





Appendix A
TERMS and CONDITIONS

for The ARTrium and 0107
The following terms and conditions shall govern the use of The ARTrium and 0107, managed by The Old Parliament House (OPH), and all hirers shall agree to abide and be bound by them.

1
Application

a) Reservations are opened 12 months in advance. Interested parties may communicate with OPH to make a provisional booking of the intended period for the proposed event. 
b) The application kit shall be sent to the applicant.  The completed application form, together with a written proposal must be submitted within 2 weeks.

c) Application is subjected to management’s approval. Priority shall be given to group exhibitions of good quality and promising young local artists.  

2
Bookings, Payment, Cancellation and Refund.
2.1 A booking shall be considered provisional until:

A
Security Deposit

1.
A security deposit of $525 (GST inclusive GST) is presented for any likely damage to properties belonging to The ARTrium /0107.
2.
The hirer is to make a cheque payable to “THE OLD PARLIAMENT HOUSE LIMITED” along with the separate payment for the venue hire.

B.
Payment Terms
1.
Full payment plus the Security Deposit must be received 10 days upon confirmation of signed Form A. A booking is not acknowledged, confirmed or accepted without the signed Form A.

2. 
Payment for the venue hire is only acceptable via cheque made payable to “THE OLD PARLIAMENT HOUSE LIMITED”

C.
Cancellation and Refunds.
1.
In the event the hirer gives a notice of cancellation, OPH will refund the hirer accordingly:
a. 
90% of the full payment received if the cancellation order is received at least 2 calendar months before the event start date.

b. 
50% of the full payment received if the cancellation order is received at least 1 calendar month before the event date.
c.
10% of the full payment received if the cancellation order is received 14 days before the event start date.

d.
no refund will be given if the cancellation order is received less than 14 days before the event start date.

e.
The security deposit will be refunded back in full in the event of a cancellation.

2.2
OPH shall not be bound to reserve the dates of provisional bookings and can at liberty, allot such dates to any other applicant who may book and make a deposit in respect of such dates if such provisional bookings are not confirmed immediately.

2.3
Bookings are made strictly between OPH and the hirer and are not transferable by the hirer to anyone.

2.4
OPH reserves the right not to accept any application for the use of The ARTrium/0107 if the proposed activity is deemed inappropriate to be held at MICA Building.

2.5
Special consideration is also attached to National and State functions.  It may be necessary to cancel all other performances/functions if the dates booked coincide with the dates of National and State functions that cannot be advanced or deferred. 
2.6
The hirer shall not be entitled to any refund of the booking fees or to any compensation under any circumstances unless otherwise provided for. However, if any major breakdown should occur resulting in the non-supply of electricity to the premises for a stipulated time whilst such premises are being used by the hirer, the booking fees or any appropriate part thereof may be refunded.

2.7
The charges for the various uses of The ARTrium/0107 shall be in accordance with the approved booking fees in force and OPH shall determine the type of fees applicable to the event. The charges are subject to change without prior notice.

3
Preparation and Dismantling
3.1
The hirer shall be given a maximum of one free day prior to and one day after the event for set-up or preparation and dismantling for The ARTrium. Any additional day necessary after this allocated time shall be chargeable.  There will not be any free days given for preparation and dismantling for 0107.
3.2
The hirer is required to submit a schedule for preparation and dismantling to OPH a month before the event.

3.3
The hirer should assemble all props and equipment before setting-up at The ARTrium. No construction works such as sawing, drilling, nailing or painting is allowed within any part of The ARTrium or on the fixtures of 0107.
3.4
If touch-up work is necessary at The ARTrium/0107, only the use of water-based emulsion paint is permitted. However, for any sort of activity related to painting at The ARTrium/0107, prior approval must be given by OPH.

3.5
Any materials, goods and equipment shall not be dragged in The ARTrium/0107. For heavy loads, trolleys with rubber castors are to be used.  

3.6
Screws, nails or devices of any description likely to deface the walls, floors or ceilings are not allowed to be used on any part of the premises.

3.7
All passageways and means of exit shall be kept clear and no object shall be placed at these places without the prior approval of OPH.

3.8
The hirer shall observe the advertised time of the commencement of the event and shall vacate the premises on or before the expiry date and time of hire of The ARTrium/0107.

3.9
The hirer is responsible for the removal of all materials, goods and equipment on or before the expiry date and time, failing which extra booking fees shall be charged and removal cost incurred shall be collected. In the event of failure on the part of the hirer to pay the extra booking fees within 7 days from the date of written demand, OPH reserves the right to dispose off or destroy such properties as it may think fit. No claim whatsoever shall be made against OPH on account of such disposal or destruction.

3.10
The hirer is required to ensure the cleanliness of The ARTrium/0107.  All unwanted materials shall be disposed off at the Bin Centre and all flower stands and banners are to be removed. If this is not carried out appropriately, OPH reserves the right to dispose off such properties as it may think fit and any cost incurred from this action shall be borne entirely by the hirer.  
3.11
The hirer, shall at the end of the use of The ARTrium/0107 or its facilities and equipment, leave The ARTrium/0107, its facilities and equipment in their original condition. The hirer shall be liable for any damage or loss arising from negligence on the part of the hirer.

4
Admission

4.1
OPH may refuse admission to any person who, in our opinion, is likely to cause embarrassment or annoyance to other patrons or users of the premises.

4.2
No livestock of any description shall be admitted to the premises unless special permission in writing has been obtained from OPH. Such livestock shall be removed from the premises immediately after the conclusion of the event.

4.3
Smoking is strictly prohibited at The ARTrium/0107.

5
Authorization

5.1
No person(s) other than the authorized staff of The ARTrium/0107 shall be permitted to remain on the premises after the closing hours.

5.2
Unauthorized person(s) shall not handle any lighting/sound appliance.

5.3
No tape or video recording, filming or still photography shall be taken during an event except at the request of the artists or hirers with the permission of OPH.

6
Licensing
6.1
The hirer is required to obtain a permit from the Singapore Civil Defence Force, Fire Safety & Shelter Bureau (FSSB) for the temporary change of use of space for The ARTrium. 

6.2
The hirer is required to apply for a licence from MDA for any form of arts entertainment, which includes play, music, dance, exhibition, variety show and pop/rock concert that is open to the public.

6.3
It is the duty and responsibility of the hirer to ensure that all necessary licences required to hold the event have been obtained before the start of the event.  The hirer shall be responsible to pay all copyrights and intellectual property rights royalties (if any).

7
Technical Restrictions
7.1
Over-amplification of sound by electronic devices that may cause annoyance to other users of the premises is strictly prohibited. OPH reserves the right to determine the acceptable noise level.

7.2
Pyrotechnics, flash powder, explosives, fire, lasers or any dangerous devises, as well as lighting equipment which are brought to The ARTrium/0107 must comply with all relevant regulations. Prior approval of OPH on the admission of the above-mentioned items must be obtained.

7.3
No striking of matches or gas lighters shall be allowed at any part of The ARTrium/0107 except when they are necessary for the business of the performance/events, in which case, sufficient suitable receptacles shall be provided by the hirer for the purpose of depositing matches, cigarette ends and pipe refuse. Subject to the above exception, no naked fire shall be allowed on the premises.














7.4
No electrical apparatus or fittings of any kind shall be attached to, or used in conjunction with the existing electrical switchgears or fittings without the permission of OPH. 

7.5
If such electrical apparatus or fittings are necessary, the hirer shall comply with the relevant authorities’ requirement and install them at his own expense.

8
Loss or Damage to Properties

8.1
OPH shall not be liable for any loss or damage to any exhibits and/or any properties brought in by the hirer during the event.

8.2
The hirer shall pay a sufficient sum to make good any damage or loss should any equipment or properties of The ARTrium/0107 be broken, damaged or lost or should any damage be done to the premises. No equipment or property shall be altered or modified without the prior approval of OPH. If approval is given, OPH may require a deposit to cover the cost of the repair or replacement should the equipment or property be damaged.

8.3
The hirer shall be entirely responsible for the proper and safe setting up of all his props. OPH shall not be held responsible for any expenses, claims or demands made in the event of any accident occurring to any person or property engaged in connection with the work.

9
Publicity Displays/Decorations

9.1
No banner, poster or advertising material shall be permitted on or about the premises without prior approval of OPH.

9.2
No hirer shall have control over the advertisements, decoration material or banners appearing on the              premises.

10
General Conditions

10.1
No hirer shall have control over any staff of The ARTrium/0107. Any disagreement with any member of the staff or misbehaviour on the part of the staff shall be reported to OPH. 

10.2
Giving of gratuities to members of the staff is strictly prohibited

10.3
The hirer and the members of any company whether professional or amateur and their staff generally shall adhere to these terms and conditions and comply with the directions of OPH.

10.4
OPH reserves the right to revise or waive any of the above terms and conditions without prior notice.

