
Joondalup Contemporary Art Gallery –  

Community Hire Information & Guidelines 

 

1) About Joondalup Contemporary Art Gallery  

About the Gallery 

The Joondalup Contemporary Art Gallery is the city's first dedicated visual arts exhibition space 

under direct city management. Located in the heart of the Joondalup City Centre, the gallery 

provides a professional-standard venue for artists and cultural organisations to showcase their work 

to the public.  

The gallery is open to visitors Thursday to Saturday, 10:00 AM to 4:00 PM, with additional opening 

days for special events and by arrangement. Across the year, it presents a rolling program of 

exhibitions, installations, and creative activities, ensuring there is always something new for the 

community to experience. 

By combining professional presentation standards, flexible display options, and a central location, the 

gallery has been purpose-fit for visual arts in the northern metropolitan region. It is a meeting place 

for artists and audiences, a venue that builds connections between creative practitioners and the 

wider community, and a space where emerging and established artists alike can present ambitious, 

high-quality work. 

Introducing Gallery Hire 

The Joondalup Contemporary Art Gallery Community Hire Program (henceforth, Gallery Hire 

Program) provides artists, collectives, and cultural organisations affordable access to a professional 

exhibition venue. It has been designed to address the longstanding shortage of suitable visual arts 

spaces in the region, giving creatives the opportunity to present their work to the public in a way 

that meets professional presentation standards. 

Through fixed exhibition blocks, a flat weekly higher rate, and a transparent application process, the 

programme ensures fairness, clarity, and accessibility. Hirers are encouraged to bring their own 

curatorial vision, manage their own installation and operations, and connect directly with audiences, 

while benefiting from the infrastructure and visibility of the city's flagship gallery. 

This model supports a wide range of exhibitions - from emerging artist showcases to group 

collaborations and thematic projects - and is underpinned by the City's commitment to nurture a 

vibrant, inclusive arts community. By hiring the gallery, exhibitors not only gain access to a premium 

space but also become part of the rolling annual program that positions the Joondalup 

Contemporary Art Gallery as a creative hub for the region. 

 

  



2) Eligibility and Exhibition Hire Principles 

Eligibility Criteria  

The Community Hire program is designed to provide fair and transparent access to the Joondalup 

Contemporary Art Gallery. To be considered, applicants must meet the eligibility requirements below, 

which ensure that all exhibitions are delivered to a professional standard and align with the 

program’s objectives. 

The Gallery Hire Program is open to: 

• Incorporated not-for-profit community organisations 

• Individuals, Artists, and artist collectives  

• Commercial or professional organisations, where suitable  

All applicants must: 

• Be based in, or demonstrate clear benefit to, the City of Joondalup community 

• Hold current Public Liability Insurance (either themselves or through an auspicing 

organisation) 

• Be able to install and remove the exhibition within the scheduled bump-in and bump-out 

periods 

• Be able to invigilate (supervise) the gallery during all public open hours for their exhibition, 

or agree to the provision of staff and associated charges by the City.  

• Manage their own marketing, communications and promotion.  

• Manage their own budget, finance and sales (no commission is taken by the City) 

• Have the capacity to plan, deliver, and manage their exhibition independently 

• Agree to comply with all conditions of hire, City policies, and relevant laws. 

• If applying as an individual: either satisfy all hire requirements in your own right or apply 

under an eligible auspice. 

If you are unsure about your eligibility or auspicing requirements, please contact the City’s Cultural 

Services team to discuss your circumstances before applying.  

Exhibition Hire Principles 

We welcome exhibitions that: 

• Have a clear and well-developed creative or curatorial vision 

• Demonstrate operational readiness (you can manage installation, public opening hours, and 

pack-down) 

• Provide community impact and relevance, such as engaging local audiences, supporting local 

artists, or celebrating community stories 

• Are by Joondalup-based artists or show strong benefits to the local community 

• Reflect professional presentation standards and respect the integrity of the space 

These values form the foundation of the assessment process and will be used as the primary criteria 

for evaluating all applications. 

 

  



3) The Gallery Hire Process  

Application Process 

The application process is your opportunity to present your exhibition proposal for consideration in 

the Community Hire program. It involves preparing and submitting all required information within 

the advertised timeframe, using the City’s SmartyGrants online system. 

Applicants are encouraged to allow sufficient time to review the eligibility criteria, understand the 

exhibition values, and prepare a well-documented submission. Late or incomplete applications 

cannot be accepted, so early preparation is strongly recommended. 

Phase Name Timeframe What Happens Responsibilities 

1 Applications 
Open 

6 weeks before 
closing date 

Application form becomes 
available via SmartyGrants. 

Review eligibility criteria and 
exhibition values. Begin 
preparing your submission.  

2 Applications 
Close 

Midday on the 
advertised 
closing date 

Submissions are no longer 
accepted, or are able to be 
edited or changed, after this 
time.  

Ensure your application is 
submitted and complete on 
time. Late submissions will not 
be accepted.  
 

3 Eligibility 
Review 

1-2 days after 
Applications 
close 

The City administrators will 
review applications for 
completeness and eligibility. 
If your application is deemed 
ineligible, you will be 
notified.  

Invigilate the gallery during 
open hours, welcome visitors, 
manage sales, and run any 
programmed events or 
activities. 
 

 

Ensure you allow adequate time to prepare your application and gather the required documents. 

Incomplete or late submissions will not be considered, and you will be notified during Phase 3, the 

Eligibility Review, of your unsuccessful application.  

Assessment Process 

Once applications close, the City undertakes a formal review to ensure a fair, transparent, and 

consistent selection process. Assessment is based on the exhibition values published in this guide 

and considers the applicant’s readiness, capacity, and community benefit. 

This process is designed to select exhibitions that meet professional standards, align with the 

program’s objectives, and contribute positively to the Joondalup arts community. 

Phase Name Timeframe What Happens Responsibilities 

4 Panel 
Assessment 

2 weeks Applications are reviewed 
against the published 
exhibition values and 
criteria in a weighted matrix. 
 

No action is required 
during this phase. 
 

5 Recommendation 
and Approval 

Following 
panel 
assessment 

Recommendations approved 
by the Manager, Leisure and 
Cultural Services. 
 

No action is required 
during this phase. 



6 Notification 7-10 weeks 
before bump in 

Applicants advised of 
outcomes by email.  

If successful, confirm 
acceptance. 
 

7 Contract & 
Payment 

Within 2 weeks 
of notification 

Successful applicants sign 
hire agreement and pay fees 
and bond. 

Return signed contract and 
payment by the stated 
deadline to secure your 
booking.  
 

 

All decisions made by the City are final and no further correspondence will be entered into. 

Successful applicants must meet all contracting and payment requirements within the specified 

timeframes to confirm their booking. 

Exhibition Process 

Successful applicants will progress through a series of phases to deliver their exhibition at the 

Joondalup Contemporary Art Gallery. Each phase has specific timeframes and responsibilities. The 

outline below will help you plan ahead and understand what is expected once your hire is confirmed. 

Phase Name Timeframe What Happens Responsibilities 

8 Preparation Starting from 
notification, at 
least 8 weeks 
before bump-in 

Confirm exhibition details 
and logistics before gaining 
physical access to the 
gallery. 

Finalise curatorial plans, 
marketing, and operational 
arrangements.  
 
Arrange insurance, staffing, and 
equipment needs. 
 

9 Bump In Wednesday 
(first day of 
access) 

Install your exhibition in the 
gallery space. 

Deliver artworks to the gallery, 
installation, arrange any pre-
approved lighting or AV changes, 
and prepare the space for 
opening. 
 

10 Exhibition Dependant on 
granted 
duration blocks 

Your exhibition is open to 
the public. 

Invigilate the gallery during open 
hours, welcome visitors, manage 
sales, and run any programmed 
events or activities. 
 

11 Bump Out Monday (final 
day of access) 

Remove your exhibition 
from the gallery and return 
it to its original condition. 

Take down all artworks, remove 
equipment and materials, clean 
the space, and return keys to the 
Gallery Supervisor.  
 
Work to be completed by 5pm. 
 

 

Adhering to the timelines and responsibilities for each phase is essential to ensure smooth 

operations and a professional standard of presentation. Delays or failure to meet these requirements 

may affect your bond refund and future eligibility for hire. 

Acquittal Process 

The acquittal process provides the City with important information about your exhibition, helping to 

assess the outcomes of the Gallery Hire Program and inform future improvements. 



It is also a requirement for the return of your bond and may influence your eligibility for future 

gallery hire. All hirers must complete the acquittal process within the stated timeframe. 

Phase Name Timeframe What Happens Responsibilities 

12 Acquittal 
Form 
Provided 

At the end of 
the hire period 

The acquittal from is 
available via SmartyGrants 
portal.  

Review form, and gather 
necessary information.   

13 Submission 
of Acquittal  

Within 4 weeks 
of the hire 
ending. 

Hirer submits completed 
form to the city, lodged via 
SmartyGrants.   

Provide attendance figures, 
marketing summary, sales data 
(if applicable), and feedback.   
 

14 Acquittal 
Review 

Within 2 weeks 
of submission 

City reviews the acquittal to 
confirm all requirements are 
met.  

Respond promptly if the City 
requests additional information 
or clarification.  
 

15 Bond 
Refund 

Within 2-4 
weeks of 
acquittal 
approval. 

Bond returned if venue is left 
in good condition and all 
requirements are met.   

Ensure all outstanding 
obligations are met before 
refund is processed.  
 

 

To ensure your bond is refunded promptly, please submit your acquittal form within four weeks of 

the bump-out date. Bond refunds are processed once the City confirms that all hire requirements 

have been met.” 

 

  



4) Fees & Charges 

Fee Structure 

The Gallery Hire Program uses the City’s standard Venue Hire Fees and Charges Policy to determine 

hire rates, with all hires charged at a flat weekly rate based on your user category. 

This rate is calculated as 18 hours of public-facing access per week, regardless of the number of 

public open days you choose. 

Category Who this applies to Weekly Flat Fee 
A Commercial businesses, state or federal government agencies, and 

other for-profit organisations. 
$2,018.40 

B Incorporated not-for-profit community organisations. $403.20 

C Individuals, schools, and small community groups without 
incorporation. 

$100.80 

 

Your category will be confirmed during the application process. 

Additional Costs 

• Refundable Bond – $750 for standard medium-risk hires (may be increased up to $1,300 if 

assessed as higher risk). 

• Optional Extras – Gallery staff invigilation, customised lighting, and technical support can be 

booked at cost, these will be outlined and selected in the application form. 

• Additional Equipment – Plinths, AV equipment, and other standard display resources are 

free to use but covered by your bond for damage/repairs. 

Important to know: 

• Individuals, artist collectives and small groups without incorporation (Category C) can hire 

the gallery, but must meet all hire conditions, including Public Liability Insurance. 

• If you are an individual and cannot meet these requirements you must partner with, or be 

auspiced by, an eligible organisation that will enter into the agreement on your behalf. 

  



5) How to Apply  

Smarty Grants Portal 

SmartyGrants is the City’s online application portal for grants, funding and the Gallery Hire Program. 

You will need to create a free account before starting your application. Once registered, you can save 

and return to your form at any time before the closing date. 

To create an account or log in, visit: joondalup.smartygrants.com.au 

You will be asked to provide: 

• Details of your organisation or auspicing body (including ABN). 

• Proof of current Public Liability Insurance (minimum $10 million cover). 

• An exhibition proposal, including images where applicable. 

• Any other supporting documents requested in the form. 

When the application period opens, the form will appear on the Joondalup SmartyGrants homepage, 

and will be linked in related communications.  

Before you start your application: 

1. Review the Eligibility Criteria to ensure your organisation is eligible to hire the gallery. 

2. Contact the City if you are unsure about your eligibility or require clarification on hire 

requirements. 

3. Gather your supporting materials, which may include: 

• Public Liability Insurance certificate (minimum $10 million cover). 

• ABN and organisation details. 

• Project description, including exhibition concept and proposed dates. 

• Marketing plan or examples of promotional material. 

• Letters of confirmation from engaged parties 

• Letters of support from interested parties 

During the application period: 

1. Complete and submit the online form before the published closing date. 

2. Ensure all information is accurate and complete – incomplete applications cannot be 

assessed. 

After applications close: 

The City will confirm eligibility, assess your application, and notify you of the outcome. 

Successful applicants will be sent a hire agreement and payment schedule to confirm their booking. 

  

http://joondalup.smartygrants.com.au/


6) Contact 

Jesse.Garlick@joondalup.wa.gov.au 

Community Arts Officer 

Cultural Services 

City of Joondalup 

mailto:Jesse.Garlick@joondalup.wa.gov.au

