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VENUE HIRE AND FUNCTION POLICY

The Riddoch Art Gallery hosts a continuous program of temporary exhibitions from artists and institutions across Australia and also has a collection of Australian art valued at more than A$2 million.  The following conditions exist to ensure the safety and longevity of items within the Gallery’s care.  Please ensure that your organising committee and guests are aware of the following general conditions of entry to the Gallery as well as the Conditions of Hire as they pertain to guests.  Caterers, bar staff and other contractors should also be advised of the following conditions prior to entering the premises.  Failure to observe these rules may result in the immediate cancellation of your function, so please make sure that everyone is aware!

Terms and conditions for entry to the Riddoch Art Gallery Inc.

1. Visitors do not touch or move any artwork under any circumstances.  If the hirer wishes to have an artwork moved they must ask a member of Gallery staff prior to the commencement of the function.


2. Visitors do not place any object or sit on a plinth or showcase containing an artwork; this includes food, napkins, plates, glasses, handbags and personal items.  The Gallery will provide tables for this purpose and should any person place items on plinths or showcases it is the responsibility of the organisers to assist the Gallery staff in removing those items and asking patrons to refrain from this practice.  

Terms and conditions of hire – Riddoch Art Gallery Inc.

Access
Due to computerised security, entrance to the building must be through the entrance agreed to in final contract. Event organisers arriving before the specified arrival of guests must advise staff of times that they require access. Organisers should be aware of this as our inability to give access at all times, may cause offence.


The hirer agrees that guests will be admitted to the main building of the Art Gallery no earlier than 5:00pm (unless prior arrangements are made) on the evening of an after hours function.

Bookings
Bookings for hire of spaces at the Riddoch Art Gallery should be made through the Director or Administration Officer and approved by the Director. Bookings are considered tentative until receipt of deposit and completed Booking Form. Tentative bookings will be held for 14 days and may be relocated after this time.

Cancellations
In the event of a cancellation being made less than fourteen days prior to the date of the function, the deposit will be forfeited unless the space is otherwise re-booked. In the event of a cancellation 14 days prior to the booked function, the deposit will be refunded less 10% (of the required deposit) to cover administration costs.

Catering
The Hirer is responsible for arranging catering and liasing with catering staff.  Any arrangements for access for catering staff must be made between the Hirer and the Gallery.  The Gallery will not make any arrangements directly with caterers or companies contracted by the Hirer.  A corkage charge will apply for any beverages brought onto the premises and consumed during the function. 

Deliveries
All deliveries to the Art Gallery, for use during a function should be made by prior arrangement with the staff. Deliveries (wine, props, staging etc.) should be made no earlier than the day before the event and not between 12:30 pm and 2:30 pm. All goods should be collected the following day before 10:00 am, unless other arrangements have been made with the staff. We accept no responsibility for goods left at the Gallery after 10:00 am.

Breakages

Some breakages are expected as part of any function. The hirer will be charged for excessive breakages or loss of chairs, glasses, china and cutlery.

Final Numbers
When a booking is made, we require an estimated number of guests attending. 

Payment
A deposit of 20% of the anticipated room hire and associated costs should accompany the completed Booking Form to confirm your event, unless the deposit has been waived by the Director. Full payment is made on the day of the function. For additional costs incurred during the event, an invoice will be sent to you.

A/V Equipment
The Gallery’s technical equipment include a DVD, VCR, television and a PA system with microphone. A fee will apply for the usage of some equipment.

Cleaning
The cost of a general minimum cleaning of the space hired is included in the hire cost. The hirer must pay any additional costs where more than the general minimum cleaning is required following a function.  Gallery policy forbids the following – candles, confetti, bubbles, rice, rose petals or any similar organic matter. 

Damages Policy
The Art Gallery will not accept responsibility for damages to or loss of goods and chattels left in the Art Gallery prior to or after a function held in its premises. All goods and chattels belonging to persons attending a function must be claimed and removed from the Art Gallery within twenty-four hours.

The organisers of functions at the gallery are to be responsible for any damages occurring to the Art Gallery or property of the Art Gallery during a function. All breakages will be invoiced to the hirer. The Art Gallery will not be responsible for any loss or injury, whatsoever which may be suffered by the hirer of the Art Gallery or any attendees prior to, during or after the function.

Disclaimer
If, through circumstances beyond the control of the Art Gallery, the space which has been hired becomes unavailable, the Art Gallery reserves the right to allocate to another comparable space within the complex. If the Art Gallery cannot be made available to a hirer on the date or dates for which it as been hired by reason of fire, flood damage, industrial dispute or any other reason beyond the control of the Art Gallery, the Riddoch Art Gallery shall not be liable for any loss, damage or injury whatsoever suffered by a hirer as a result of the unavailability of the Art Gallery for those reasons. The hirer agrees to indemnify the Art Gallery from and against any action, claim or demand whatsoever which arises or may arise as a result of a function at the Art Gallery which has been organised.

Fire Regulations
No hirer of any Art Gallery facilities, or any person acting on their behalf, or in their employ, may do anything that is contrary to the law and regulations with respect to the Places of Public Entertainment Act and the Liquor Licensing Act of South Australia. All equipment, fittings or materials brought into the Gallery by a hirer shall be fireproof or made of fire resistant materials. Hirers of gallery spaces may not bring anything of an explosive nature into the Gallery. All equipment, fittings or materials brought into the Art Gallery may be subject to inspection by the Director. If any such equipment, fittings or material are deemed not to be safe for any reason whatsoever, they will be removed immediately from the Art Gallery at the expense of the hirer. No equipment, fittings or materials may be placed in any aisle way or in such a position that will in any way obstruct access to any designated exit.

Merchandising
In the event of the Art Gallery permitting organisations or persons other than the Art Gallery or its representatives selling products at functions, the Art Gallery reserves the right to approve the goods for sale and to charge commercial rental from the privilege of selling such goods.

OH&S
The organisers of functions at the Art Gallery are responsible for
compliance with all applicable sections and regulations of the South Australian Occupational Health, Safety Welfare Act, 1986

Power Usage 
Any use of electricity by equipment other than that supplied by the Art Gallery will incur a minimum power usage fee of $30. This allows equipment use of up to 10 amps or 2400 watts at 240 volts. Equipment hire and labour may be 
charged where an extensive distribution of electrical outlets is required. Any usage of three phase power will incur an additional charge of $100.

Security
Monitored but not staffed security services are provided at the Art Gallery up to a required minimum. Any requirements for additional security staff can be arranged upon request of a hirer with any extra cost being paid by the hirer.


The Art Gallery reserves the right to exclude or reject from the Art Gallery any person attending a function who behaves in an objectionable manner, or who may put at a risk any part of the Art Gallery’s collection or temporary exhibitions.

Smoking/

Alcohol
Smoking is not permissible in any area of the Art Gallery. Smoking is not allowed within a 10 metre radius of the front door.


To comply with the Gallery’s obligations under the Liquor Licensing Act 1997, alcohol will not be permitted outside the complex, it should be noted that the footpath on Commercial Street East is a designated dry zone.


Some functions fall within the guidelines of needing to obtain a temporary liquor license. The Gallery is happy to arrange a liquor license for hirers if a minimum of 21 days notice is given.  A temporary liquor license will cost the hirer $35, and will be added to the venue hire charges. Please ask staff if your function will require a liquor licence.


Copies of the Gallery’s Smoke Free and Alcohol Go Easy Policies are available on request. Hirers are expected to abide by these policies. Failure to do so will result in a penalty of up to $1,000 depending on the severity of the offence.

**
The Riddoch Art Gallery reserves the right to alter any of the conditions aforementioned.
Confirmation of Booking:

Contact Person:

Organisation (if applicable):

Postal Address:

Should the account be sent to the above person and address?

Yes / No

(if No please provide alternative contact person and billing address)

Telephone BH: 




Mobile/AH contact:

Date of Function:




Expected number of guests:

Time of Function:




Access time for organisers:

Guests Arrival Time:




Guests Departure Time:

Spaces Required:






Are you providing food?  Yes / No

Name and contact number of caterer:

Are you serving alcohol? Yes / No


Are bar staff required?  Yes/No

Have you obtained a temporary liquor license?  Yes/No

We have read and agree to abide by the terms and conditions of the Riddoch Art Gallery Inc.

Signed:







Date:

Name of Signatory: 



Position:

Hire Charges & Fees (all fees include GST)  – Riddoch Art Gallery Inc.

The following rates include:

· Access to the venue prior to the function for set-up

· Use of the Gallery’s kitchen facility

· Hire of the Gallery’s glasses

· Clean up of the facility

· A Gallery staff member to monitor security

· Use of the Gallery’s PA system and lectern

Community Rate

Weekdays 9am-5pm*
         $45 per hour (minimum two hour hire)

After hours & weekends
         $175 (two hours) + $90 per additional hour

More than 100 guests**
         $200 (two hours) + $100 per additional hour

Corporate Rate
Weekdays 9am-5pm*
         $55 per hour (minimum two hour hire)

After hours & weekends
         $200 (two hours) + $100 per additional hour

More than 100 guests**
         $250 (two hours) + $125 per additional hour

*Weekday and weekend hirers must be aware that Tuesday-Friday 10am-5pm and Saturday and Sunday 11am-3pm the Gallery is open to the general public and although an area can be set aside for their function, the gallery will admit visitors during these times. Please talk to staff to negotiate any special requests.

**After hours and weekend functions with more than 100 guests require another staff member to be present and will therefore attract an additional charge.

Please note that weddings are charged at the corporate rate.

B.Y.O alcohol can be arranged for functions with a liquor license fee applicable and cover charge of $2 per person attending.

Function Requirements:

Please list here any equipment or furniture that is required for the function:


