


Introduction

Thank you for hiring, or perhaps thinking about hiring,
gallery space at Colonnade House.

This guide is designed to help you prepare for your
exhibition and will take you through planning, sharing,
and hanging your exhibition.

If after reading  the guide you still have questions or
would like to discuss your exhibition in more detail then
please don’t hesitate to contact the gallery.

We can be contacted at:

Richard Manders - Gallery Coordinator
richard.manders@adur-worthing.gov.uk

01903221293

Clare Halstead - Creative Hub Manager
clare.halstead@adur-worthing.gov.uk

01903221142

Joe Cox - Creative Hub Assistant
Joe.cox@adur-worthing.gov.uk

019032211159

www.colonnadehouse.co.uk
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Gallery and Window Layout and Measurements
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Gallery 1

Window

measurements:
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Gallery 2

Window

measurements:

Gallery door glass:

Measurement:  H 186 cm x W 72cm.
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Timeline of your Hire
Throughout your hire there are specific dates to remember, below is a
timeline with corresponding page numbers to give you an overview of
what will happen throughout your hire of the gallery.
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Hire Process
After we’ve confirmed the date and rates of your hire, we will confirm your
contact details with you and use this to complete your hire agreement.

Next you will be emailed your finalised hire agreement (to sign online) and
deposit invoice request. These are both click through emails from online
software we use but please email if you would like it explained further.

The Deposit
The deposit is 25% of your total gallery hire and must be paid to secure
your date in the gallery. It is due upon signing the agreement. The
remaining balance will be due at the end of your gallery hire.

The Hire Agreement
The hire agreement is written to cover all eventualities, in order to protect
all parties involved and some of the conditions would only apply in
exceptional circumstances. If you have any questions or concerns after
reading it through, please get in touch.

Insurance
We require a copy of your public liability insurance (£5 million cover)
certificate for our records. If you do not currently have public liability
insurance there are a number of schemes set up specifically for artists and
craftspeople through membership of professional associations that offer
reasonable rates. An example of one of these is the Artist Newsletter:
https://www.a-n.co.uk/register-artist or Axis
https://www.axisweb.org/membership/about-artist-insurance/ but there are
other schemes available and worth investigating.
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Exhibition Planning

Marketing
Getting the news about your exhibition out to the wider world should be a
top priority in your planning. To make the most of the opportunities that
we offer (sharing your exhibition through our newsletter, social media
outlets, popular event listing websites etc.) we will need you to send
through a blurb including the title of your show, a small biography, a
summary of your exhibition as well a selection of images that give an
impression of what you will be showing.

Sending us your information
To help create this listing we’ve created this handy form to help you: CLICK
HERE.

It is worth remembering that people are interested in artists as well as the
art, so if you can give some insight into yourself as well as your work it
helps to give each exhibition its own individuality.

As soon as you have this ready, send it through to us – we sometimes have
opportunities to market exhibitions and events more than 3 months in
advance, so the earlier we have information from you, the more
opportunities there will be to promote your work. As a minimum we will
need these details six weeks in advance.

An example of how your blurb might be used can be found here:
www.colonnadehouse.co.uk/whats-on/

As well as using our form for your listing, creating a press release for your
exhibition is a great way to encapsulate all the relevant information about
your show in a format that you can send to us as well as to media outlets
and interested parties. A guide to creating a press release can be found
here: www.artistsnetwork.com/art-business/press-release/ and here:
www.artsy.net/article/elena-soboleva-how-to-write-an-effective-press-relea
se

The Private View
Included in each hire is the opportunity to open late one evening for a two
hour “private view” slot. If you are having a private view or launch party,
getting a date set as early as possible means you can focus on sending out
invitations to specific guests ahead of time and we can arrange staffing.

Instead of a private view as an evening event you could instead  have an
‘Open Day’, ‘Meet the Artist’,  ‘Official Opening’, workshop or even an online
private view.
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If you would like to run a workshop during your hire please contact us
directly to discuss it in more detail.

Selling your work
Colonnade House does not take commission for any work you sell. This
allows artists to know precisely what is owed for the gallery hire and plan
accordingly. This also means that you are responsible for the sales of your
work.

If you are away from the gallery for whatever reason and it has been
arranged with staff, we are happy to take the details of someone who
would like to buy the work but cannot handle the transaction.

There are many ways that you can take payment for work using a
dedicated card reader. As this comparison shows there are a number of
card readers available with different costs to consider. We would advise
researching and comparing each to help decide which is best for you.

Press, website and social media
We provide basic marketing for all our exhibitions, but every exhibition is
different and the marketing that you do yourself through your own
networks will be invaluable in getting the word out to your audience.

WHAT WE DO WHAT YOU CAN DO

- Include you on our website’s
What’s On page

- Photograph your work properly!
It’s going to be easier to market
yourself if the content you’re
sharing is of good quality. Not
everyone has access to a decent
camera or can employ a
photographer but here is a list
of tips and tricks to help you
take the best possible
photographs of your work:
introductory video here, more in
depth article here.

- Do you have a mailing list of
people who have visited your
exhibitions or contact you
through your website? If you’re
having a private view then this is
a great opportunity to invite
specific guests and potential
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patrons to see your work.
Tailored emails to each recipient
will have the greatest chance of
success. This could be sent to
commercial galleries, those who
have invested in your work
previously or those you think
might want to invest in your
work.

- If you don’t currently have a list
of contacts, having an exhibition
is a great way to start building
one – leave a comments book in
your show, invite people to sign
up for news there and on your
website.

- Publicise your exhibition in our
newsletter which goes out to
over 1200 people.

- Write a press release. See
advice/links in the previous
section.

- Get your press release to the
local press. The Worthing
Herald, The Argus, Shoreham
Herald, the Chichester Observer
etc. or to specialist magazines
and journals. If you’ve been a
student recently, how about
sending one to your old
college/University? Or are you
part of a professional network
that publishes a magazine?

- Take out your own advert in
local magazines – the landscape
for local magazines is rapidly
changing but are there any that
you read and get event
information from, why not
enquire?
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- Feature you on our ever
expanding social media
network including Facebook,
Instagram and Twitter . From
photos of your exhibition on our
Instagram page to promoting
your exhibition as an event on
Facebook to linking in with
other networks on Twitter, we
will promote your exhibition
across various platforms. With
this said, we can only dedicate a
small proportion of our time to
this and so this is where you can
really rally the crowd.

- Engage online. If you have your
own following on Instagram,
Twitter & Facebook start early
with posting about your
exhibition. Include your
followers in the process of
preparing for your exhibition,
installation and opening.

- Here are some handy guides to
promoting your exhibition:
general, for photographers,  for
all artists.

- If you don’t yet have a dedicated
art presence on social media,
this could be a good time to
start! You could create a
Facebook event, invite
Colonnade House to co-host
and share to relevant artist
pages/networks.

- Be included on external listings
sites such as Time for Worthing
and ArtRabbit.

- What other listings sites could
you put your event on? Are
there any related to your
discipline, your networks, local
newsletters where you live,
alumni networks etc?

- We have A4 poster holders next
to the gallery doors where you
can print posters with details
about the exhibition (including
opening times).

- Have you thought about
producing a leaflet for your
exhibition? There are a number
of places locally that will take
leaflets. Visitors could also take a
leaflet or card that includes your
contact details away with them.
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Accessibility - Physical & Digital

At the gallery we will help you install your work in a way that allows people to see
it and move through the space as easily as possible but considering accessibility
should come at every stage of planning, presenting and marketing your
exhibition. Shape Arts have a great list of things to consider here

Some people who would love to see your work at the gallery will not be able to.
Whether this is because of poor health, disability, geography or any other reason,
therefore considering how you share your work and the exhibition online can be
very important.

There are numerous ways to bring your online audience along for the ‘ride’ but as
with the physical exhibition these elements need to be considered in your initial
plans for an exhibition as they can take time but this doesn’t mean they are not
worthwhile.

Could you do a video tour of the exhibition, an online private view where people
can interact and buy work live?

...or if all that strikes you as terrifying and beyond you then just sharing the
exhibition through photographs and words to your Instagram, blog, preferred
online platform and directing people there as another way to see and participate
with your exhibition is another way of making it accessible.
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Signage: Window Vinyl
A folder of window vinyl examples can be emailed to you on request but a
selection of examples can be seen below:

-
-
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- Considering how your exhibition looks from the street is important.
Many people walk and drive past Colonnade House and so the
addition of bold window signage could make a great difference to
gallery footfall. There are a few steps to getting the signage printed
and installed, but we can offer help and advice.

- We use local printers Subway EPS who price window vinyl at £18 per
standard sign (not included in the gallery hire fee). This price can
increase if you request something colourful, of a much larger size or
intricacy. They can be contacted at studio@subwayeps.com You
may also use a different signage company if you wish.

- What you decide to include on the window is up to you, whether this
includes just your name, the name of your exhibition, the dates, your
website address or all four. You can add signage to one, two or all of
the windows. We will put the signs on the window for you during
your install day, but if you are planning something complicated
please give us notice so that we can plan for this. A really complex
design might need a specialist to come and put it up which would
incur extra cost.

- We recommend that you visit the gallery to look at the windows,
measure and decide on the size you would like. Font height and
sentence length can impact greatly on size. The illustration below
shows how the same length of sign can involve either a larger or
smaller font size depending on the number of words used.

-

- Approximate measurements: Main Gallery Warwick St. window
measures:  1.87m H x 2m W , the Studio Gallery window measure 186
H x  1.98m W
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- When you have decided on your signage the final artwork needs to
be supplied in a pdf format with a list of the fonts used. If the chosen
font isn’t standard then you should supply the font file used along
with the pdf.

- If supplying a logo then it should be in a vector format not a jpeg.

- If you are unsure about different file types, check out these in depth
explanations over at 99 Designs . Here is a handy overview to help
explain:

Once the design has gone to print, it cannot be changed. Reprints
are charged at the same rate as initial print. This is why it’s worth
coming to the gallery to measure and assess the windows well in
advance. The printer will send you an A4 proof: double-check your
copy is correct, including spacing and punctuation.
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Planning Wall Space
It’s always worth setting a date to come and see the space before you hang
your exhibition. Having an idea of what you will hang and where will help
you and us when it comes to installing the show. Less can be more when it
comes to hanging, giving your work enough space to be seen. However
the best plans on paper may not work as well during installation, so being
open to slight adjustments often delivers the best results. We will work
with you to ensure that the exhibition installation and take down are
carried out safely and that exhibitions pose no risk to visitors, all hirers
must follow any safety advice from staff.

Some questions to consider:

Is this all new work?

If you are mixing old and new, what story does that tell?

Are you mixing media (3D, paintings, prints, digital)? How does that fit
together visually?

Does the show have a theme?

If this is a joint or collective show, how are you going to allocate space to
each person?

If you’re displaying 3D work using plinths, table-top/ cabinets consider
‘walk around’ space and lighting.

What display equipment do you need?

If you’re planning to hang in the windows, don’t block too much of the
view into the gallery.

Above is an example of an artist designed wall plan for their exhibition
Grounddog Day by John Bond. A great way to help visualise work in the
gallery space.
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Music / PRS Licenses
If you want to play music at your exhibition then you must organise a PRS
licence for the period that you are open to the public. The licence part of
the PRS website can be found here or you can contact a PRS
representative here: 020 7580 5544. Rates alter due to hirer’s needs
assessed by PRS.

Invigilation & Sales
Whilst there will often be a member of staff on hand at Colonnade House,
we encourage hirers to be here as much as possible to engage with
members of the public, and handle sales.

Hirers will be able to engage with gallery visitors about their work in a way
that the staff cannot. It adds an additional level of context to the work and
we’ve seen it to be an effective way to not only help members of the public
engage with the work but also to sell work.

If you are putting on a group exhibition then organising an invigilator
timesheet with time slots and phone numbers on and then leaving this
with staff can help keep everyone informed and invigilation running
smoothly.

Installing your  exhibition
Exhibitions usually take place on a Monday. We ask you to be ready to
bring your work in on Monday morning ready to start your hang. As this
time can change depending on what’s been exhibited before you please
email to discuss a suitable time.

Exhibitions are also taken down on Mondays, so we ask hirers to be ready
to take their work out from around 9am to clear the space for the next
hirer.

Colonnade House benefits from a professional hanging system which has
been installed in both gallery spaces. The system is by Absolute Hanging
Systems and features an H-track rail system with hook barrel, STAS and
Ryman hanging sets. The track runs the length of the gallery walls
enabling you to drop cord down from any point to hang your artwork. No
nails! We have a different system for the windows, discussed below.

You will be assisted with your hang by gallery staff. Familiarising yourself
with the space and hanging system first can really help produce the best
looking show possible.

More information about the system and hanging sets can be found below:

http://www.absoluteproduct.com/
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If gallery attachments (Ryman attachments or D-Rings) are attached to
your work during the hang please ensure that they are removed and
returned to us before sale or take down.

H track:
Incredibly strong H Track runs along the
main walls of each gallery allowing
artists to attach a range of work by
perlon cord.

STAS smartspring attachment:
If a picture frame is strung with wire or cord, and is not very heavy

then using the STAS attachment works best. These work by

squeezing the attachment to move them up and down the cord.

Hook barrel attachment:
If a picture frame is strung with wire or cord then using the
hook barrel attachment works best. However, pictures in
deep frames tend to hang forward, away from the wall.
In this case we will sometimes use the Rymans instead (see
below).

Ryman attachment:
For larger works the Ryman
attachment offers additional
support by allowing one to screw
plates into the back of the frame
and securely screw them to the
perlon cord.
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Different ways to hang
Considering how to frame your work and which attachment to include on
the back of the work is important and so we have included an explanation
on how to prepare your frames as well as how our hanging system works.

Stringing a picture:

Follow these steps to string your picture:
Step 1.

Place the frame face down, with the bottom of the picture closest to you.
(Make sure to protect the glass underside with a tea towel or similar).

Step 2.

Measure a third of the way from the top edge along both the vertical sides
of the frame. Mark this point and then attach a D-ring with a screw on each
side of the frame. (With some frames you will need to go higher than this
point).

Step 3.

Loop the picture wire, 10cm more than the frame width, through the
D-ring and secure it with a slip knot. Twist the excess round the wire (cut or
loop again if string). Repeat on the other side, leaving a small amount of
slack.

If you do not think stringing your picture is the best way to hang your
picture then we can either hang from a frame's pre-existing hooks

(sometimes built into the frame, as below) again from a hook barrel or
STAS hanger.
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Or we can use the Ryman hanging system by screwing fixing plates
around two thirds of the way up the sides of your frame, in the same way as
the d-hooks:

Which is then linked to the counterpart attachment on the Perlon cord:
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Different Types of Frame
Some exhibitors do not want to or cannot (because of the type of work) use
standard framing. Some types of pictures (e.g. with deep frames, or
unusual shapes) don't always hang very well, or are tricky to hang.

In this deep box frame for
instance, the ‘wire’ is set into
the frame meaning that the
picture did tilt forward slightly.

In these instances we'll do our
best to hang them well, but this
may mean making changes to
the installation plan. This again is
why it is always recommended
that you visit the gallery ahead of
your exhibition and talk through
your plans and any concerns you
have regarding your exhibition,
including the types of frame you
wish to use.
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Hanging in the windows
The larger gallery of Colonnade House features long, curved windows
which we are able to hang in with use of g-clamps. This increases the
amount of space available for an exhibition but should be noted that for
best results a picture hung in the gallery window should have an image
facing out to the street as well as into the gallery (back to back). Two
pictures that are the same size work best. One should also consider
striking a balance between people being able to see into the gallery and
hanging in the windows.
You should also take into account the effect of direct sunlight onto works
that are hung in the windows. The sun can be very strong and artworks get
hot in the summer months.

G-clamp:

Picture hung
in gallery
window
with
perlon
cord:
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Plinths and Display Boards
Colonnade House owns 3 plinths (largest: 1.23m tall 37cm wide, medium:
1.10m tall 33.3cm wide, small: 98cm tall 29.5cm wide). These are shared
between the two gallery spaces. The gallery also benefits from long
window sills that can be used to display 3-D work. If display boards are
needed then we ask the artists to provide their own.

The Gallery Lighting System:
The professional lighting system in both galleries is by Erco. The lighting
track:
http://www.erco.com/products/indoor/track-system/erco-track-104/en/
allows for multiple layout options and the mixture of spot lights and wall
washers means we are able to light your work to the standard it deserves.
A member of staff will light your work once it is installed.
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Additional exhibition signage
You may want to put up some information about your show, and about

individual works – title, prices etc. There are many different ways to do this,
from hanging tags from the works, to numbering them and having a price
list as a handout, to having individual labels next to them on the wall.

It is best to think this through in advance – it all contributes to the
professional look of your show. You may want to use the same font as
you’ve used in your signage, or have a handwritten style. Whatever you
decide on, it is one of the finishing touches on an install day.

Please DON’T use blue tack or white tack to stick labels to the walls – it
leaves oily marks. You can either buy Command Strips (Wilko usually has
these – just round the corner), or we have some low-tack double sided
tape.

Thank you for hiring at

Colonnade House

If you do have any questions during the hire process
or would like additional information about any aspect

of the hire, do not wait please contact us at:

Clare Halstead
clare.halstead@adur-worthing.gov.uk

01903221142

Richard Manders
richard.manders@adur-worthing.gov.uk

01903221293

Joe Cox
Joe.cox@adur-worthing.gov.uk

019032211159

www.colonnadehouse.co.uk
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