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Artistic policies of CAAS 

The Central Australian Arts Society (CAAS) encourages art 

exhibitions, events and programs that: 
 Directly relate to artistic production and associated activities 

or events. 

 Nourish, support and engage the Central Australian 

community by providing a platform for the display of work by 
members and other artists. 

 Provide a venue for exhibitions of both solo and group shows 

and curated exhibitions. 

 Promote mutually beneficial relationships with arts 
organisations in the interest of building sustainable 

partnerships. 

 Foster and encourage critical discussion, dialogue and debate. 

 
Eligibility 

CAAS accepts proposals from members and non-members, festivals, 

group and solo shows by emerging and established artists and 

curated exhibitions. 

 
Program structure 

The CAAS Gallery is a non-profit run space. An advisory panel 

assesses proposals and normally consists of CAAS Committee 

members. 
 

 Application Deadlines: All year round or as advertised 

 

 Exhibition Duration: Negotiable but mainly depends on 
availability of exhibition sitters. 

 

 Opening Hours: Negotiable but would normally be 10am – 

4pm Weekdays/Weekends or as otherwise discussed. 

 
 Opening Night: Normally Friday 6.0 pm – 8.00pm or as 

otherwise discussed. 

 

 Exhibition bookings should allow at least two full days for both 
installation and bump out. 

 

Support provided by CAAS: 

As part of the gallery hire fee CAAS provides the following inbuilt 
services: 

 

 Assistance with project management of the exhibition 

process. 
 

 Negotiated gallery assistance during opening hours  



  

 3 

 

 Access to CAAS AV equipment such as the TV monitor and CD 

player provided this has been arranged in advance. 
 

 Access to display equipment such as hanging systems, plinths 

and directional lighting. 

 
 Assistance, advice and expertise regarding exhibition design, 

display and installation. 

 

 Advice and consultation on catalogue production. 
 

 Advice and consultation on invitation production and 

distribution 

 
 Listing on the CAAS Website,  

 

 Use of CAAS kitchen and bathroom facilities (in accordance 

with CAAS Shed Policy No 4, Procedure 4.2. 

 
Exhibitors should liaise with the CAAS Exhibition Coordinator 

 

Applications 

Exhibition applications should include the Application Form 
(attached) along with any supplementary material. This can be 

submitted either via email (preferred) or hardcopy. Please do not 

send presentation folders. 

 
Images 

 It is critical that your support material directly aids the proposal. 

Select images that demonstrate and represent the concepts and 

skills outlined in your proposal. Your application should clearly state 

whether the images provided depict the proposed work to be shown 
or whether they are a related body of work. If your body of work is 

still in progress please allow CAAS to view the works no less than 

one month before the exhibition opening date. 

 
Digital Images 

Digital Images (in jpeg format) are recommended due to the nature 

of the selection process. Images should be sent via email or saved 

to a CD or USB. They should include the following details:  artist, 
title, medium and production date. Please provide up to 10 images 

for a solo show and 16 images for group applications. If you are 

sending images via email forward at low/medium resolution - higher 

resolution images will be requested at a later date for publicity 
purposes. 
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* PLEASE DO NOT SEND SLIDES OR ANY ORIGINAL MATERIAL. 

 

* PLEASE DO NOT FORMAT YOUR IMAGES IN POWERPOINT or MS 
WORD. 

 

If you would like your CD or USB returned then please include a 

stamped, self-addressed envelope. If you do not provide an 
envelope it will be assumed that you do not need to have your CD 

returned. 

 

Exhibition Design  
CAAS considers exhibition design to be a vital component of how 

exhibitions are read and interpreted.  CAAS also encourages artists 

to respond to the gallery in a site-specific manner and carefully 

consider the installation opportunities it presents. Therefore in order 
to appreciate the site, applicants are encouraged to visit the Shed 

prior to making a formal application. 

 

Applicants are encouraged to discuss exhibition ideas and 

development with the CAAS Exhibition Coordinator. The proposal 
guidelines exist to assist with the application process. If any aspects 

of guidelines are unclear please contact CAAS to discuss. 

 

Costs and Commission on sales 
Applicants should refer to the attached indicative costs 

calculations table.   

 

 Unless otherwise negotiated, the charge for hire of the gallery 
and associated facilities will be $20.00 per day. 

 

 CAAS shall deduct and retain a commission of 20% for 

members and 25% for non-members for all sales of 

artwork. 
 

 An inventory of work and its price will be checked by both 

parties at the commencement and at the end of the 

Exhibition. 
 

 The CAAS Treasurer will manage sales unless otherwise 

negotiated. 

 
 CAAS will endeavour to pay the Artist/s within 4 weeks of the 

exhibition closure providing that all sales payments to CAAS 

have been completed. 
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 Opening Night, including all refreshments and catering, must 

be arranged by the exhibitor/s and costs borne by them.  

Please consult with a CAAS representative to discuss.  
 

 The Exhibitor is responsible for the costs of producing and 

distributing an invitation 

 
 The Exhibitor is responsible for the costs of producing a 

catalogue, signage and meeting any other publicity and 

advertising costs.  CAAS will showcase the exhibition at its 

website (http://caasinc.wordpress.com/) 
 

 The Exhibitor is responsible for the cost of packing, insurance, 

installation and transport of artwork to and from the Gallery. 

Once the buyer picks up a sold work it becomes their 
responsibility.  

 

 Costs for insurance and postage of sold artworks are to be 

borne by the buyer. 

 
 To secure an exhibition booking, the successful applicant will 

be required to pay a booking fee of $100.00 to CAAS once 

the application has been approved.  This fee is refundable up 

to 2 weeks prior to the exhibition commencing. No refunds 
will be available after this date. Where the booking agreement 

is not met CAAS reserves the right to terminate the 

agreement.  

 
 The Applicant’s ABN must be provided or a “Statement of 

Supplier” form be completed prior to commencement of the 

exhibition.  If an ABN is not provided or Statement of Supplier 

Form not completed then CAAS is obliged to apply a 

withholding tax to the Artist’s payments. 
 

Managing the Gallery 
 
Security 

The Gallery will not be left open, nor unlocked, on any occasion 

when the Exhibitor/s or gallery sitter is absent from it.  This 
includes the deadlocking of all locks to the Gallery and the front 

gate.  

 

All services are required to be turned off (apart from the security 
lighting) and the facility securely locked before leaving.  The 

exhibitor/s cannot delegate this responsibility to a non-CAAS 

member-sitter. (This is necessary to meet our insurance 

requirements.) 
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An Exhibitor being allocated a gallery/gate key (by the CAAS 

Treasurer) will be required to sign and date the transaction.  These 
are not to be labeled thereby identifying the location. 

 

The Exhibitor/s will be responsible for the replacement of keys in 

the event that keys are lost 
 

All works are displayed at the responsibility of the exhibitor(s). 

 
CAAS does not accept any responsibility for the loss, damage or 

theft of consigned works during the duration of the contract. 
Exhibitor/s will provide adequate security for any event and arrange 

their own insurance over their work against loss, damage or theft. 

The exhibitor will be required to provide their own security if they 

think it is necessary. 
 

Sitting the gallery 

Exhibitor is required to produce a roster to sit/supervise the gallery 

at all times during the exhibition. The Exhibitor/s will be responsible 
for the conduct of any volunteers during their shifts. CAAS 

does not provide staffing for Exhibitions. 

 

Sitters are required to have read: Gallery Sitters Information sheet 

and comply with CAAS Shed Policy No 4, Procedure 4.2.  
 

All Exhibitors and groups using the gallery must record visitors to 

the gallery in the visitor’s book. 

 
Cleaning 

Exhibiting artists are responsible for the cleaning and professional 

presentation of the Gallery during their exhibition. Both the kitchen 

and bathroom area are to be kept clean and tidy. This includes the 
making good of wall and floor surfaces and the vacuuming and 

sweeping of floors after installation and at the end of the exhibition 

after the removal of artworks. 

 
Consumables and Damage 

An exhibition trolley containing necessary exhibition materials and 

tools will be made available. All consumable items used will be 

charged to the Exhibitor along with any damage or extra cleaning 

costs that may have incurred. The Exhibitor therefore is expected to 
repair any damage to gallery walls (such as nail or screw holes, 

damaged paint etc) and to leave the gallery area, the kitchen and 

the toilets, clean and tidy (refer to CAAS Policy No. 4 “Shed Use”, 

Procedure 4.2.).  No exhibition materials or associated materials 
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should be left in the gallery or any other space after the bump out 

has been completed. 

 
Late departure and storage of works 

Unless other arrangements have been previously made with CAAS, 

all works must be removed before 12:00pm on the stipulated pack 

up date.  CAAS reserves the right to dispose of any work that has 
not been collected after 30 days. 

 

Catalogue Guidelines  

A catalogue is an essential promotional tool as well as a 
documentation of the exhibition, extending the impact of an 

exhibition beyond its limited location and duration. A catalogue is 

often considered the mark of a professional exhibition practice. 

CAAS encourages you to discuss your catalogue ideas with the 
CAAS Exhibition Committee Coordinator.  The Exhibitor/s is 

responsible for the costs of producing a catalogue. 

 

Intellectual property 

The Exhibitor/s must ensure where appropriate, permission is 
obtained when reproducing artworks including but not limited to 

both written works and images of visual works. 

 

Acknowledgements 
The catalogue should display the CAAS logo in a prominent position. 

A CAAS representative will supply you with this on request. 

Substantial catalogues should contain an acknowledgement of all 

funding bodies.  
 

Do not forget to acknowledge all of your sponsors! 

 

Approval of content and artwork 

All content for publicity including the catalogue must be verified and 
approved by the CAAS Exhibition Coordinator for consistency and is 

required to conform to brand standards. Ensure your proof is 

checked with enough time to make any changes. 

 
CAAS reserves the right to veto any aspects of an exhibition it 

deems inappropriate or offensive. The Exhibitor shall immediately 

remove or amend the  offending  artwork  to the  satisfaction of the 

CAAS Exhibition Coordinator.
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INVITATION GUIDELINES AND CHECKLIST 

 

 
Use this checklist for your invitation or Facebook invitation 

 

Title of Exhibition  

Your name (or group)  

Dates of exhibition opening and closing  

Opening night: (Normally Friday 6.00 – 8.00pm)  

RSVP date and email address  

Opened by [name] 
 

 

Title of Opener  

Floor talk: if applicable and time  

Gallery Hours:  Mon, Tues, Wed, Thurs, 
Fridays, Sat. Sun. 10:00 am - 4:00pm. 
 

 

CAAS Gallery, 10 Crispe Street, Alice Springs. 
 

Postal: PO Box 652, Alice Springs, NT 0871. 

 

PH: 08 8952 0356  
      0466 791 400      

Email: secretarycaas@iinet.net.au  

The CAAS website address 

http://caasinc.wordpress.com 
 

 

Ensure that the CAAS logo is not smaller than 

funding bodies 

 

Check the proportion and order of all 

additional sponsors’ logos 

 

Ensure logos are clear and accurate.  

 

mailto:caas@iinet.net.au
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YOUR INDICATIVE COST CALCULATION TABLE 

 

Item Costs 

Venue hire costs  
 

 

Catering for opening  
 

 

Additional seating hire, delivery & return 

 

 

Additional marketing/promotions 
 

 

Catalogue/posters/invitations 
 

 

Curatorial assistance  
 

 

Photographer costs  
 

 

Additional cleaning charge  
 

 

Gallery attendants to staff exhibition  
 

 

CD Player Hire  
 

 

Security costs 

 

 

Microphone Hire  
 

 

Data projector/screen/lectern  
 

 

Other costs 

 

 

 

 

 

 
 

 

 

 

 

TOTAL $    
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SUPPORT MATERIAL / ADDITIONAL DOCUMENTS 

 

Please attach the following support material and additional 
documents to this form: 

 

1. Exhibition Proposal: Please discuss the proposed concept or 

theme that you or your group are investigating with the CAAS 
Exhibition Coordinator.  

 

2. Curriculum Vitae: Please include one page for an individual 

artist.  Proposals for group exhibitions should include up to one 
half page per artist only.  

 

3. List any public programs, educational workshops or artists floor 

talks you would like to hold. CAAS encourages community 

participation and critical debate. 
 

4. Images: Please see Application Guidelines. Include up to 10 

images in your application. These can be emailed or sent to 

CAAS as a hardcopy on a CD. 
 

5. Installation Requirements: Please disclose any installation 

requirements you might need further to the section above: i.e. 

plinths, cabinets, specialist AV equipment etc. 
 

6. Exhibition Design: Please describe how you would like your work 

displayed. Feel free to include an exhibition design or any 

supplementary drawings. A floor plan that includes Gallery 
dimensions can be viewed at: 

http://caasinc.wordpress.com/exhibitions 

 

 

Thank you and best wishes with your application!   
 

Please post, or scan & email your application to us. 

 

 
Postal:  P.O. Box 652, Alice Springs, NT 0871.  
 

Email:  secretaryCAAS@iinet.net.au 

  

mailto:CAAS@iinet.net.au
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Central Australian Art Society 

EXHIBITION APPLICATION FORM 
 

(PLEASE READ THE APPLICATION GUIDELINES ON PAGES 1 TO 7 BEFORE 
COMPLETING AND REMOVING THIS FORM) 

 
APPLICANT’S DETAILS 
 

Name of Applicant/Group 
 

 

Contact Person 
 

 

Postal Address  
 
 
 

Post Code 

 

Telephone (work) 
Telephone (mobile) 

 

 

 

 

Email Address 
 

 

 

Date of application  
 
Exhibition dates required 
 

 

 

 

Time required (from)  

 
Time required (to)  
 

 
 

 

Installation time required  
Date:    
 
From (time): 
 

 

 

 

 

Opening night  
Date 
 
Time: 
 

Numbers anticipated  
 

 
 
 

 

Catering/Refreshments required 
for opening night  
 
 

Yes No 

 
Application submitted in agreement to the conditions as set out herein. 
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Central Australian Art Society Inc. 
PO Box 652, Alice Springs NT 0871 

 
CAAS Gallery, 10 Crispe Street, Alice Springs 

Phone: 08 89520356  

http://caasinc.wordpress.com  
email to: secretaryCAAS@iinet.net.au 

 

EXHIBITOR/S CONTRACT 
 

This is an agreement between: 

 

Artist/s name/s:_________________________________________________________ 

 

Address and Telephone Numbers: 

________________________________________________________________________

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

 

The Dates of the Exhibition will be: 

 

From:____________________________Until:__________________________________ 

 

 

I/we have read and accepted the terms and conditions set out in the  

CAAS EXHIBITION GUIDELINES, APPLICATION & CONTRACT 
document and agree to abide by the conditions therein.  
 

 

Dated this ___________________ day of __________________20_______ 

 

Signed by the artist/s: 

 

______________________________________________________________________ 

 

 

Signed for and on behalf of the Central Australian Art Society 

 

 

_____________________________________(CAAS President) 

 

 

 
Contract Alterations 

Any alterations to this contract will be made by written agreement between the signatories 

http://caasinc.wordpress.com/
mailto:secretaryCAAS@iinet.net.au

