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E:  dunksclerk@outlook.com

TERMS & CONDITIONS OF HIRE
DUNK’S SCHOOL HALL

The Hall is available for hire on the following terms and any other rules displayed in the Hall (including the kitchen and toilet):

1. Arrangements for hire

The Hall is available for hire from Dunk’s Educational Foundation (“Dunk’s”) no earlier than 9.00am and no later than 9.30pm at the rate of £10 per hour. Hirers may not enter the Hall more than 15 minutes before the start of their booked session to set up, etc. and must vacate the Hall not more than 15 minutes after the end of the booked session, unless alternative arrangements have been made with and authorised by the Clerk and/or Trustees.  Hirers will be invoiced for payment following the event and as arranged with the Clerk.

The Hall must be returned to a suitable state for the next Hirer. The blinds must be left open after each session and heating must be switched off (please turn to ‘0’ not ‘*’).

The Hirer shall ensure that no animals, except assistance dogs, are brought into the Hall without express consent of the Trustees.

Hirers are asked to show consideration to the residents at all times.  Please ensure that a minimum of noise is made on arrival and departure, and that any noise emanating from the Hall premises shall not cause any nuisance to the vicinity of the Hall.

2. Insurance/Indemnity

The Hirer is responsible for taking out public liability insurance, including damage to Dunk’s property, and agrees to indemnify Dunk’s against all actions, claims and demands arising in any way from the Hirer’s use of the Hall or the actions of the members and guests of the Hirer’s organisation.  The Hirer will, during the period of hire, be responsible for supervision of the premises, the fabric and the contents, their care, safety from damage, however slight, or change of any sort.  The Hirer must report any damage to the Clerk.

3. Licenses & Certifications

The Hirer shall be responsible for obtaining any licences and for completing any returns that may be required by the Performing Rights Society, Phonographic Performance Limited, The Copyright Licensing Agency Limited and all other similar bodies in connection with the hiring and the Hirer shall indemnify Dunk’s against the consequences of the Hirer’s failure to do so.

The Hirer will be responsible for ensuring all relevant licences and certifications (including DBS certificates when necessary) are in place.  Dunk’s are not responsible for any licences or certificates required for the running of the Hirer’s event.

4. Cleanliness

The Hirer is responsible for leaving the Hall and its kitchen and toilet in a clean and tidy state at the end of each booked session. All waste food and other rubbish must be bagged and removed. Please ensure that any spills are wiped up and crumbs and debris are swept up and removed from the premises.  A vacuum cleaner and dustpan & brush can be found in the cupboard on the left between the kitchen and Hall.  Kettles should be emptied and switched off at the wall. Tables and chairs must be stacked safely in their designated storage areas. On leaving, the premises must be locked by closing the main door securely.

5. Storage

The Hall has only limited storage and Hirers may only leave equipment or other items in the Hall with the express agreement of the Clerk – and only ever inside the existing cupboards. Dunk’s reserves the right to remove items left outside the cupboards and takes no responsibility for any personal possessions left on the premises at any time.

6. Keys

There is a single key for the front door of the Hall and Hirers will be advised of its location. For security reasons, Hirers must not obtain copies of the door key.  The key must be returned to its original location at the end of each hire.

7. No smoking

The Hall (and its kitchen and toilet) and gardens are a NO SMOKING AREA and Hirers are responsible for ensuring that this rule is strictly adhered to.

8. No parking

Parking at Dunk’s is very limited and strictly for Residents only. Please avoid blocking the drive as this needs to be kept clear for medical and other carers.
9. Cancellation

The Trustees reserve the right to cancel, by written notice, the hire in the event of the Hall being required for use as a Polling Station for a Parliamentary or Local Government election or by-election, or non-compliance with the booking conditions, or used for unlawful or unsuitable activities, or an emergency requiring the use of the premises.

In the event of the Hall or any part thereof being rendered unfit for the use for which it has been hired, or the Trustees cancel the booking, it shall not be liable to the Hirer for any resulting loss or damage whatsoever.



































Updated April 2025
HEALTH & SAFETY INFORMATION AND ADVICE


FIRE ALARMS AND EVACUATION
Hirers must draw the attention of all users of the Hall to the Health and Safety and Fire Evacuation notices displayed on the noticeboard in the Hall and attached to these Terms & Conditions of Hire (Health & Safety Information and Advice).  The Hirer must ensure compliance with the instructions displayed in the Hall relating to FIRE ALARMS & EVACUATION and fire exits MUST NOT be obstructed at any time.  The Hirer acknowledges that they are familiar with the following:
A) Fire alarm points
B) Fire evacuation procedures, routes, and assembly points
C) Location of first aid kit
D) Location of the accident reporting book

In accordance with the premise’s fire evacuation plan, the Hirer is required to:
a) Familiarise all participants with the position of the fire alarm points, fire evacuation routes and fire assembly points.
b) Ensure that procedures are in place to evacuate disabled persons from the building.
c) Comply with reporting procedures.
d) Regular Hirers Only – are advised to carry out Fire Drills.

What to do if you discover a fire
· Raise the alarm immediately
· Leave immediately by the nearest safe exit route, moving quickly but do not run
· Check (if safe to do so) that everyone has been evacuated from the building and call the Fire Service
· Report to the designated assembly point, which is the front gate on the main path
· Stay outside the building and await the arrival of the Fire & Rescue Service and only return to the building when they give the all clear to do so.

If you hear the alarm, or are warned of a fire (and have not been informed it is a drill only)
· Leave by the nearest safe exit route, moving quickly but do not run
· Assist any person with disabilities
· Report to the assembly point
· Stay outside the building and await the arrival of the Fire & Rescue Service and only return to the building when they give the all clear to do so.

FOOD PREPARATION
The Hirer shall, if preparing, serving or selling food, observe all relevant food health and hygiene legislation and regulations.

ELECTRICAL APPLIANCES
The Hirer shall ensure that any electrical appliances brought to the premises and used there are safe and in good working order and used in a safe manner.  All electrical appliances brought into the Hall should be PAT tested. The Hirer shall not use equipment to heat the Hall other than that provided by the Trustees.

ACCIDENTS & INCIDENTS
Details of accidents which result in an injury MUST be entered into the accident book.  This is a legal requirement.  The accident book is kept in the kitchen, inside the First Aid Box.  All accidents and incidents should be reported to the Clerk as soon as reasonably practicable.

FIRST AID
A First Aid box can be found in the kitchen, in the top right-hand cupboard above the sink unit.

RISK ASSESSMENT
Risk assessments may be required for certain activities undertaken within the Hall and its grounds.  Please carry out your own risk assessment if necessary.

TOILET FACILITIES
A fully accessible toilet is located at the rear of the kitchen area.  This is a disabled toilet and incorporates baby changing facilities.

FURTHER INFORMATION AND ADVICE
For further information or if you have any questions, please contact the Clerk on 01580 388973 or email dunksclerk@outlook.com. The Clerk is usually in the office on a Monday, Wednesday and Friday morning.

EMERGENCY CONTACT NUMBERS
In an emergency, please contact:
Nigel Collison – Chairman – 07989 541663
Colin Faulkner – Buildings & Maintenance – 07983 982755
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HIRING AGREEMENT

This agreement is made between the Trustees (2) and the Hirer (3) named below.

The Trustees agree to permit the Hirer to use the premises for the purpose of (4) and the period(s) described below (5).

1. Date of Agreement:		____________________________________________

2. Trustees’ Representative:	Michelle Sandys (Clerk to the Trustees)
                				Trustees’ Office, Flat 5, Dunk’s Almshouses,
                 				Rye Road, Hawkhurst, Kent TN18 5HF

3. Hirer:  				____________________________________________

Address:				____________________________________________

Telephone:  ______________________	Email:  ________________________________

4. Purpose of Hiring:			____________________________________________

5. Period of Hiring:

Date:  ______________________  Time (From):  ___________ Time (To):  __________

Frequency of Hire if a Regular Booking:  _____________________________________

6. Will alcohol be consumed on the premises?	YES / NO
If YES, are you intending to sell alcohol?		YES / NO
The Hall does not have a Premises Licence which permits the sale and consumption of alcohol.

7. For safety reasons, the use of Bouncy Castles and other Air Inflated Devices used for sliding or jumping upon are strictly prohibited within the building or the grounds of the Hall and Almshouses.  If anyone uses one of these devices, they do so at their own risk and will be wholly responsible for any claims made against them if an incident or accident occurs.  Dunk’s Educational Foundation do not accept any liability for any unauthorised use of these devices.

Hiring Fees

[bookmark: _Hlk197675058]One-Off Event:

No. of Hours (rounded up to next quarter hour):  ________________________________________

Total due for event (at £10 per hour):  £________________________________________________

A non-refundable deposit of £10 is required to secure bookings of over 2 hours:  PAID 


Regular Booking:

No. of Hours for each occasion (rounded up to next quarter hour):  _________________________

Total due for each occasion (at £10 per hour):  £_________________________________________

Payment Arrangements:

You will be invoiced for the full amount, or balance if a deposit has been paid, at the end of the month in which your event is held, or end of each month if you have a regular booking.

You agree to ensure that payment is made within 14 days of the invoice date.

By signing as the Hirer, you agree to abide by the rules set out in this agreement.

The Hirer agrees to be present during the hiring and to perform the provisions and stipulations contained or referred to in these Terms and Conditions of Hire.

Signed by the Hirer:  _______________________________________________________________

Print Name:  _____________________________________________________________________

Date:  ___________________________________________________________________________


Please return this completed and signed form to the Clerk to the Trustees no later than 5 working days before the event date.

Thank you.
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