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Open access exhibition space at the Coburg Civic Centre
Information pack & application form
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Jackie Fletcher 

Central Booking Coordinator

Moreland City Council
90 Bell Street

COBURG 3058

Telephone (03) 9240 2280
Fax (03) 9240 1212
www.moreland.vic.gov.au
townhalls@moreland.vic.gov.au
D10/124893
ABOUT THIS INFORMATION PACK

The aim of this document is to provide prospective exhibitors with information about how to apply for exhibition space at the Coburg Civic Centre. It includes information about the application form, hire fees, exhibitor responsibilities and other important facts.  
Inclusion in the open access exhibition space is subject to availability. Applicants may apply to hire the exhibition space in the foyer of the Coburg Town Hall or the foyer of the Coburg Concert Hall. Please read on for more information about the exhibition spaces and application process.
OPEN ACCESS EXHIBIOTION SPACe IN COBURG
The Coburg Civic Centre Open Access Exhibition Space is a community art space that hosts exhibitions developed by artists, community members, community groups and special interest groups. This exhibition space is located in the foyer area near the entrance to the Coburg Town Hall at 90 Bell Street, Coburg. It includes over 31 meters of hanging space and is fitted with a track hanging system that includes wire and moveable hooks so the height of artworks can be adjusted. 

objectives

The objectives of the  open access exhibition space are to:

· Promote the value and importance of the arts in Moreland 
· Provide a venue for the presentation of exhibitions by community groups and local artists
· Provide visitors to the Coburg Civic Centre an opportunity to engage with examples of cultural activities in the municipality

· Enhance the appeal of the two foyers at the Coburg Civic Centre
exhibition space VIEWING Hours

Monday to Friday 8:30 – 5:00pm

And when the Coburg Town Hall or Concert Hall are in use
Closed on public holidays

Hire Fees
Exhibitors may apply to hire the exhibition space in either the Coburg town hall foyer or the Coburg concert hall foyer. Exhibitions run for a maximum of eight weeks. 

· $300 for private exhibitions

· Free for not for profit community groups and schools
Fees for hire and any additional exhibition costs are to be paid fivd days prior to the exhibition. 

No bond applies to the exhibition spaces at the Coburg Civic Centre

DIMENSIONS OF INDIVIDUAL HANGING WALLS 

EXHIBITION SPACE IN THE CONCERT HALL FOYER

Mostly creamy white walls with natural light, fitted with track hanging system that includes wire and adjustable hooks. This space also has some natural and artificial light available. 

Clock wise (from left to right):

White wall (Bell Street side, situated over stairs)

390 cm in total

220 cm over stairs +170 cm to right of stairs

Small white wall (Bell Street side)

94 cm

Small white wall (Bell Street side)

95 cm

Small white wall (Bell Street side)

107 cm

White wall (Bell Street side, near telephone)

200 cm

White wall (with window)

50 cm 

48 cm (window)

97 cm

White wall (pillar)

55 cm

White wall (left side of pillar)

65 cm

White wall (right side of pillar)

65 cm 

White wall (directly Coburg Town Hall on same wall as radiator)

350 cm in total

230 cm + 120 cm (above radiator)

White wall (above ramp)

770 cm

Exhibition space in the Coburg Town Hall foyer
This space offers mostly creamy white walls except for two blue-grey feature walls. It is fitted with track hanging system that includes wire and adjustable hooks. This space also has some natural and artificial light available. 

Clock wise (from left to right):

Blue-Grey wall (near entrance to building)

140 cm

White wall (near fire extinguisher)

218 cm

White wall (directly outside Coburg Town Hall doors)

200 cm

Small white wall (to the right of the doors)

85 cm

Blue-Grey wall (with window)

56 cm 

50 cm (window)

54 cm

Hire of the OPEN ACCESS EXHIBITION SPACE includes

· Use of the exhibtion space for up to eight weeks

· Access to the hanging system

· Use of a portable PA system with microphone for the opening function 

· Use of kitchen for opening function during business hours (additional costs will apply for use of facilities outside of business hours)
· After hours alarm protection and security

· Inclusion of exhibition details on Council’s public website free of charge

Opening night function
Exhibition openings may be held at the exhibition space at an agreed time as part of the exhibition timeline. The opening function expenses are to be met by the exhibitor.  These costs may include the cost of bar staff, food and beverages to be arranged by the exhibitor.
· Please note that liquor licensing laws prohibit the sale of alcohol without a temporaty liquor licence.

· Council policy insists that any serving of alcohol be accompanied by food.  Food must be prepared and served strictly in accordance with relevant food safety guidelines.  Council  staff can assist exhibitors in identifying catering suppliers that meet the appropriate food safety requirements.  
· The booking of the Council kitchen facility can be used for the opening function pending availability.  Cleaning of the exhibition space and kitchen  is to be organised by the exhibitor directly after the opening function.
· If the opening function is outside of business hours the exhibitor will incur additional costs.  
Installation
Timelines for installation and de-installation need to be strictly adhered to and must be during busienss hours at a time agreed by Moreland City Council.  Installation and de-installtion times will be written in the letter of confirmation.
The exhibitor is responsible for any additional costs associated with the hire or purchase of additional display equipment or expenses associated with the presentation and display of their work.  

Installation of all exhibitions occurs with strict adherence to the Occupational Health and Safety Act 2004.  A risk assessment process occurs prior to the installation of artwork for all  exhibitors. Attendance at a briefing session with Council staff  prior to the installation period to discuss all installation issues is complusory.

LIGHTING 
No additional lighting can be used without written consent from Council.
Security
The exhibition space is incorporated in Moreland City Council’s Civic Centre building.  The foyers are fitted with ceiling mounted detectors and a camera. The Council building also maintains a system of closed circuit television monitoring. 
INSURANCE LIABILITY
Moreland City Council will not be held responsible for any loss or damage to artworks (during transportation, display or storage), or personal injury to exhibitors. Exhibitors are advised to take out the relevant  insurance measures: personal accident cover, and insurance to cover loss or damage to artworks during transportation, storage and exhibition.

Exhibition Sales
The Open access exibition space at the Coburg Civic Centre is a public space, not a commercial gallery.  No commission is taken on works sold, so all proceeds of sales go directly to the exhibitors/artists.  

No payments (including deposits) will be taken by Moreland City Council staff. If the exhibitor wishes to sell artworks they will need to leave contact details at the exhibition space.
All works must be removed from the gallery premises by the artist on the agreed date after the exhibition closure of further costs will be incured.
EXHIBITOR REPONSIBILITITES

Approved exhibitors are responsible for the following:
· The installation/ deinstallation of the exhibition ensuring that safety and OHS standards are adhered to
· Delivery of artworks to and from the space (all costs to be met by exhibitor)

· All costs associated with opening night (including the provision and serving of food and beverages)

· The organisation and booking of an appropriate opening night speaker to launch the exhibition (if desired)

· Catalogue production costs (if desired)
· All advertising or publicity costs associated with the exhibition

· Exhibitors may develop public program activities in conjunction with Council staff  (eg. artist talks)

Acknowledgement 
Successful applicants should be advised that all publicity material should acknowledge Moreland City Council.

Acknowledgment requirements for the exhibtion should include: 

· The inclusion of Council’s logo on all publicity material generated for the exhibition;

· An opportunity for a Moreland City Council representative to speak at the opening and any other activities associated with the exhibition where appropriate.

applying to use the OPEN ACCESS EXHIBIOTION SPACe

To apply for an exhibition please complete the following application form and return it to: 
Post;



Moreland City Council

Locked Bag 10

MORELAND  VIC  3058

Fax; 



9240 1212

Emailed;
 

townhalls@moreland.vic.gov.au
Droped off in person to:
90 Bell Street, Coburg 3058

[image: image1.jpg]" IORES




[image: image6.png]Language Link
H ol JEE T B e T BB

Za informacije o Opcinskom vijecu

%%E%ﬁ%%#)% 9280 1910 Opéine Moreland nazovite 9280 1917
Per informazioni sul Comune e i Sifte & a) § SFemR
di Moreland telefonare a: 9280 1911 v =0 & for wR =Rt - 9280 1918
o 7k leg % uE 1o
Atipo Moreland mhegoviors oo 9280 1912
LYy o sy 0 0‘-4*:-‘4'-";-“ J gl

A ekt 9280 1913

All other languages

Moreland Belediyesi hakkmda bilg] : . i,
algzkalilgin Z:anZisﬁecek telefongl 9280 1914 mCIUdlng A 1.7 v E iﬁ;
Néu mudn biét thém chi tiét vé Hoi Pong S0 B d Ku rdi’ Maltl' -
Thanh Phé Moreland, xin quy vi goi s6 9280 1915 Maxe JMOHCKH, Cpﬂ CKH,
P infi 16n sobre 1 '
Municipalidad de Moreland llame 2l 9280 1916 Somali, Tetum 9280 1919




                      

 File: C09/8643

Enq: Jackie Fletcher

Application to use a Open Access Exhibition Space 

at the Coburg Civic Centre

Locked Bag 10

 Moreland VIC 3058

Phone: 9240 2280

Fax: 9240 1212      

E-mail:townhalls@moreland.vic.gov.au   


Contact details:
Name of exhibitor / Curator:      
Organisation:       
ABN:      
Address:                     Post Code:           
Phone business hrs:               Mobile:                Fax:                                         
Email:           
Is your group or ogranisation not for profit?     FORMCHECKBOX 
 Yes     FORMCHECKBOX 
No
Proposal details:
Title of exhibition:            
Brief Description of exhibition:        
Date of exhibition: (max 8 weeks)      /     /      to :      /     /     
Open Access exhibition space to be hired 

 FORMCHECKBOX 
 Coburg Town Hall Foyer  
or
 FORMCHECKBOX 
 Concert Hall Foyer  
Please note your prefered installation dates during business hours

Prefered installation date: 
     /     /     

Time:        am/pm
De-installation date: 
     /     /         
Time:        am/pm
Council encourages all exhibitors to take out the appropriote insurance measures

 FORMCHECKBOX 
 I have Insurance 
 FORMCHECKBOX 
 I do not have insurance 

Please advised us if you want to have a launch or opening function for the exhibition:
Opening function Date:    
     /     /       
  FORMCHECKBOX 
 No opening function     

FOOD SAFETY INFORMATION

To assist in processing your application in relation to the requirements of current food safety legislation you are required to advise Council if you will be serving food at your function.

Please mark the box below which best describes your function.    [image: image5.png]



1.  FORMCHECKBOX 
 No food will be served at my function.

2.  FORMCHECKBOX 
 Guest BYO food and drinks for own consumption.

3.  FORMCHECKBOX 
 I will be using a Professional caterer at my function

Name:__     _______________________________________

Contact Number: _    ________________________________

Food Registration Number: _     _____ 

Municipality: __     ____________

4.  FORMCHECKBOX 
 Self-Catering  

If you are self-catering you will be required to complete an additonal Catering questionnaire. It will be forwarded to you prior to your function. The questionaire will including details about food transport, storage and serving temperatures.



I am over the age of 18 years and agree that the above information is true and correct and the booking is tentative until confirmed by Moreland City Council in writing.

Signed sealed and delibered by: (Name):     

 FORMTEXT 
     
Signature:      
In the presence of (Signature of witness):      

 FORMTEXT 
     
Name of witness: 
        

 FORMTEXT 
     
Position of witness:      

 FORMTEXT 
     
8
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