pupils who are suitably dressed, to reduce the risk of such images being 
used inappropriately. 

 

Please note that the press are exempt from the Data Protection Act and may want to include the names 
and personal details of children and adults in the media. 

 

* Please delete the option that does not apply. 
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TO........................................................ TEL NO:......................................  
 

CONTACT PERSON....................................................................................  
 
DATE AND TIME OF SET UP: 
................................................................................................................  
We confirm we have received the above equipment and training to be able 
to use the rink and to abide by terms and conditions.  
 
Signed .............................................    Date ................................  
 
Print Name ......................................  
 
Delivery person ................................     Date ...............................  
 
 

DESCRIPTION RECEIVED COMMENTS 

SKATING RINK    

RUBBER MATTING    

SKATES TOTAL: 88    
JUNIOR: 3 x size 9,  3 x size 10, 3 x size  11, 3 x 
size 12   3 x size 13    

3 x size 1,  3 x size 2, 3 x size 3, 13 x  size  4    

12 x size 5,  5 x size 6,  9 x size 7, 8 x  size  8    

6 x size 9, 5 x  size 10. 4 x size 11, 2 x  size  12    

FUN EXPERIENCE CHAIR X 1    

CLEANING MACHINE    

GLYCOL SPRAY    

SHARPENING MACHINE    

     

TRAINING     

GIVING OUT SKATES    

CLEANING RINK    

SHARPENING SKATES    

MANAGING THE EVENT    
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TO........................................................ TEL NO:......................................  
 

CONTACT PERSON....................................................................................  
 
DATE AND TIME OF DISMANTLE/COLLECTION: 
................................................................................................................  
 
We confirm we have returned the above equipment to the standard that it 
arrived in.  
 
Signed .............................................    Date ................................  
 
Print Name ......................................  
 
Collection person ................................     Date ...............................  
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DESCRIPTION RECEIVED COMMENTS 

SKATING RINK    

RUBBER MATTING    

SKATES TOTAL: 88   
JUNIOR: 3 x size 9,  3 x size 10, 3 x size  11, 3 x 
size 12   3 x size 13    

3 x size 1,  3 x size 2, 3 x size 3, 13 x  size  4    

12 x size 5,  5 x size 6,  9 x size 7, 8 x  size  8    

6 x size 9, 5 x  size 10. 4 x size 11, 2 x  size  12    

FUN EXPERIENCE CHAIR X 1    

CLEANING MACHINE    

GLYCOL SPRAY    

SHARPENING MACHINE    

     

TRAINING     

GIVING OUT SKATES    

CLEANING RINK    

SHARPENING SKATES    

MANAGING THE EVENT    



 

 

We are grateful to all who have supported us throughout this 
project  
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