
The Substation Ltd Agreement of Facility Hire

Agreement of Facility Hire

The following contexts shall apply for the purpose of interpreting the terms and conditions contained herein.

‘Management’ means the administrative body of The Substation who have been appointed and authorised by The
Substation Limited to administer the operations of The Substation and its facilities.

‘Hirer’ means any person or organisation who rents The Substation or its facilities for an approved period of time.

‘Function’ means the purpose or use for which The Substation or its facilities are rented for an approved period of time.

‘Facilities’ means the various premises and equipment within The Substation that are rented for a fee charged.

‘Period of Hire’ means the time from bump in to bump-out.

BOOKINGS

1) Applications for rental of facilities must be made on prescribed forms provided.  Applicants are advised to check with
the booking office on the availability of facilities before applying.

2) Booking is made on a first-come-first-served basis.  It is therefore advisable to book early.

3) All bookings shall be considered provisional until payment as stipulated by the management is made in cash or by
cheque within two (2) weeks from the date of confirmed booking, failing which the Management shall not be bound to
reserve the dates of the provisional bookings.  The Management shall be at liberty to allot these dates to any other
applicant making a firm booking and who makes a deposit in respect of such dates.

4) The full payment shall be made one week before the commencement of the period of hire.

5) The Management may in their absolute discretion grant or refuse any application for the use of the facilities without
giving any reason.

6) The Management reserves the rights to cancel, terminate, advance or defer any booking at their absolute discretion at
any time by notice to the hirer.  In this respect, the decision of the Management shall be final.

7) In any of the above cases, the Management shall be liable to the Hirer for any loss or damage sustained out of such
action.  Upon cancellation or termination of bookings, any money paid shall be refunded.

8) Bookings are made strictly between the Management and the Hirer and are not transferable by the Hirer to anyone.

9) The Management may allow bookings to be advanced or deferred subject to the availability of the facilities.  The
Management will not be liable for any loss or damage in respect of such action.

10) Hirers are responsible to obtain the necessary license or permit for their show.

TARIFF CHARGES

11) The charges for various uses of The Substation shall be in accordance with the approved tariff as listed in The
Application to Rent and the management shall determine the classification of the function.  The tariff charges are
subject to change without prior notice.
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12) Classification:

a) Artist rates shall apply to any Hirer that is a not-for-profit arts company or individual artist.

b) Commercial rates shall apply to any Hirer that is a for-profit company or business.

c) Associate Artist rates shall apply to any Hirer that is, at the time of hire, an Associate Artist of The Substation Ltd.

13) The deposit will be forfeited upon cancellation.

14) No refund of the deposit or fees paid for the facilities shall be entertained should the Hirer vacate the premises before
the expiry date and time for the use of the facilities.

15) Any changes to the booking 7 days before the date of hire will be considered as additional bookings, no refund will be
given and hirer will still be charged for the original booking.

16) We will charge 5% commission on sales of artwork but not from catalogue sales.

17) The Hirer must include the following narration in printing the admission tickets:
Condition of Sale:
‘No refund or exchange of tickets under any circumstances.
Latecomers will not be admitted until appropriate break or intermission.
No infant in arms.
No photography, taping and video recording.
No food or drinks or smoking allowed.’

18) All cheques are to be issued to the order of The Substation Limited and delivered to The Substation, 45 Armenian
Street, Singapore 179936

19) For any changes to the booking, seven days before the rental date, it will be considered as additional booking, no
refund will be given.

BOX OFFICE

20) The Box Office opens daily from 12pm to 8.30pm except on Public Holidays and weekends when there is no show.

21) Tickets may be sold through the Box Office by prior agreement. A fee will be levied on ticket sales via the Box Office.

22) The Management reserves the right to deduct outstanding fees from Box Office income.

23) Box Office income, less outstanding fees, will be paid to the Hirer by company cheque no later than one week from the
expiry of hire.

24) The Management reserves the right to have up to four (4) complimentary tickets in the event of a performance for
official use. These tickets must be delivered to The Substation one week prior to commencement of hire.

PUBLICITY

25) The Management shall provide public relations and information services for The Substation. The Hirer shall be
responsible for any additional public relations, marketing and information for the Function and agrees to advise the
Management in advance regarding all publicity and marketing activities that are proposed to be held at The Substation.

26) The Substation shall be acknowledged in the Function program in a manner to be agreed with the Management.

27) The Hirer shall provide to the Management posters and handbills, if available, to display at the Substation. Only the
Management is authorised to affix or display promotional material at the Substation and any unauthorised promotional
material will be promptly removed.

USE OF FACILITIES
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28) Times of usage will be limited to those as applied and the management retains the right to make use of the spaces at
times when not allocated to the Hirer.

29) The Hirer will pay to the Management an overtime duty allowance and taxi  fare if the use of facilities falls outside the
normal working hours of the staff.

30) The Hirer will complete a Technical Rider in consultation with the Technical Manager.

31) The Hirer will not make any alterations or additions to the structure, facilities, goods, equipment or fittings at The
Substation.

32) No glue, pins, screws, nails, scotch-tape, stickers or any devices likely to deface any part of the premises shall be used,
unless otherwise approved by the Management in writing.

33) The Hirer shall neither display banners, posters, advertisements or decoration materials nor sell goods of any kind in or
outside The Substation without the prior approval of the Management.

34) The Hirer must remove the above after the last function, and shall amend and make good in a proper and workmanlike
manner any damage or defect, the costs of which are to be borne by the Hirer.

35) The Hirer will replace, repair, reinstate or pay cost of replacing, repairing or reinstatement of any loss or damage
suffered by The Substation to its facilities or equipment caused by the Hirer’s agents, employee or contractors in
connection with the use of The Substation or its facilities.

36) The Hirer will indemnify The Substation against any loss, damage or injury suffered by any member of The Substation
caused by the Hirer, Hirer’s agents, guests or visitors, employees or contractors in connection with the use of The
Substation or its facilities.

37) The Management will not be responsible for nor will it be required to pay the cost of any loss, damage or injury caused
to the Hirer, the Hirer’s agents, guests or visitors, employees and contractors or it their goods or equipment during the
use of The Substation or its facilities.

38) The Hirer shall be entirely responsible for the proper and safe setting of all his sets and props and for the proper
working of all his own electrical, mechanical and other appliances.  The Management shall not be held responsible for
any expenses, claims or demands made in the event of any accident occurring to any person engaged in connection
with such work.

39) The Hirer shall be entirely responsible for the use of its equipment and properties and such like articles and shall be
liable for all claims for damages and injuries suffered by persons in connection with its use.

40) The storage of properties on the premises will be at the risk of the Hirer and the Management will not be held
responsible for any damage or loss by any causes whatsoever.

41) The Hirer will, at the end of the use of The Substation or its facilities, leave The Substation, its facilities, goods,
services and equipment in a clean, safe and proper condition to the satisfaction of the Management.  The Hirer shall be
liable for any damage or loss arising from negligence on the part of the Hirer.

42) No persons other than the authorised staff of The Substation shall be permitted to remain in the premises after the
closing hours.

43) The Hirer shall vacate the premises on or before the end of the period of hire. Provided that the facilities are available,
the Hirer may request for an extension of hire after the expired time of use of the facilities, subject to payment of
additional charges.

44) The Hirer agrees, unless otherwise approved by the Management in writing, that all items belonging to the Hirer shall
be removed immediately after the function, failing which the Management reserves the right to dispose or to destroy
such properties as they may think fit.  No Claim whatsoever shall be made against the management on account of such
sale, disposal or destruction.
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45) All rubbish must be bagged and tied securely and thrown into the dump bins at the Substation's bin centre. Odd sized
materials such as flower stands, banners, potted plants, poles etc are to be removed by the Hirer and not placed at the
Substation's bin centre. The Management will levy a daily charge on improperly disposed rubbish.

46) The Hirer is required to adhere to all safety rules and regulations of The Substation, both written and at the direction of
The Substation's duty staff.

47) The Hirer must consult with the Technical Manager on any matters pertaining to fire, water, smoke etc being
conducted with regards to the Function.

48) The Hirer is strictly prohibited to bring in to The Substation any explosive or inflammable substances without prior
written approval of the Management.

49) Pyrotechnics flash powder, explosives, fire, lasers, or any dangerous devices, as well as scenery, and lighting
equipment, which are brought into The Substation must comply with all Fire Safety Bureau (FSB) regulations.  Prior
written approval of the Management for admission of the above-mentioned items must be obtained.

50) No smoking or striking of matches or lighting of gas lighters will be allowed in any part of the premises except when
they are necessary for the business of the Function, and with prior written approval of the Management, 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. There shall be strictly no
smoking in the Technical control room.

51) Intoxicating or other liquors, beverages and food shall not be consumed in the following areas: Guinness Theatre, Art
Gallery, Dance Studio, and all multi-purpose rooms.

52) Cooking is not allowed in any part of the premises.

53) All passageways and means of exit shall be kept clear and no tables or chairs shall be placed at these places without the
prior approval of the Management.

54) Exit lights shall not be covered or obstructed from view by the Hirer's sets, props or any other belongings.

55) In the event of an emergency or any other situation where the health and safety of the public is a concern, the Hirer and
all the Hirer's staff, contractors, volunteers or any other persons brought onto the premises by the Hirer must obey the
instructions of the Management's duty staff.

56) No livestock of any description shall be admitted to the premises, unless specially approved by the Management. Such
livestock shall be removed from the premises immediately after the conclusion of the Function.

57) The movement of all materials, goods, equipment, furniture and such like articles should be properly handled and shall
not be dragged.  Where heavy loads are applicable, the use of  trolleys with rubber castors is recommended. The Hirer
shall be liable for any damage to The Substation and its facilities caused by the Hirer, the Hirer’s agents, employees or
contractors.

58) The handling of stage lighting, sound equipment and any other related equipment belonging to The Substation will be
in the presence of The Substation’s technician and will be used with proper care.  The Hirer shall be liable for any
damage arising from negligence.

59) No electrical equipment or fittings of any kind shall be attached to or used in conjunction with the existing electrical
switchgears or fittings without the written permission of the Management.  If such electrical equipment or fittings are
deemed necessary, the Hirer shall comply with the relevant authorities’ requirements and install them at his own
expense.

60) The taking of photographs or video/audio recording of filming of any function is strictly prohibited, except at the
request of the Hirer with the written permission of the Management.

61) Over-amplification of sound by electronic devices that will cause annoyance to users of the premises is strictly
prohibited.

62) If at times, in the opinion of the Management:
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a) there is serious likelihood that damage may caused to The Substation and/or its facilities or
b) the manner in which any Function or use is being conducted, or is proposed to be conducted, is or is likely to be of

an illegal nature, the Management may terminate the agreement by giving the Hirer notice in writing but without
prejudice to any right or remedy of The Substation for any breach by the Hirer of this agreement.

63) The Hirer shall indemnify the Management against all claims, demands, actions and proceedings arising out of any
infringement of copyright on the unauthorised playing, performing or use of any record, tape, apparatus or contrivance
occurring during the period of hire of the premises.

64) It is the duty of  the Hirer to prove
a) That the necessary license for using the premises to hold a function has been obtained from the relevant authorities

(for e.g.: Public Entertainments Licensing Unit).
b) That prior permission from the copyright owners has been obtained for the performances to be staged, inclusive of

the payment of copyright royalties, if any.

65) The Hirer agrees to complete the NAC Quarterly Report (Appendix A) and return it to the Management within two
weeks of the expiry of hire.

66) The Management reserves the right to refuse admission into the premises to any person(s) likely to cause disturbance,
embarrassment or annoyance to others.

67) The Hirer shall observe the advertised time of commencement of each Function.  The members of any company
whether professional or amateur and the staff generally shall adhere to these Regulations and comply with the
directions of the Management.

68) No Hirer shall have control over any staff of The Substation.  Any disagreement with any member of the staff or
misbehaviour on the part of the staff is to be reported to the Management.

69) Giving of gratuities to staff of The Substation is strictly prohibited.

70) If the Hirer should default in any manner under this agreement, The Substation’s incurred expenses shall be payable by
the Hirer on demand.

71) The Hirer shall adhere to the above terms and conditions as stipulated, and comply with the directions of the
Management.

72) The Management reserves the right to add, amend, waive, cancel and/or suspend any of the terms and conditions
without prior notice.

MANAGEMENT CONTACT DETAILS

General Manager: Ms Julie Englefield
Technical Manager: Mr Terence Lau
Operations Manager: Ms Elly Ardi
Phone: 6337 7535
Fax: 6337 2729
Email: admin@substation.org

HIRER CONTACT DETAILS:

Hirer: _________________________________________________________________________

Administrative Contact: ___________________________________________________________

Technical Contact: ___________________________________________________________

Publicity Contact: ___________________________________________________________
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Agreed and Accepted by:

                                                                                          
Signature Company Stamp

                                                                                          
For The Hirer  Date

Application to Hire Agreed and Accepted by The Substation:

                                                                                          
Signature Company Stamp

                                                                                          
 For The Substation Ltd  Date
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Appendix A: NAC Quarterly Report

Date: 

To: Operations Manager Fax: 6337 2729
The Substation Ltd

From: (The Hirer)

Please complete the following and return to The Substation by fax or mail. The information is required for our Quarterly
Report to the National Arts Council.

Kindly submit the information within two weeks from the completion of your performance. Thank you.

Performing Arts

Project Title: ____________________________________________________________________________________

Date/Day: ____________________________________________________________________________________

Venue: ____________________________________________________________________________________

No of Shows: __________________ Time: __________________

Art Form: ____________________________________________________________________________________
(Drama, Dance or Music etc)

Name of Group/Artist: _____________________________________________________________________________

Length of Performance: _____________________________________________________________________________

Sponsorship:

Name of Sponsor: __________________ Amount:__________________

Audience:

Total Number: __________________ Percentage: __________________

Ticketing:

Total No for Sale: __________________ Total No Sold: __________________

No of Complimentary issued: __________________

Ticket Prices: __________________ Total Takings: __________________

Please see the following page for Visual Arts Projects
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Appendix A: NAC Quarterly Report (continued)

Date: 

To: Operations Manager Fax: 6337 2729
The Substation Ltd

From: (The Hirer)

Please complete the following and return to The Substation by fax or mail. The information is required for our Quarterly
Report to the National Arts Council.

Kindly submit the information within two weeks from the completion of your performance. Thank you.

Visual Arts

Title of Exhibition: _____________________________________________________________________________

Date: _____________________________________________________________________________

Venue: _____________________________________________________________________________

No of Works on Show: _____________________________________________________________________________

Medium: _____________________________________________________________________________
(Oil, Watercolour, Sculpture etc)

Solo or Group Exhibition: _____________________________________________________________________________

Name of Artists involved: _____________________________________________________________________________

Audience No            : _____________________________________________________________________________

Sponsorship:

Name of Sponsor:  ____________________ Amount:________________

____________________ ________________

____________________ ________________

Sale of Works:

No of Works Sold: ______________________________________________________________________

Price Range of Works Sold: ______________________________________________________________________
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Appendix B: Publicity Information

Date: 

To: Operations Manager Fax: 6337 2729
The Substation Ltd

From: (The Hirer)

The following information should reach us as soon as possible for inclusion in publicity information distributed by The
Substation. This includes bimonthly calendar of events flyer, The Substation website http://www.substation.org, and events
email to Friends of the Substation.

Dates: _____________________________________________________________________________________________

Times: _____________________________________________________________________________________________

Event Title: _________________________________________________________________________________________

Venue: _____________________________________________________________________________________________
             (Theatre/Gallery/Classroom 1/Classroom 2/Dance Studio)

Ticket Price: ________________________________________________________________________________________

Where to get tickets: __________________________________________________________________________________

Synopsis (20 – 40 words): _____________________________________________________________________________

Please supply us with a Hi-Res publicitity image (at least 300dpi,jpi, png, eps, etc)
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Appendix C: General Procedures for Organising Shows/Productions

A show organiser/presenter has to comply with the following requirements before staging a show for public entertainment:

1. Obtain a licence from the Public Entertainment Licensing Unit or Arts Licensing, MITA at least four (4) weeks in
advance.

2. Obtain Professional Visit Pass from the Singapore Immigration at least six (6) weeks in advance for
speakers/performers not exempted under SIR regulations, i.e. political speakers, foreign journalists, entertainers at
lounge/night clubs.

3. Apply for copyright music permit from Composer and Authors Society of Singapore at lease four (4) weeks in
advance.

4. See approval from the Building Control Division at least four (4) weeks in advance for the display of banners in public
places and obtain approval from both the Building Control Division and the Fire Safety Bureau if a building structure,
such as a stage, has to be constructed.

5. Obtain a license from the Ministry of Labour at least two (2) weeks in advance for any artiste below seventeen (17)
years of age.

Procedures need not be carried out in the above order depending on the nature, requirements and time frame of each
project.

ADDRESSES & CONTACT NUMBERS

Customer & Licensing Services (Films and
Publications)
Office for Art Exhibitions and Performances, Audio
Materials, Films, Publications, Videos and Video
Games:
45 Maxwell Road
URA Centre, East Wing
#07-11/12
Singapore 069118
Tel: 1800 478 5478
Fax: (65) 6221 0292

Visa Section
Singapore Immigration
10 Kallang Road #08-00
Singapore 208718
Tel: 6530 1817
6391 6118
6391 6100
Fax: 6298 0843/6298 0837
Internet: http://www.mha.gov.sg/sir/

Composer & Author
Society of Singapore
37 Craig Road
Singapore 089675
Tel: 6323 6630
Fax: 6323 6639
E-mail: copyrite@singnet.com.sg

Labour Standards Section
Ministry of Manpower
18 Havelock Road
#04-02 MOL Building
Singapore 059764
Tel: 6438 5122

Building Control Division
Public Works Department
5 Maxwell Road
#04-00 Tower Block
MND Complex
Singapore 069118
Tel: 6325 7478

Fire Safety Bureau
91, Ubi Ave 4
Singapore 408827
Tel: 6280 0000
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Appendix D: Complete List of Tariffs

CLASSROOM RATES
Monday to Sunday, 9am - 11pm

First 2 hours
(S$)

Every additional hour or less
(S$)

Artist / Artist Group 40 17
Commercial 46 23
Associate Artist As per agreement with Artistic Co-Directors
Area: 5m x 6m (30 sq.m) Max. 25 people (seated)
Basic Rental includes air-conditioning, tables & chairs

DANCE STUDIO RATES
Monday to Sunday 9am - 11pm

First 2 hours
(S$)

Every additional hour or less
(S$)

Artist / Artist Group 70 35
Commercial 80 40
Associate Artist As per agreement with Artistic Co-Directors
Area: 13.5m x 10m (135 sq.m) Max. 40 people (seated)
Basic Rental includes air-conditioning

THEATRE REFUNDALBLE DEPOSIT - $150 (KNOWN ENTITY) / $300 (UNKNOWN ENTITY OR COMMERCIAL)

THEATRE RATES
Monday to Sunday 9am - 11pm

First 4 hours
Set up / Perf

(S$)

Every additional hour or less
Set up / Perf

(S$)
Artist / Artist Group 330 / 445 110 / 135
Commercial 580 / 620 150 / 190
Additional Technician (2 Persons) 120 30
Associate Artist As per agreement with Artistic Co-Directors
Area: 8m (W) x 15m (L)  x 4.54m (H)
Basic Rental includes 2 technicians and air-conditioning
Max. 108 pax (seated)
Changes 7 days before bump-in, will be considered as additional booking, no refund will be given.
 Hirers are responsible to obtain the necessary permit or license.

GALLERY REFUNDALBLE DEPOSIT - $150 (KNOWN ENTITY) / $300 (UNKNOWN ENTITY OR COMMERCIAL)

ART GALLERY RATES
Monday to Sunday 11am - 9pm

Daily Rate
(S$)

Package Rate
(S$)

Artist / Artist Group

• Exclude Technician
• Inclusive of set-up and

takedown
• We will charge 5%

commission on sales of
artwork but not from
catalogue sales.

150
580

    (8 days)
800

 (11 days)
1200

(14 days)
1500

  (18 days)

Commercial

• Exclude Technician
• Inclusive of set-up and

takedown

350 1100
(8 days)

1500
(11 days)

2000
(14 days)

2500
(18 days)

Associate Artist As per agreement with Artistic Co-Directors

Technician    (Per Person/Per Hour) 15

Art Gallery Floor Area: 113 sqm
Basic Rental includes air-conditioning
Changes to the technician booking 7 days before the bump-in date will be considered as additional booking, hirer will still be charged
for the original technician booking.


