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APPLICATION FORM 
 
 

I/we are an �  EMERGING ARTIST  �  WYNDHAM SCHOOL    �  WYNDHAM NOT-FOR-PROFIT GROUP 

 
Artist’s / School Name: …………………………………………………………………………… Contact Person:…………………………………… 
 
Address: ………………………………………………………………………………………………………   Post Code: ………………………………. 
 
Telephone no: (Day): …………………………………………………………..  (Evening):…………………………………………………………….. 
 
Mobile no: ……………………………  Fax:……………………………. Email:………………………………………………………………………….. 
 
 
Exhibition Dates:  From …………………………………………………………..   To ……………………………………………………………… 
 
Brief description of work to be exhibited including materials used: ………………………………………………………………………………….. 
 
…………………………………………………………………………………………………………………………………………………………………... 
 
Bump-in Date:……………     Bump-in Time:…………………    Bump-out Date:…………………  Bump-out Time:……………… 
 
Planning an official launch?   �  YES    �  NO.  Date:……………….  Time:………………..   Duration:………………………. 
 
 
I/we wish to book �   LOWER GALLERY (Complete Information in Box Below �  UPPER GALLERY �  FOYER 
  
 
 
 
 
 
 
 
 
 
 
Works can be displayed with artist’s details, contact phone number and price of works for sale. These details must be laminated. See 
section Tips Designing Your Art Cards. 
 
The venue is open Monday to Sunday from 9am – 5pm including public holidays (except Christmas Day and Good Friday). Please advise 
Venue Manager of hours required out of ordinary hours. Please read the Wyndham City Council’s “Conditions of Hire” attached before 
signing the application. 
 
COMMISSION ON ART SALES 
Emerging artist to pay Wyndham Cultural Centre 10% commission on all artworks sold. This will be checked by venue manager in 
discussion with Artist at the conclusion of the exhibition.  
 
DECLARATION 
I / we, the undersigned, have read, understood and agreed to abide by the Wyndham City Council’s “Conditions of Hire”. I / we, agree to not 
hold Wyndham City Council responsible for any personal injury or loss of property that may occur during the duration of your exhibition. I / 
we, agree to abide at all times by the directions of Centre Management. 
 
 
SIGNATURE ……………………………………………………………………………..  DATE ……………………………………………………. 
 
PLEASE FORWARD A SECURITY BOND OF $50 WITH THIS APP LICATION 
 
DROP IN, FAX OR POST APPLICATION FORM TO:  
Administration, Wyndham Cultural Centre, PO Box 197 (177 Watton Street) Werribee  Vic.  3030. Fax to 9741 9648. 
 

 
OFFICE USE ONLY 
 

APPROVED  �  YES �  NO  OFFICER SIGNATURE __________________________________ DATE __________

  
 

FOR LOWER GALLERY PLEASE COMPLETE….. (See plan on next page)  
 

Glass Display Cabinets required?    � ALL or only  � 1     � 2    � 3  � 4 � 5 � 6 � 7 � 8 
 

Display Walls required?            � ALL or only  � 9    � 10   � 11  � 12 � 13 � 14 
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       Upper Gallery 

 
 

 
       Lower Gallery 

 

 
      Foyer 
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CONDITIONS OF HIRE 
 
BOND 
A bond is payable by all hirers and left in a Trust Account by Council.  Payment of a $50 bond is required to confirm the booking.  Should 
the Hirer not fulfil the Conditions of Use, this Bond shall be forfeited to and become the property of Council as liquidated damages.  If there 
is no breach of conditions, damage to premises or abnormal cleaning to be done, the Bond will be refunded after the event. 
 
CAMERAS AND OTHER RECORDING EQUIPMENT 
No still cameras or video cameras or other film cameras or voice recording machines, shall be used within the Venue, without consent of the 
Venue Manager. 
 
CANCELLATION OF BOOKING DATES 
Administration to receive notice in writing or by verbal communication preferably thirty (30) days prior to event. 
Cancellation less than thirty (30) days in advance may result in the Bond not being refunded. 
The Venue Manager shall determine the case for Bond refund when cancellation is due to extraordinary weather conditions, industrial 
disputes, or events beyond the control of the Hirer. 
 
CATERING 
Provision of food may require a food permit.  Contact Council’s Environmental Health Dept. on 9742 0777.  
 
PROHIBITED 
Confetti, streamers, chewing gum, fireworks, explosive devices or any other articles deemed objectionable. 
 
COMPLIANCE WITH LEGISLATION 
All statutory rules, provisions and regulations of the Federal and State Government, in particular the Venues and Public Hall Act, 1908, and 
any Entertainment Tax Act, and regulations there-under for the time being in force, shall be complied with by the Hirer. Including Fire 
Brigade and like person holding appointment. 
 
DAMAGE 
The floor, walls or any other part of the Venue or any curtains, fittings or furniture, shall not be broken, pierced by nails or screws or any 
such matter or in any other way damaged. Notices, signs, advertisements, scenery, fittings or decorations of any kind must not be erected in 
the Venue or affixed to the walls, doors or any other part of the Venue, the Hirer shall be responsible for repairs to any damage to the 
building. 
 
DECORATIONS & FITTINGS 
No stage property, electrical installation, appliance or decorative materials or articles of any kind shall be brought into the Venue without the 
consent of the Venue Manager.  
 
DISORDERLY BEHAVIOUR 
No obscene or insulting language, disorderly behaviour or damage to property, shall be permitted in any part of the Venue. Council reserves 
the right, through the Venue Manager, to refuse admission to any person or to remove from the Venue, any person doing such things as are 
prohibited by this clause.  
 
DISPUTES 
In the event of any dispute or difference arising as to the interpretation of these conditions or of any matter or thing contained therein, the 
decision of the Venue Manager thereon shall be final and conclusive. 
 
EQUIPMENT STORAGE 
The Hirer shall remove from the Venue, all properties, goods and effects of the Hirer immediately after the conclusion of the exhibition. 
Failure to vacate the Venue within a reasonable time, as determined by the Venue Manager, shall result in an appropriate storage charge 
being levied. The Venue Manager reserves the right to remove any items listed above from the Venue and store it somewhere else at the 
cost of the Hirer. The Venue accepts no responsibility for items left in the Venue or any other storage facility referred to in Clause 20. 
The Hirer shall make adequate arrangements for the receipt and custody of all articles supplied to them at the Venue during the period of 
use and for the removal thereof immediately upon the termination of such period. The Venue may give notice in writing to the Hirer of any 
goods and chattels or effects left in the Venue at the termination of the period of use. Such notice shall be posted to the Hirer at the address 
given by them in the Application and Agreement of Use. If, upon the expiry of ten (10) days immediately following the date of posting of such 
notice, the Hirer has not removed the specified goods, the Council shall be at liberty to dispose of such goods in any manner it chooses. 
Upon the happening of such an event, the Hirer expressly releases the Council, it’s servants or agents from all liability. 
 
GAMBLING / RAFFLE 
No game of chance or any other operation that does not comply with the laws for the time being in force, shall take place in any portion of 
the Venue. No raffle shall be conducted in the Venue without permission. 
 
INGRESS AND EGRESS 
The Hirer shall maintain clear exits and entrances in the Venue. The Venue Manager shall have complete control and supervision over all 
means of ingress and egress and over the opening of the doors. 
 
INSURANCE 
The Hirer shall not do, or neglect to do, or permit to be done, or left undone, anything which will affect the Council’s insurance policy or 
policies relative to fire and public risk in connection with the building.  
 
LIABILITY & INDEMNITY 
The Council shall not be responsible for, or incur any liability in respect of, any loss occasioned to the Hirer through accident of any kind or 
failure of the electric plant or other facilities or any other case. The Hirer shall, at all times, indemnify Council against all claims, actions, 
proceedings, and demands made by or on behalf of any persons entering the premises for the purpose of or in connection with the Hirer’s 
business, activities in relation to the use of the Venue. This shall extend to claims in respect of personal injuries or damage to property. 
 
LIMIT OF HIRING AND RIGHT TO LET 
The Hirer shall only be entitled to the use of the particular part or parts of the Venue stipulated, and shall vacate the building punctually at 
the time specified. The Venue Manager reserves the right to let any other portion of the Venue for any other purpose at the same time.  
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LIQUOR 
Pursuant to the provisions of the Liquor Act, liquor may not be carried into or away from the licensed premises. This does not apply to a 
carrier, deliverer or other person delivering liquor to or collecting liquor from the licensee in the ordinary course of business. Liquor to be 
consumed on the premises shall be purchased from the Council appointed licensee through the Venue’s bar facilities and the Hirer or the 
patrons of any function shall bring no liquor into the Venue. 
 
LOST PROPERTY 
Employees of the Venue shall be the only persons authorised to enter, examine and search the Venue, or any section or part thereof, for 
lost property left in the Venue by any audience.  
 
METHOD OF PAYMENT 
All fees, bonds and other charges shall be paid by cash, cheque, or money order to Wyndham Cultural Centre. 
 
OCCUPATIONAL HEALTH AND SAFETY 
Hirers must adhere to all Occupational Health and Safety requirements including those relating to exposure to noise, working at heights, 
manual handling and safe operation of equipment. 
 
PERFORMING RIGHTS 
All performance, recording and mechanical reproduction rights are the responsibility of the Hirer, or producer of an event. The Hirer hereby 
indemnifies the Council against any claim for breach of copyright. 
 
ACKNOWLEDGEMENT OF WYNDHAM CULTURAL CENTRE 
Acknowledge the Venue and its location. For assistance in the use of the Venue logo and other details please contact the Venue. The Hirer 
shall forward a proof sheet of any material produced for events at the Wyndham Cultural Centre for the Venue Manager to proof the venue 
relevant imprint. The Hirer shall be responsible for the correct imprint and final proof of any material produced for events at the Wyndham 
Cultural Centre.  
 
REFUSAL TO LET 
It shall be at the discretion of the Venue Manager to refuse use of the Venue in any case. This may be notwithstanding that the Venue may 
have agreed to the use of the Venue, or that these conditions may have been accepted, and any Bond paid. The Venue Manager shall have 
full power, to cancel such uses and direct the return of any fees and Bond paid. The Hirer hereby agrees to accept the same and to be held 
to have consented to such cancellation and to have no claim at law or in equity for any loss or damage in consequence thereof.  
 
SCHEDULE OF FEES (if applicable) 
Fees for the use of the Venue shall be detailed in a schedule available upon request. This schedule maybe altered by the Venue from time 
to time without prior notice. 
 
SECURITY DAMAGES BOND 
A security bond (herein after referred to as the “Bond”), as requested by the Venue Manager, shall be paid as a guarantee of fulfilment of 
these conditions, and as security against any damage to the Venue, and for any abnormal cleaning of the portion of the Venue used by the 
Hirer. Such Bond shall be held in trust and not applied by the Hirer to any amounts payable, at the completion of the Hire, having recourse 
to the Bond for or towards the discharge or payment of any liability of amount payable to the Venue Manager by the Hirer, including damage 
to the Venue as determined by the Venue Manager in accordance with Clause 9. The Hirer shall be liable on demand by the Venue 
Manager to pay any further amount in excess of such Bond to meet the full cost of such damage or cleaning. Should the Conditions of Use 
not be fulfilled by the Hirer, this Bond shall be forfeited to and become the property of Council as liquidated damages. If there be no breach 
of the conditions or abnormal cleaning to be done, then the Bond will be refunded. 
 
SMOKING 
The Wyndham Cultural Venue is a smoke free environment. 
 
SPRUIKING 
Calling out loud or spruiking in relation to any event shall not be permitted outside the building. Inside the building it may be permitted with 
the prior consent of the Venue Manager, providing it pertains directly to the event in progress. 
 
STAFF 
The Hirer shall utilise the services of the staff normally engaged by the Council. Please note that minimum staffing requirements may apply 
out of hours when a launch on Council premises takes place. 
 
SUB-LETTING 
No portion of the Venue used shall be sub-let or any tenancy transferred or assigned without the written consent of the Venue Manager. 
 
THEFT 
Neither the Venue or it’s staff shall be liable for any loss or damage sustained by the Hirer or any persons, firms or corporations entrusting 
to or supplying any article or thing to the Hirer by reason of such articles or thing being lost, damaged or stolen. The Hirer hereby 
indemnifies the Council against any claim by any such person, firm or corporation in respect of such article or thing. 
 
USE OF EQUIPMENT 
Only persons approved by the Venue Manager and Duty Technician shall be permitted to operate the electrical and stage services within 
the Venue. This shall include lighting equipment and sound amplification equipment. 
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TIPS ON HANGING ART WORK 
       
Step 1  Measure the distance between the wire at full tension (B) and the top 

of the frame (A). See image below. 

 
Step 2  Measure the height of your frame (C) and divide the result in half. 
 
Step 3  From the floor, measure up the wall to 58" (average eye-level) and 

make a pencil mark. 
 
Step 4  From the mark, measure upward the distance recorded in step 2 and 

make a second light pencil mark (E). 
 
Step 5  From this mark, measure downward the distance recorded in step 1 

(D). 

 
 
Step 6   Make sure that the bottom of your hanger hook is resting on the line. 

This is where your wire will rest (on the crook of the hanger). 
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TIPS DESIGNING YOUR ART CARDS AND BIO 
 
Signage is critical for your presentation overall. 
 
Good signage adds a special touch and gives the overall effect a lift. 
 
You can either….. 
 

1. Type your art card text on A4, have this laminated and cut to 
approximately 20cm wide x 7cm high (see image below). This size in 
white under your art work looks very attractive. The venue can 
laminate your A4 for 25c per copy, see administration. Use only blue 
tack not sticky tape to secure on wall. 

 
For example your art card could look like this….. 
 
 
 
 
 

 
 
 
 
 
Or 
 
2. For a more professional look you can buy Foam Core Board with 

adhesive on one side so you can stick the text above on. These boards 
measure 1.5m x 1.0m and cost approximately $30 from any art supply 
shop. You’ll need a large ruler and cutting knife /Stanley knife. You’ll 
get about 100 cards from each large sheet. Using blue tack these 5mm 
thick foam boards look fantastic on white walls and add another 
dimension to your art work. 

 
Some artists provide a welcome book which visitors can write a message of 
support and congratulations in. 
 
And finally your bio (biography). Approximately 100 to 200 words typed in 
Arial font size 14 looks great laminated. It’s about you the artist and what 
inspired you to be the artist you are and the reason for the exhibition. This 
must be laminated again on A4 or use Foam Core Board for a more 
professional look and place at entry area to your exhibition.  

 

    Alan Jackson 
      ‘In the stillness’ 
      $50 
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ARTS & CULTURE IN WYNDHAM 
Wyndham has a thriving arts community, with many practicing visual artists living 
and working in the municipality. 
 
Wyndham City Council recognizes the importance of nurturing the growth and 
development of arts and cultural activities as part of an integral part of community 
life.  Council supports the community through a range of programs and initiatives 
including: 
 

·  August Arts – a month long celebration of the arts in Wyndham, with Council 
producing a Calendar of Events which includes events/activities and 
exhibitions on in Wyndham during August. 

·  Annual Professional Development workshops for artists  
·  Wyndham Arts Magazine – printed each year. 

 
If you would like any further information about the arts in Wyndham please contact 
Council’s Arts and Cultural Development officer on 9742 0904. 
 
 

COMMUNITY GRANTS PROGRAM 
The Community Partnerships Program and Community Grants Program support  
co-operation between community groups, neighbourhood associations and Council 
in the development of projects which benefit the community, including arts and 
cultural initiatives.  For information phone 9742 0867 or visit 
www.wyndham.vic.gov.au 

 
 

WYNDHAM ARTS REGISTER 
The Wyndham Arts Register is a networking tool for the local arts community 
enabling artists to directly contact each other.  The register enables artists, arts 
business and groups who live or work in the City of Wyndham, or neighbouring 
municipalities, to promote themselves.  The register is accessible through the 
Wyndham City Council website at www.wyndham.vic.gov.au/leisure.  Note that any 
details set out on the registration form will be accessible by the general public.  
Those on the Arts Register will receive monthly email bulletin updates, be kept up to 
date with arts programs/events/activities happening in Wyndham, and will be placed 
on the mailing list for the Wyndham Arts Magazine.  
 
You will find a copy of the Wyndham Arts Register application form on the following 
page. 
 

OTHER STATE BASED AGENCIES 
SUPPORTING ARTS AND ARTISTS 

Go to the following websites for further information and links: 
For Arts Victoria:    www.arts.vic.gov.au 
For Regional Arts Victoria: www.rav.net.au 
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MEDIA TIPS 
 

Not all emerging artists want their show promoted in the media, preferring 
anonymity.  However, some artists think this is a good idea to help bring more 
people into the venue to view their works. Below are some tips to help you 
make contact with the media if you decide you’d like to increase the profile of 
you and your exhibition. 
 

1. Contact you local newspaper and find out the fax details and send a 
three line summary of your exhibition for the free ‘What’s On” listing. 
Eg Alan Jackson’s exhibition “Summer Nights” showing at 
Wyndham Cultural Centre, 177 Watton Street Werribee, daily 9am – 
5pm. Free entry. 

 
2. Organise a photo opportunity with your local journalist. Preparing a 

brief Press Release may save the journalist a lot of time and by looking 
up Google - How to write a Press Release, you’ll be well on the way to 
writing a good one and it need not be more than one page. 

 
3. Design an A4 (anything larger won’t be accepted) poster of your 

exhibition (you’re an artist – you can design it!) and place it around on 
community notice boards. 

 
Media Contacts 
 
 The Werribee Banner Phone: (03) 9731 2777 
 
 The Wyndham Leader Phone: (03) 9749 8577 
 
 The Star   Phone: (03) 993 34800
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THE LAUNCH        
 
 
Having a launch? 
 
It will take some planning and may incur costs if you provide food for guests, 
drinks and pay for staff when opening after hours at venue. 
 
If you are thinking of having a launch, you may like to take into account the 
following: 
 

1. The date, time and duration is important. Three hours is 
adequate to enable set up, brief speeches and for guests to 
mingle and clean up. 

 
2. If you do decide please advise administration. 
 
3. List of invited guests. If you invite 300 be prepared to pay out for 

more for food and drinks. Up to 50 guests is a more 
manageable number. 

 
4. Be well prepared and preferably have the art work up and 

hanging the day before the launch for nothing is worse than 
rushing at the last minute. 

 
5. Have a flyer of all art work on display, name of artist and price if 

you are selling works. 
 

6. You can serve alcohol however you cannot sell it. A temporary 
liquor licence will be required for the event. Contact the Liquor 
Licensing Commission to obtain a temporary permit. 

 
7. Public Liability Insurance. To cover yourself in case someone 

has an accident and sues you, Council can provide up to $10M 
in cover for a cost of $20.  Please see administration for details 
and forms. 

 
8. If the launch is after working hours and most are, we will need to 

appoint one duty manager for the evening and this cost is 
approximately $27 x 3hours. 

 
9. Provision of food may require a food permit.  Contact Council’s 

Environmental Health Department on 9742 0777 for further 
information. 
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GIFT 
 
Wyndham Cultural Centre has received several works of art as gifts from 
visiting artists. 
 
These works are displayed in the gallery and foyer throughout the year in 
down times and are a wonderful addition to the venues collection and 
testimony to the exceptional work undertaken by local artists. 
 
If you would like to offer as a gift one of your art works please speak to the 
Venue Manager to discuss and make arrangements. He can be contacted on 
(03) 9742 0908. 
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At Eckersley’s, you will find the greatest range of quality art & craft 
materials, including oils, acrylic paints, watercolours, brushes, 
canvases, easels and much more. We offer a Mail Order service 
to cater for all your ordering needs. Our expert staff are ready to 
assist you with your product selection to turn your creative ideas 
into reality. 
 
 
 

Melbourne   97 Franklin Street T  9663 6799 
Prahran  120 Commercial Road    T  9510 1418 
 
 
 
 
 
 
 


