
Instrument Notes for Teachers 

 

Damaged Instruments 

 If you return a damaged instrument, please notify a member of the office team  

Returned instruments should signed into the instrument ‘isolation room’ Please make sure to write 

the students name and instrument number into the sign in book.  

 

New Hires 

All new starters are provided with an Instrument Hire form with their invoice for the lessons, if they 

indicate hire is required on their application form. 

We require new hires to be collected from the CMA office. 

After submitting a hire form, parents/carers are required to give at least 24 hours’ notice for 

collection. You may wish to remind parents of this when you send out their timetables, so we can 

ensure they receive the instrument in time for the first lesson. 

 

Exchanges 

 Please either notify the office, or ask the parent/carer to notify the office when an instrument 

exchange is needed. 

 You may contact parents/carers via email with the same information. This should include the new 

size required (if applicable) and that exchanges take place currently though a booking system on a 

Thursday.  

 It is important that parents/carers contact the office to arrange the exchange so I can ensure the 

instrument is ready for them to collect. 

 

Returns 

Parents/carers are informed upon hire that we require the instruments to be returned to the CMA 

office. There should be no exceptions to this as it allows us to account for all instrument an a return 

receipt will be send via email to them. 

If a return via the teacher is unavoidable, please ensure the instrument is returned to the office as 

soon as possible, so a receipt can be issued. 

Please do not keep a returned instrument to exchange with another pupil! This has led to many 

instruments going ‘missing’ on our system and invoices being incorrectly raised or not raised at all. 

If you return an instrument after a lesson at CMA (for example in the evening or on a Saturday), 

please sign it into the isolation room.  

 

Borrowing Instruments 

Any instruments borrowed for demos should be signed out in the red folder in the CMA office. They 

should be signed in again upon return. 


