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Booking Form
Thank you for your interest in hiring our art space at 18 Christmas Steps. Please help us by providing as much information as possible. Please return your completed form to: SHOP, 19 Christmas Steps or emailing hello@shoptheshop.co.uk
Dates of proposed exhibition: 


Contact name (for main exhibitor): 
Telephone number: 
Email address (this will be our main way of contacting you):
Address:
What type of exhibition are you proposing to have (please try and be as detailed as possible)?  

Do you have any specific requirements regarding the space? Eg. hanging, etc
**Please don’t hesitate to get in touch with enquiries as to your specific needs as there is an element of flexibility to the arts space arrangements.**

Please see attached terms and conditions for full details - I have read and accepted the terms and conditions [      ] (please tick)  
Signed by exhibitor…………………………………………………………………….

TERMS AND CONDITIONS OF HIRE
Hiring the Art Space at 18 Christmas
-When hiring the space at 18 Christmas Steps you must inform SHOP CIC of your full plans, preferably via email (hello@shoptheshop.co.uk). If your exhibition plans change you must keep SHOP CIC informed. SHOP CIC reserves the right to cancel and remove artwork if they feel it inappropriate.
-Only when the hire deposit of 10% is donated in advance will the space be officially secured (exhibitors will receive confirmation by e-mail).
-Hire of the space is subject to availability.
-All donations for hiring the art space at 18 go into supporting the ongoing community arts events(
Payment of donation for hire to SHOP CIC
-The donation can be made in cash, cheque or through PayPal. Cheques are made payable to ‘SHOP (Vintage Lounge and Arts Venue) Community Interest Company’. For PayPal payment contact SHOP CIC.
-Full payment will be due on the first day of the exhibition.
The Art Space 
(Exhibitor = event organiser / Exhibition = event)
-Please ask advice on hanging facilities from SHOP CIC.
-The exhibitor is responsible for hanging and curating their own exhibition (however SHOP CIC is happy to assist in this as

much as possible).
-Exhibitors will agree with SHOP CIC before hand on an appropriate time and date to hang and take down the exhibition.
-The exhibition will run between the agreed dates, from 11am – 6pm Monday to Saturday.  The space is not available outside

of these times unless agreed separately.  The space is not available on Sundays.
-Exhibiting artists are welcome to sit in on their own exhibition, and have the exterior door to 18 open (for security reasons SHOP can not have this door open without an exhibitor present in the art space).  However, if no-one is present to sit in with the exhibition, visitors to the exhibition can access the space through SHOP CIC’s interconnecting door.
-Exhibitors must leave the art space as they found it, repairing any damages that may have been made to walls etc. 
-SHOP CIC will need the space for evening events. Any artwork that could be at risk from damage in any way should be indentified to SHOP CIC by the exhibitor, so it can be safely removed for such events.
Insurance and Indemnity
-SHOP CIC does not except responsibility for any loss or damage of property or personal injury whilst exhibiting.
-You are very strongly advised to take out insurance to cover public liability, personal injury, loss or damage to exhibitors, artwork, personal belongings, and property or in respect of any third party.

-The exhibitor will keep the SHOP CIC fully indemnified against all claims and losses and costs.
-SHOP CIC excludes all legal liability in the event of having to cancel an exhibition, as well as for the failure of any facilities at

the exhibition, the non-appearance of any scheduled advertising, removal of advertising signage or any other circumstance

beyond the reasonable control of SHOP CIC.

-SHOP CIC does not accept responsibility and is not liable for any loss or damage of property brought to the Art Space.
Cancellations
-If any exhibitor cancels more than 14 days before the exhibition a full refund of the deposit will be provided.
-If an exhibitor cancels less than 14 days before the exhibition and SHOP CIC cannot find a replacement exhibitor for the space then SHOP CIC will keep the deposit. 

-If the Exhibition is prevented from taking place or is cancelled due to circumstances beyond SHOP CIC’s control, the exhibitor will have no claim against SHOP CIC. Refunds will be provided.
Pricing
- The rate for hire is £10 per day, or £50 per week - excluding Sundays - plus electricity at £1 - £2.50 per day, depending on usage, to be agreed.
- Evening events can be arranged at an extra cost of £10 per evening.
If you have any further questions or need more info, then please feel free to contact us:  

Jayne Marshall or Brett Atkinson at SHOP / 19 Christmas Steps / 0117 316 9421 /hello@shoptheshop.co.uk  
