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What is Internal Hires? 

DST’s extensive collection of technical equipment, costumes, props, furniture and staging is 

made available through Internal Hires. Internal Hires caters mainly, though not exclusively, 

to DST companies, which receive a premium rate. 

 

Where is Internal Hires? 

Internal Hires is based in the workshop of the Assembly Rooms Theatre (40 North Bailey, 

Durham, DH1 3ET). The theatre is roughly between the Students’ Union building and Palace 

Green. You need to ring the doorbell to enter. Do not ring the office bell! 

 

How do I make a booking? 

An inventory document can be found in the DST member’s area,  which has a full list of 

everything available to hire. Hires should be made through the Internal Hires coordinator, 

either by filling in the Hires google form at: https://forms.gle/3q91cyuyoroJChvC9 to register 

interest in hiring, and emailing dst.internalhires@durham.ac.uk to organise a meeting to 

book out specific items. It is recommended that you book as far in advance as possible! 

 

When is Internal Hires open? 

This year’s regular hours are: 

Wednesday 2-4 

Friday 1-3 

There are also 2 appointment hours for when those times are unsuitable, which should be 

booked at least 24h in advance. 

During open hours shows can view the inventory, make bookings, and pick up and return 

hires. Regular hours are drop-in, but a quick email in advance is courteous, so we know 

you’re coming!  

 

How do I pick up and return hires? 

INTERNAL HIRES 

GUIDE 

https://forms.gle/3q91cyuyoroJChvC9
mailto:dst.internalhires@durham.ac.uk
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All items being taken out of internal hires need to be signed out by the Internal Hires co-

ordinator and by a member of the show’s production team. It is the company’s responsibility 

to organise a time to return hires with the Internal Hires co-ordinator to avoid additional costs 

accruing. The company must assist the Internal Hires co-ordinator in returning items to the 

correct place. All items should be returned in a condition deemed acceptable by the Internal 

Hires co-ordinator, and all cables should be coiled and taped with electrical tape.  

Shows being performed in the Assembly Rooms theatre also must also book tech and props 

through Internal Hires, besides, it is to their benefit to make sure everything they need is 

reserved and not booked by other shows. 

 

Failure to Return Items after Production Week 

We rely on our equipment being returned correctly and on time so that the next company 

can use the equipment. Should any equipment be returned late, the following procedure is in 

place.  

First Warning 

If items are not returned by date set by Internal Hires. 

Action: Internal Hires informs Theatre Company in writing of Warning and sets a new date 

for their return. 

Second Warning  

If items not returned by next date agreed.  

Action: Internal Hires informs Head of Student Theatre. The theatre company will pay a £1 

per item per day fine for every day for 28 days.  

Third Warning  

If items are lost or damaged. 

Action: The Theatre Company will be charged the full fee for the replacement of each item if 

not returned after 28 days. Other sanctions, depending on the severity, include the company 

being banned from re-hiring equipment from the stores in future. The Head of Student 

Theatre reserves the right to give Warnings for activities not listed here at their discretion. 

The Head of Student Theatre aims to be reasonable and fair regarding these procedures; 

whilst they are designed to be a deterrent rather than a system of punishment for Theatre 

Companies, sanctions will be applied if necessary, at the discretion of the Head of Student 

Theatre and Experience Durham. Please direct any questions regarding these procedures to 

the Theatre Manager. 

 

Failure to Remove Items after Production Week  
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Unless Internal Hires agree to take it, we will not accept any new costumes or props from 

your production. It is therefore your responsibility to remove and destroy these items. Should 

any items be left by a theatre company which either do not belong to our store, or incorrectly 

put away then the following warnings will be in place: 

First Warning  

Action: Internal Hires informs Theatre Company in writing of Warning, 24hour extension 

given – items must be removed.  

Second Warning 

Action: Internal Hires informs Head of Student Theatre. Head of Student Theatre informs the 

Theatre Company in writing of Warning, 72hour extension given – items must be removed.  

Third Warning 

Action: A fine will be in place for the theatre company at the discretion of the Head of 

Student Theatre. Other sanctions, depending on the severity, include the company being 

banned from rehiring equipment from the stores in future.  

 

Failure to Pay invoices on time 

Invoices will be issued soon after the hire has been returned. The production company then 

has 30 days to pay the invoice before a £10 fine will be issued every 14 days for which the 

invoice isn’t paid. Please note that companies with outstanding late invoices will not be 

allowed to use the hires service. 


