LISBURN AND CASTLEREAGH CITY COUNCIL

ISLAND ARTS CENTRE ARTISTS’ STUDIOS

TENANCY AT WILL
To: 
Date: 
Island Arts Centre is writing to set out the terms by which you will be let Artists’ Studio accommodation at our premises at Lagan Valley Island, Lisburn BT27 4RL.

The tenancy starts on the 1st April 2020 and it is a Tenancy At Will so it can be ended at any time. Island Arts Centre will, however, without affecting its legal rights, try to give you a minimum of 2 months notice of its intentions.

Your rent is £202.64 per calendar month payable in advance or by the first working office day of each month. 

By accepting this Tenancy At Will you will agree to abide by the Terms and Conditions as outlined below.

TERMS AND CONDITIONS

1. Tenancy

1.1 Upon signing the Tenancy At Will agreement to rent the studio the tenant must pay a deposit equivalent to one month’s rent.  

1.2 The deposit is returnable in full at the end of tenancy provided the following conditions are met:

(i) The tenant has no unpaid debts owing to Lisburn & Castlereagh City Council. 

(ii) The tenant has returned any outstanding property belonging to Island Arts Centre in good order. 

(iii) The tenant has not caused damage to Island Arts Centre’s studio or its property.

(iv) The tenant has cleared the studio of all personal property.

(v) The tenant has given at least one full month’s notice of his/her intention to quit the studio by completing the End of Tenancy Notification form available from Island Art Centre’s Administration Office. 

1.3 No Keys will be handed over for Artists’ Studios.  Access to studios must be made by collecting and returning keys to Island Arts Centre’s Reception.

1.4 All tenancies at Island Arts Centre are subject to a three month probationary period beginning when the member signs the Tenancy At Will agreement, during which time the tenancy will be evaluated and may be revoked in line with the following:

(i) Non-compliance with the Tenancy At Will or any section of the agreement.

(ii) Non-compliance with the Health and Safety Policy of Lisburn & Castlereagh City Council.

(iii) Upon the reasonable objection by a single elected member of Lisburn & Castlereagh City Council brought to the attention of the Arts Manager and Department Director.  The Directors decision on this matter will be final.

1.5 The Tenancy will automatically become a full Tenancy Agreement unless otherwise notified during the review period or at the end of the three months. 

(i) After the probationary period has elapsed the tenant may have his/her tenancy revoked by the Island Arts Centre if it is considered that the member is not complying with the Terms and Conditions of the Tenancy at Will agreement.

1.6 New members will receive an Information Pack containing details on how Island Arts Centre operates, an inventory of equipment available for booking out, a list of the current staff and notification of scheduled building closures for the forthcoming year.

1.7 The tenant undertakes to rent their space for their use only. The space cannot be used by anyone other then that tenant whose name is on the Tenancy At Will agreement. 

2. 
Rent 
2.1 All tenants must pay their studio rent promptly on or in advance of the 1st working office day of the month.

2.2 Tenants who fall 2 months behind will be given notice on the 6th week that unless full payment is received by Island Arts Centre on the first working office day in the 3rd month they will be given notification to vacate their studio.

2.3 Tenants who fail to pay the full rent amount (i.e. 2 months arrears & Current Month) due on the first working office day in the 3rd month will be given 7 days notification to vacate their studio. Island Arts Centre’s decision on this matter will be final.

2.4 Lisburn City Council sets rents for Island Arts Centre on a fair and equal basis, taking into consideration the financial position of the studios. The Council aims to provide low cost subsidised spaces and will endeavour to notify tenants one month in advance of any changes to rent. Rent is determined on the basis of non-commercial versus commercial or non-funded artists versus funded artists/arts organisations. 

2.5 The rent is inclusive of heat and electricity. Additional electrical heating must not be used without prior permission from the Arts Administration Officer. 

2.6 If a tenant leaves owing Island Arts Centre monies she/he will be sent an invoice for the outstanding amount. If the tenant does not pay the amount owing by the date stated on the invoice, Island Arts Centre may take legal action to recover the monies owing. 

2.7 Island Arts Centre will refund any overpayment arising on the tenancy ending.

3. 
Regular Studio Usage
Island Arts Centre’s objective is to provide studio space and services for professional practising artists and/or arts organisations. Island Arts Centre will operate ongoing monitoring of its quality and effectiveness in offering its service in line with the policies of its funding bodies. These policies are outlined in Sections 3,4,5 and 6 below:

Studio monitoring will take place to ensure that spaces are regularly and actively utilised.

3.1
Island Arts Centre does not specifically define regular usage of studio space however all tenant’s on accepting this Tenancy at Will agreement agree to undertake to actively utilise their studio in a professional manner. Island Arts Centre is subsidised by public funding and to this extent must, on completing its annual reports account for its programme and the activities of its artists. 

3.2 The following process will take place on identifying a space that is unused for a sustained period of time:

(i) Verbal Warning: The Arts Administration Officer will approach the tenant concerned to discuss the matter. The tenant/s will be requested to improve on his/her usage of the studio. 

(ii) At this point the tenant/s may submit any queries/concerns he/she may have regarding the warning.

(iii) Written Warning: If usage of the studio has not improved following 6 weeks a written warning will be issued. 

(iv) The matter will be again reviewed following three months from the date of the verbal warning and should the tenant receive no further notification, the matter will have been drawn to a close. 

(v) If the tenant/s attendance has not improved and it is felt that a subsidised space could be better utilised then the tenant will, following the three months review period receive an End Of Tenancy Notification.

(vi) The Island Arts Centre’s decision on this matter will be final.

4. 
Artistic Activity Monitoring

Island Arts Centre shall annually review its tenancy activity following the procedures laid out below. 

4.1
The review period covers the 12-month period prior to the 31st March. 

4.2
On the 1st of April of every year the tenant submits a current CV to the Arts Administration Officer. This CV must be presented to a professional standard. These CVs will be presented as part of the Client Reports submitted to relevant Lisburn City Council meetings and appropriate funding organisations.  

4.3
Tenants must demonstrate that they have achieved in the current year’s review period: 

(i) Two of the following 
or

(ii) Two of one of the following 

or
(vii) One of the following plus a letter for the forthcoming year indicating that the tenant will achieve one of the following

or

(viii) 2 letters for the forthcoming year indicating that the tenant will achieve two of the following or two of one of the following:

· One Person Show in a reputable gallery/Arts Council subsidised exhibition space (including Island Arts Centre)

· Participation in Group Exhibition or visual art event in a reputable gallery/Arts Council subsidised space (excluding Island Arts Centre events/exhibitions for tenants in its gallery space) or exhibition organised by a recognised curator.

· Has been awarded a bursary, residency, or grant aided by the Arts Council’s or other arts funding body.

· Participation in Visual Artist Residency programme.

· Work purchased by government, local authority, museum or reputable corporate collection. 

· Work commissioned by a publicly funded body.

· Performance of work in a reputable theatre space (including Island Arts Centre)

· Participation in a Group Show or Co-production in a reputable venue (including IAC).

· Sale of artwork or relevant products to appropriate private or corporate buyers/organisations.

5. 
Complaints and Grievance Procedure
Island Arts Centre has an official Complaints and Grievance procedure. Complaints/Grievances will be dealt with fairly and without delay as close as possible to the point of origin at least within 7 days. Complaints where a full response cannot be given within seven days (for example where a matter is more complex) will be dealt with and the member will be informed of its progress. The Arts Administration Officer accepts full responsibility for Complaints handling. The Arts Manager will monitor all complaints to look for problem areas, which may need attention to improve Island Arts Centre’s quality service.

5.1 A complaint is defined as “an expression of dissatisfaction about an aspect of the service that the Island Arts Centre provides”. On all occasions tenants should undertake to resolve issues in line with the complaints and grievance procedure as outlined. Complaints received that are not dealt with in line with this procedure will not be recorded. Personal matters are not a matter for Island Arts Centre and on no occasion will the Island Arts Centre undertake to address personal issues. Tenants are solely responsible for their behaviour towards each other. 

5.2 Complaints are recorded on a Complaints Record Sheet. This is a standard form and it and any other supporting information /correspondence supplied is a permanent record of all concerns and details how the matter has been resolved. 

5.3 To whom are complaints directed?

(i) If a tenant’s complaint is against a service provided by Island Arts Centre then the Arts Administrator Officer should be contacted.

(ii) If a tenant’s complaint is regarding a matter relating to the Arts Administrator Officer or any other member of the Arts team at Island Arts Centre then the Arts Manager should be contacted.

(iii) If a tenant’s complaint is against a member of the public then the Arts Administrator Officer should be contacted.

(iv) If a tenant’s complaint is against another tenancy then the Arts Administrator Officer should be contacted.

(v) The complaint will be addressed and you can expect a fair and efficient handling of the matter. You will be informed of how the matter has been resolved.

5.4 Any tenant still not satisfied with the outcome of his/her complaint should inform the person that the complaint was made to initially, in order to reach a satisfactory resolution of the matter. All tenants are entitled to a fair and efficient handling of this matter. 

5.5 If the Complaint is made against a tenant and you are the tenant about whom the complaint has been made you can expect the following:

(i) The complaint will be defined in line with 5.1 above.

(ii) A fair and efficient handling of the complaint will take place.

(iii) You may approach the Arts Administration Officer or Arts Manager to enquire how the complaint is progressing and you are entitled to a fair and efficient response.

(iv) The Arts Administration Officer will reply to you in writing informing you of the decision made and response taken. 

(v) If you are still unhappy with the matter you may approach the Arts Manager to resolve the matter. You may be accompanied by a fellow tenant in dealing with this matter on all occasions. 

(vi) If the complaint is deemed not to be a matter for Island Arts Centre, a record will not be kept on file and the incident will have no reflection on your position. 

5.6 Tenants who are deemed to have caused misconduct will have this matter dealt in accordance with Island Arts Centre’s policy on such matters in the following way: 

(i) The Arts Administration Officer will report the misconduct to the Arts Manager. They will discuss the matter as close to the point of origin as possible and will undertake to address the matter and deal with it in line with the level of misconduct it deserves.

(ii) 
Gross Misconduct- Tenants who undertake to cause Theft, Fraudulent activity and matters of a similar gravity in Island Arts Centre will have their tenancy revoked with immediate effect.

(iii)
Major Misconduct- Matters which occur and the Island Arts Centre defines, as Major Misconduct will receive a written warning.

(iv)
Minor Misconduct- Matters which occur and the Island Arts Centre defines, as Minor Misconduct will receive a verbal warning.

6. 
Health and Safety Policy

6.1 All tenants must use their studio and communal spaces in a manner adhering to all the health and safety guidelines outlined in Lisburn & Castlereagh City Council’s Health and Safety Policy supplied to you by Island Arts Centre and any other health and safety information that may be supplied. Tenants are responsible for their own health and safety while on the premises and accept the utmost responsibility for ensuring that the health and safety of fellow tenants is not put at risk due to any action caused by the tenant. The tenant shall be held personally responsible if he/she is found not to be adhering to health and safety regulations.

6.2 Tenants must ensure that they deal efficiently with and do not cause any serious health and safety hazards in their studio spaces. Tenants must undertake all reasonable steps to ensure safety when dealing with hazardous items and should assess any dangers posed by the materials they use and the steps needed to control them and store them safely. Tenants are at all times responsible for recognising any potential safety hazards with the materials they use. 

6.3 Tenants must observe the Health and Safety Regulations and Fire Precautions posted within the premises. Tenants should familiarise themselves with the fire escape exits. 

6.4 Of special notice is the fire sprinkler system throughout the premises. It should be treated with the utmost respect and must not be tampered with or impacted. 

6.5 Island Arts Centre will do its best to keep studio in good repair. Tenants are financially liable for any damage caused by them or their visitors.

6.6 Tenants should ensure that they do not use communal areas for storage or dumping rubbish. All rubbish bags should be removed to the designated area outside the building. 

6.7 Noise reduction- Tenants should be aware of their neighbours and should respect their need for quiet during their work practice. Tenants should try to resolve these issues between themselves. On occasion this may need the intervention of the Arts Administration Coordinator so tenants should please bring such issues to the attention of the Arts Administration Officer, if necessary. This complaint will be placed on record and the Arts Administration Officer will undertake to deal with the complaint.

6.8 First-aid kits are located in all workshop areas. It is for use by all patrons of Island Arts Centre and should not be tampered with. These are restocked regularly and will be maintained by Island Arts Centre staff. First-aid stock running low in the kit should be reported to the Arts Administration Coordinator. Tenants should report any accidents or near misses to Reception for recording in the accident report book.

6.9 The Rest Room is a communal space for use by tenants and Island Arts Centre staff only. It should be used in line with Island Arts Centre’s health and safety policies and with respect for those who will use it afterwards. The Rest Room must be cleaned after use. 

6.10 Socialising must only take place in tenants’ studios and always with the consent of a tenant in an adjoining space that may be working. If the working environment of a tenant is affected by this or any other incident they should attempt to resolve the matter first themselves and if this problem re-occurs they should report it to the Arts Administration Coordinator for the matter to be dealt with. 

6.14
Corridor and communal spaces should not be used for storage. These spaces should be left cleared at all times in line with health and safety guidelines.
6.15
All tenants, when leaving their studios at night must ensure that they turn off all lights and close all fire doors. 

7.
Security and Privacy

7.1 The security of studio space, personal fittings and goods is the responsibility for each tenant.

7.2 A tenant’s privacy and that of their studio space is respected by Island Arts Centre staff and will only be entered if prior warning has been given unless there is a case of emergency or unusual necessity, including health and safety concerns.
7.3
The tenant shall take every care to ensure that the premises are secure and shall respect the property of others and of Island Arts Centre. 

7.3 Insurance of artwork and personal property is the responsibility for each tenant.

8. Office Facilities

The office facilities of Island Arts Centre are not available for use by any tenant:

8.1
The main office is for use by only the staff of Island Arts Centre.

8.2 Tenants will be provided with an updated inventory of all equipment available for booking through Island Arts Centre. Where possible Island Arts Centre will provide basic training in use of equipment. 

8.3 All tenants will be provided with a code for the photocopier if requested. All copies are chargeable and will be invoiced on a monthly basis.

8.4 Tenants will reimburse Island Arts Centre for loss or damage to any of its equipment caused by them.

8.5 Manuals for all equipment are available or will be sourced if mislaid and tenants accept that they have appropriate knowledge of the equipment they wish to use through the equipment booking system. 

8.6 The booking system must be adhered to on all occasions. 

8.7 Members who fail to return equipment on the return due date will be charged for each day thereafter. 

Fault Report Book

8.8
A Fault Report Book is available at Island Arts Centre’s Reception. All faults noted in equipment should be reported to Reception so they can be recorded in this book.

8.9
All faults occurring to equipment while in a tenants name in the booking out system/or while using the computers, electrical equipment etc. should be also recorded in the Fault Report Book. 

8.10
Tenants who fail to record faults relating to the equipment they are using will have their right to access of equipment restricted. 

Maintenance Report Book

8.11
All Maintenance matters should be brought to the attention of Island Arts Centre’s Reception so they can be recorded in the maintenance logbook for the Arts Administration Coordinator attention. The Arts Administration Coordinator will deal with these reports as close to the point when the maintenance report is made as is possible. 

9.        Visitors Tours and Events organised by Island Arts Centre

9.1 As part of the Tenancy At Will agreement tenants are expected to participate in appropriate events and exhibitions organised for the promotion of Island Arts Centre.

9.2 Tenants must have their studio’s open during or for part of pre-organised tours or during visits by funding body representatives and curators. All studios should be presented professionally.

9.3 All tenants should do their best to attend their studios or provide access to their studio during pre-organised tours.

10.
Hire of Gallery Space

10.1
Gallery 2 is available for use by the Tenants for exhibitions only for which a fee of £132.66 (part) or £202.69 (All) is applicable.  Gallery 2 is only available subject to Island Arts Centre’s own exhibition programme e.g. Gallery 2 will not be available during exhibitions of sculpture and installations.  Gallery 2 should be returned to its original state following the event. The tenant who makes the booking will be responsible for this and for ensuring that no damage occurs to the work on show.

11. 
End of Tenancy Policy

11.1
An End Of Tenancy Notification form is available from the Arts Administration Coordinator.

11.2
All tenants must give 2 months notice of intention to end tenancy.

11.3
At the end of tenancy, arrangements must be made with the Arts

administration Coordinator to have the space viewed prior to departure.

11.4
All studios must be left in an appropriate and acceptable manner for   the next tenant.

11.5
All property left by tenants in Island Arts Centre will, following 28 days notice become the property of Island Arts Centre to dispose of at its will.

I accept this Tenancy At Will agreement and agree to abide by the terms and conditions of membership of tenancy occupations of Artists’ Studio 2 (pottery) at Island Arts Centre. 

Signed_________________ 

Signed
________________

Tenant




For Island Arts Centre



Date   ___________________

Date   ____________
