
 
 

WATERFRONT GALLERY RENTAL CONTRACT  

Visual Arts Exhibits 

 

 

The Arts Council of Ladysmith and District (ACLD) encourages rental of the Ladysmith Waterfront Gallery for 

individuals or groups. The mandate of the ACLD is to promote family-friendly exhibitions and events. 

 

The Contemporary Exhibit Stream is a series of monthly exhibits which are scheduled for eight days at the end of 

each month.  

 

 

 

RENTAL AGREEMENT BETWEEN THE ACLD and the “RENTER” 

 

Contact Name _______________________________________________ 

 

Telephone (Home) ________________ (Cell) _____________________ 

 

Email _____________________________________________________ 

 

Website ___________________________________________________ 

 

Mailing address: ____________________________________________ 

 

  ____________________________________________ 

 

 

EVENT NAME: _______________________________________ DATES: ________________________ 

 

 

GALLERY RENTAL FEES/USE OF FACILITY 

 

A weekly rental fee is applicable to a maximum 8-day booking ($750.00), within a period of 8 consecutive days. 

Rental payment in full is due 3 months prior to Opening date. 

 

Use of the Facility is limited to the Gallery and kitchen, and includes access to phone and wi-fi. 

Rental does not include access to Studios, office, office supplies, office equipment, the lower entrance area, landing 

or upper foyer. 

 

It is strongly recommended that the Renter secure insurance (3rd Party Liability) for your event. For Exhibitions, it is 

recommended that art pieces are appraised and insured. 

 

Cancellation policy: In the event of a cancellation less than 3 months prior to the booking date, 50% of the rental 

amount will be returned to the renter. 



GALLERY VOLUNTEER AND FRONT OF HOUSE POLICIES 
 

A volunteer will be present whenever the Renter occupies the building. The hosting volunteer will be responsible for 

Gallery business, including Gift Shop sales.  

 

At least one participant of the private show must be on site at the Gallery during opening hours. This person will be 

responsible for sales, wrapping of the art in the show. 

 

Bar and concession sales: 

- Should the Renter wish to secure a Special Events liquor license, the Renter is responsible for all 

management and sales of licensed event. 

 

Kitchen Facility - Catered events must be approved 48 hours prior to the event.  

- Kitchen includes – fridge, stove, dishwasher, coffee urns, teapots and serving dishes.  

- Kitchen is not a Food Safe approved facility; Renters may only heat and present pre-made food items. 

NO COOKING allowed. 

- The Renter is responsible for all costs and clean-up of any and all food/catering items.  

- The Gallery is unable to provide cold storage for catering in advance of an event.  

- Any additional clean-up of catered events will be billed hourly. 

 

The Renter must return the Gallery to it’s original condition at the end of the rental. The Renter is responsible for 

replacement or repair of any damaged furniture, linens or other properties of the Gallery. 

 

ART SALES POLICIES 

 

All proceeds from art sales are retained by the artist(s). Renter is required to provide their own payment method i.e. 

cash float and/or Square Reader (Wi-fi is available in the Gallery). All sales for the private show are to be completed 

by the representative(s) of the renter. Renters are to supply their own wrapping materials and a person to do the 

wrapping. 

 

 

 

TECHNICAL POLICY 

 

The renter is required to communicate technical requirements and details of production with the Gallery no later 

than three weeks in advance of the rental. 

Any technical equipment required in addition to the available Gallery inventory is the responsibility of the renter. 

All costs associated with rental or purchase of any additional technical equipment is the responsibility of the renter. 

 

The Gallery will provide, as needed: 

- track lighting, projector & screen, basic music player 

- 70 padded folding chairs available 

- Folding tables meetings and/or catering 

- wire hanging system or nailed hangers for artwork 

- Use of display pedestals 

 

PUBLICITY & MARKETING POLICY 

 

The Gallery does not provide publicity or marketing services for rental events. The Renter is responsible for all 

advertising, promotions and publicity. The Gallery logo may not be used.  

Publicity material may refer to Ladysmith Waterfront Gallery, 610 Oyster Bay Drive, Ladysmith BC; 

The Gallery must approve all marketing and publicity materials before being released. This includes print ads, 

posters, press releases, radio ads, copy etc. 

Please allow sufficient time for the Gallery to review promotional materials before they are distributed. 

 



The Renter agrees it will do nothing to cause the impression that it is acting on behalf of the Gallery in any of it’s 

contractual dealings with third parties. 

 

The Gallery has an e-newsletter that is published and updated throughout the year. 

We will make every effort to include a listing about your event (subject to deadlines and space.) 

Be sure to provide a detailed description of your event at least 3 weeks prior to the event.  

The Gallery will make every effort to promote the event on our website and social media page.  

The Renter grants permission to use images provided. 

 

SCHEDULE 

 

On the Friday before the opening Saturday, in-loading may begin at 2 p.m. Hanging is done between 4 and 7 p.m. 

 

Regular Gallery hours are between 11 a.m. and 4 p.m. daily. 

 

- Saturday, opening day, the Gallery will be available to the Renter from 10 to 11 a.m. for final 

arrangements. 

- If the Renter wishes to host an evening Opening Reception, the first Saturday is available to the Renter 

between 7 and 9 p.m.  

 

Renters will leave the exhibit intact until the end of the last contract date. 

 

Out-take may begin no earlier than 4 p.m. and will be completed by 6 p.m. 

 

 

Fee Summary 

 

The following is an estimate of fees based on event requirements, communicated at the time of signing. 

The Renter is responsible for the cost of any addition services required for the event. 

 

Gallery rental fees _________________________________ 

 

Additional fees  _________________________________ 

 

Total estimate  _________________________________ 

 

 

 

Required deposit: 50% on signing of contract, balance due prior to event. 

This shall not be considered a binding agreement until it has been signed by both parties, returned to the Gallery, 

and the required deposit made. 

This contract and attached riders has been verified and is understood to be accurate by the Renter. 

This agreement is not transferrable to any other group or person. 

 

Signed: 

 

For the Gallery _____________________________For the Renter ___________________________ 

 

Date:_____________________________________Date:___________________________________ 

 

 

 

 

 

 


