Montserrat Arts Council

Festivals and Events Support
Guidelines

DRAFT

Updated: July 22, 2019



EXECUTIVE SUMMARY

The Montserrat Arts Council has responsibility to foster the cultural and creative arts of its
people and manages the financial contributions towards this end on behalf of the Government
of Montserrat.

Oversight and continuous evaluation are necessary to ensure that the festivals and programmes
funded through the Montserrat Arts Council, are meeting customer expectations and represent
value for money for our donors.

The Festivals and Events Support Guidelines provide the details on how eligible organisations
and individuals can apply for grants and the expectations once funding has been received by
the Montserrat Arts Council.



FESTIVAL AND EVENTS
SUPPORT GUIDELINES

The Montserrat Arts Council (MAC) recognises the importance of festival and events and the
role groups and individuals play in preserving and celebrating Montserrat’s history, diversity
and unique cultural identity. These activities produce significant economic and social
development for the island.

The Festival and Events Support Guidelines (FES) outline the application process for
individuals, groups and organisations seeking funding from MAC, for a project, event or
festival within Montserrat.

Funding is available for:

e Established and new events

One off and repetitive events

Not-for-profit community activities

Events which support the growth and promote Montserrat’s culture abroad
Commercial events

Examples of Activities eligible for funding are: Audio-visual, broadcast and transmission,
capacity building, commissioning, digital creationy diversity and equality, education and
learning, exhibition, festival, organisational development, original work, participation,
performance, production, professional development, publishing, research and development,
sector development, talent development; touring.

Funding of projects over $10,000 must be applied for a year in advance for projects occurring
in the subsequent financial year which runs January to December. One-off activities and
applications for less than $10,000 can be made on an as-needed basis. Funds will be disbursed
dependent on availability and the application’s alignment with the MAC Strategy 2019 - 2023
and thematic priorities.

This programme provides seed funding to assist with the establishment of new event initiatives
and supports the development and growth of established events. An established event is defined
as an event that has been conducted for more than three years.

These guidelines provide essential information for all applicants and outline the application
process. They should be read in conjunction with the council’s Event Policy.

Please note annual support is given on a case by case basis and amounts are dependent on
available funds as approved by the Board of Directors. Multi-year commitments require
additional evaluation and reporting.



2.

AIMS AND OBJECTIVES

The aims and objectives of giving Festivals, Events and Programmes support are to:

3.

Provide financial assistance to conduct established professional and quality festivals or
event activities within Montserrat.

Provide financial assistance to initiatives which educate and preserve traditional cultural
expressions within Montserrat.

Improve the quality of life experiences for communities within Montserrat by increasing
access to a variety of good quality festivals and events.

Promote cultural diversity and greater awareness, appreciation and participation in
activities within Montserrat.

Promote a sense of pride and community identity.

Stimulate visitation and tourism to Montserrat, increase economic and social development
opportunities.

Contribute to the recognition of Montserrat as a unique and safe place to host festivals and
events.

Create an environment for innovation and creativity within Montserrat.

Assist established festivals and events (where appropriate) to enable the festival or event
to become as self-sufficient as possible.

DEFINITIONS

For the purposes of the MAC Festival and Events Support, the following definitions apply:

5.

“event” means any planned activity open to the public held in any structure (permanent or

temporary), open area or road, (fenced or unfenced) will contain a number of persons greater
than that normally found in that area or location at one time. This activity includes:

o Cultural activities, whether conducted in an enclosed or unenclosed ground/venue;

o One off or annual events, concerts, promotional events and the like;

o Live performances and concerts, exhibitions and cultural show cases; and Festivals.
“event organiser” means a commercial entity, community group or individual who
undertakes the planning, control, management and/or implementation of an event.

FUNDING

The total amount available under the FES will be determined annually by the Board of
Directors of the Montserrat Arts Council in connection with the operational plan and
subsidies.

ELIGIBILITY CRITERIA

Council will support requests which meet the following criteria:

The applicant is a registered, not-for-profit or commercial organisation.

The activity or event is specifically designed to benefit residents and businesses of
Montserrat.

The applicant is a non-registered, not-for-profit group with an auspice arrangement* with a
registered, not-for-profit group and a statement of any relationship between the non-
registered not-for-profit group and the registered not-for-profit group is furnished.

The event has a strong community focus.



The event does not clash with another major established Festival or Event.

The organisation has completed an acceptable Acquittal Report for a previous grant.

The event is financially sustainable.

The funding request is for one activity. (Multi-year commitments require Council approval.)

Applicants acting for financial gain must provide complete information about company

structure, management and shareholders

e Applicants must lodge a completed application using MAC’s standard Event Sponsorship
Program Application Form in accordance with any published Guidelines.

e Applications must be received on or before the advertised due date (with the exception of
ad hoc applications).

e Applicants must provide evidence that they have appropriate insurances in place (where
necessary).

¢ Event must be scheduled to occur within the same financial year as the support is (likely to
be) received (unless otherwise agreed).

e Applicants may not have received any other sponsorship support from the MAC within the

same financial year, regardless of whether it was for a different event.

Additionally

e For events and activities over $10,000 a representative of The Council must be
included in the planning of the event to ensure it adheres to guidelines.

Funds must be spent in full three months following the date of the event.

Event sponsorship funds may not be used retroactively.

Events must take place after the application period.

Council will encourage events to be financially self-sustaining after the period of the
sponsorship.

¢ Successful applications will be posted on the MAC’s social media and website.

Funding preferences will be given to events not previously supported under this
programme.

* Auspicing allows not-for-profit, registered organisations to accept grant funding on behalf of
individuals or groups who are not registered. The auspice organisation is responsible for
accepting the grant, receiving the grant and paying the grant to the grant recipient and ensuring,
to the best of their ability, that the funds are used for the purpose the grant is intended.

The auspice will also sign the Grant/Sponsorship Agreement and will be responsible for the
grant acquittal. Auspice organisations will need to provide a letter of consent to the group
stating that it is willing to take financial and legal responsibility for the grant.

Acquitting a grant means accurately reporting on the funded activities and the expenditure of
Montserrat Arts Council funding. Grant reports - providing artistic and financial information -
are required on completion of your project. Acquittal is a formal condition of funding.

5. HOW TO APPLY
Applications must be submitted on the attached application form. Any application that is
considered incomplete or not in the required format may not be accepted.



Electronic versions of guidelines and application forms, including a writeable pdf version are
available on request and can be downloaded.

Email applications can be accepted only if a scanned signature is included on the final page.

Email this application as an attachment to info@artscouncil.ms with Festival and Events
Support in the subject line. All applications must be received by the closing date.

SUBMISSION DEADLINES
The closing date for applications over $10,000 is 4.00pm on the 31 of September. All
applications must be received by this time. Late applications will not be considered.

Hard copy applications should be sent to:

Festival and Events Support

C/O Montserrat Arts Council

P. O. Box LB1107, Upstairs Public Market, Little Bay, Montserrat MSR 1120

Email applications should be sent to info@artscouncil.ms with the completed application
form attached.

All applicants will receive written advice acknowledging receipt of their application within
one week of receipt.

6. FUNDING AMOUNTS

The level of assistance recommended will be determined by the current or potential value of
the festival/event to generate positive economic impacts and enhance the social and cultural
benefits within the community.

The requested amount should constitute no more than fifty percent of the total budget for the
activity.

Applicants must submit proof of contributions for meeting the balance of the required budget.
Applicants must show the plan for long-term sustainability.

Grant Range

e §500 to $9,999 — community projects, training, production, etc.
Sponsorship Range

e $10,000 to $500,000 for festivals and large multi-day activities

7. THE SPONSORSHIP AGREEMENT
Successful applicants will be required to enter into an agreement with the Montserrat Arts
Council.

The Montserrat Arts Council [and where applicable The Office of the Premier (OP)] would
then be recognised as a general sponsor of the overall festival or event. Acknowledgment will
be commensurate with the nature of the project and level of support provided.

At a minimum, the Sponsorship Agreement includes:

Montserrat Arts Council Approval of any supplied budget.

Montserrat Arts Council Approval of Team

Adherence to Montserrat Arts Council production and Showcasing standards.

Montserrat Arts Council signage at all activities and events related to the project, (or as
mutually agreed with the event organisers).



e Recognition of Montserrat Arts Council sponsorship in all advertising, promotional and
social media.

e All printed material including invitations, fliers, posters and programmes must include the
MAC logo.

e An opportunity must be provided for a Montserrat Arts Council representative to speak at
key events and activities (or as mutually agreed with the event organisers).

¢ Inclusion of sponsor message in the festival or event programme and related publications at
no charge as mutually agreed.

e Montserrat Arts Council flags or banners may be required by Council to be erected in
designated positions, (or as mutually agreed with the event organisers.)

e The organisers must provide the Montserrat Arts Council with regular information updates
on the project, i.e. minutes of meetings or two detailed summaries of arrangements prior to
the event.

e Sponsor invitations to be provided for Montserrat ‘Arts Council to the Premier,
Parliamentarians and Chair and Board of the Montserrat Arts Council.

e Agreement of Event/Festival organiser to ensure that all waste created by the event is
appropriately managed. And All Spaces used returned to preproduction state.

e All and any cost derived from overspending, or mismanagement of budget will be borne by
applicant. All charges, expenses, penalties, demands and damages whatsoever, which may
be brought or made or claimed against them in connection with the event, and or organiser’s
performance, The Montserrat Arts Council nor the Premier’s Office (OP) will be liable nor
will be approached for further fiscal assistance.

e You will be presented with the Council’s Indemnity form, to read, sign and return along
with the Application forms.

8. REPORTING/ACQUITTAL

It is a condition of sponsorship that a written, detailed report be submitted within one month of
the end of the event. This should include original invoices and receipts and all applicable
documentation.

Evidence of all printed material is imperative. Printed material featuring the Council logo and
clippings of media exposure should accompany the evaluation report. The Montserrat Arts
Council will utilise promotional material for their own promotional purposes.

The information required will be specified in the Agreement and may include:

o final accounts (audited, if appropriate);

e evidence of how Council was acknowledged during the event

e an assessment of the benefits realised against the benefits anticipated or estimated in the
application form;

¢ cvidence of compliance with the Agreement;

e where Events are ticketed, details of the number of tickets sold and, if possible, the
demographic information of participants;

e formal advice of funds not spent (funds not expended for the purpose outlined in the
application must be returned to Council).

9. PAYMENTS
The Council may choose to make payments directly to suppliers and service providers on behalf
of the organisation requesting the funds rather than disburse to the applicant’s account.



For funding exceeding $20,000 Council may split the payment with the final instalment paid
on receipt of an acceptable acquittal report.

Payments will be made to applicants in accordance with the milestones agreed with the
applicant and documented in the Agreement.

All payments under the Agreement must be invoiced to MAC in accordance with achievement
of the milestones documented in the Agreement.

All invoices must be received before the end of the financial year in which the Event
Sponsorship was awarded and the Event held.

Council will not be liable for any amounts over and above the Event Sponsorship amount
as set out in the Agreement.

10. ASSESSMENT

Applications will be assessed by a council panel, which will then provide recommendation for
endorsement by Council. Your application will form part of Council’s Budget process for the
following financial year.

Assessment Criteria
Factors taken into account when assessing applications include:

Weighting Assessment Criteria
25% | Social epportunities

Detail the community benefits provided by the project both short
and long term

25% | Economic Development opportunities

Describe how the event stimulates visitation/tourism and
increases economic development opportunities for residents of
Montserrat.

25% | Cultural opportunities
Describe how the event contributes towards the development of
community arts & culture, networks, programs and/or projects.

10% | Documentation
Provision of sufficient documentation for the proposal including
letters of support, quotes etc.

15% | Marketing/promotional opportunity for the Island




11. AVAILABLE FUNDING
The level of assistance available through the Festivals and Events Support is limited by the
Montserrat Arts Council budget.

No applicant can be guaranteed sponsorship nor can any applicant be guaranteed funding to the
level requested. Please note that MAC cannot totally fund any festival or event, nor does it fund
retrospectively. The Montserrat Arts Council ongoing support should not be relied upon as each
year applications will be assessed in conjunction with other applications and will be determined
on funding available.

An unsuccessful application does not necessarily mean that the project or activity is unworthy
of support. An application could be rejected because of limited resources or the need to balance
support given to a wide range of festivals and events after considering the assessment criteria.

12. IMPLEMENTATION

Upon notification of a successful application, the applicant organisation will involve the
Director and Planning and Production Officer. This participation may include attendance at
planning meetings as part of the process. The Director of the Montserrat Arts Council will notify
you of the requirements.



Grant Acquittal Report

Organization:

Project Lead:

Email Address:

Telephone:

Date of Activity:

Total Budget

Total Grant from MAC

What were the goals for the project?

How were these goals achieved?

It is a condition of your grant that you provide the Montserrat Arts Council at
the conclusion of your project with the following:

e A financial report.

o Attach links to news articles or photos as evidence of your project being
completed.



Full Project Proposal

The following shall be used for the elaboration of the full project proposal. Please complete
ALL sections below. Please consider the following before completing the project proposal:
[ Be clear about what you want to achieve and how you propose to do it

[J Write clearly and accurately

[J Ensure the budget relates to outputs listed

[J The requested amount should constitute no more than fifty percent of the total budget for
the activity.

[J Applicants must submit proof of contributions for meeting the balance of the required
budget.

[0 Applicants must show the plan for long-term sustainability.

APPLICATION INFORMATION

Organization Name: |

Representative’s Details

First and Last Name:

Full Address:

Gender:

Nationality:

AGE: (16-24) (25-40) (41-60)  (61-80)
(81—95)

Contact information (tel, email,
etc.):

Position in the organization:

Languages spoken:

Staff involved in the project along with expertise and contact information.

PROJECT INFORMATION

Project title

Grant amount requested from
the MAC

Total cost of the proposal

Other Funding Sources
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Project summary

How will the project be maintained once this grant has been used?

Activities to be implemented (gender and age)

(Please describe the project activities.)

Project end-beneficiaries and role of the community. State if you are working in
cooperation with other organizations (if yes, which organizations, what sector, how do you
cooperate etc...)




Expected result

the project
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BANK INFORMATION

Bank Name

Bank SWIFT Code

Bank Address

Account Holder

Account Number

CHECKLIST

Please make sure your application satisfies all the criteria specified in the below checklist.

YES NO

Duly completed applicant information

Proposal budget (Excel Format)

Complete bank information provided

Copy of organisation registration certificate

Audited and/or financial statements for the last fiscal year
(in the absence of audited statements, any other official
document demonstrating the annual income of the
previous year will be accepted)

CV of the person who will be the focal point of the project

Signature:

Date (dd/mm/yy):




Sponsorship Agreement

This Sponsorship Agreement (“Agreement”) is made and entered into as of the [date] (“Effective
Date”’) by and between:

1. [organization] (“the Recipient”), a not-for-profit
organisation and;
2. Montserrat Arts Council at Little Bay, Montserrat (“the Sponsor”)

As part of this agreement, The Sponsor has agreed to provide financial support to the Recipient
subject to the terms and conditions laid out in this agreement.

Sponsorship Period
This agreement shall be deemed to have commenced on [date] and shall continue until [date] (“the
Sponsorship Period”).

At this point, there are usually clauses about the termination of the contract due to withdrawal of the
sponsor after a report or something similar. A mention of ‘no monetary penalty’ from the withdrawal
is often included as well.

Sponsorship Fee
Subject to the provisions of this agreement and to the Recipient performing its obligations hereunder
and in consideration of the rights granted by the Recipient to the Sponsor, the Sponsor agrees to pay

a Sponsorship Fee of [ | (“the Fee”).

The Fee is to be paid in installments based on the following schedule:

Invoices are to be sent to:
Finance and Administration Manager
Montserrat Arts Council, Upstairs Public Market, Little Bay, Montserrat, MSR 1120

The Recipient acknowledges and confirms that, save as otherwise expressly recorded in this
Agreement, the Sponsor shall not be liable to the Recipient or any other person for any additional
cost or expense besides the Sponsorship fee.
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Sponsor’s Rights

In return for the Fee laid out in point 2, the Recipient shall provide the Montserrat Arts Council with
the following benefits:

e The Montserrat Arts Council [and where applicable The Office of the Premier (OP)]
recognised as a general sponsor of the overall festival or event.

e Montserrat Arts Council Approval of any supplied budget.

e Montserrat Arts Council Approval of Team

e Adherence to Montserrat Arts Council production and showcasing standards.

e Montserrat Arts Council signage at all activities and events related to the project, (or as mutually
agreed with the event organisers).

e Recognition of Montserrat Arts Council sponsorship in all advertising, promotional and social
media.

¢ All printed material including invitations, fliers, posters and programmes must include the MAC
logo.

e An opportunity must be provided for a Montserrat Arts Council representative to speak at key
events and activities (or as mutually agreed with the event organisers).

¢ Inclusion of sponsor message in the festival or event programme and related publications at no
charge.

e Montserrat Arts Council flags or banners may be required by Council to be erected in designated
positions, (or as mutually agreed with the event organisers.)

e The organisers must provide the Montserrat Arts Council with regular information updates on
the project, i.e. minutes of meetings or two detailed summaries of arrangements prior to the
event.

e Sponsor invitations to be provided for Montserrat Arts Council to the Premier, Parliamentarians
and Chair and Board of the Montserrat Arts Council.

o Agreement of Event/Festival organiser to ensure that all waste created by the event is
appropriately managed. And All Spaces used returned to preproduction state.

e All and any cost derived from overspending, or mismanagement of budget will be borne by
applicant. All charges, expenses, penalties, demands and damages whatsoever, which may be
brought or made or claimed against them in connection with the event, and or organiser’s
performance, The Montserrat Arts Council nor the Premier’s Office (OP) will be liable nor will
be approached for further fiscal assistance.

e You will be presented with the Council’s Indemnity form, to read, sign and return along with
the Application forms.



The Sponsor’s Obligations
In exercising the said rights, the Sponsor shall, subject to receiving appropriate invoices, pay the
recipient the Sponsorship fee when the same falls due for payment as set out in Clause 2.

The Recipient’s Exercise of Rights

The Recipient shall not use any of the rights granted herein and shall ensure that no member of the
Recipient shall make any public statement in a manner which, in the reasonable opinion of the
Sponsor, is or might be prejudice or defamatory to the image and reputation of the sponsor.

An acquittal report shall be submitted within four weeks of the final event day and include where
appropriate:
1. final accounts (audited, if appropriate);
2. evidence of how Council was acknowledged during the event
3. an assessment of the benefits realised against the benefits anticipated or estimated
in the application form;
4. evidence of compliance with the Agreement;
s.  where Events are ticketed, details of the number of tickets sold and, if possible, the
demographic information of participants;
6. formal advice of funds not spent (funds not expended for the purpose outlined in
the application must be returned to Council).

Renewal

Grants and Sponsorships are not automatically renewed.
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Entire Agreement

This Agreement represents the entire agreement between the parties in relation to the subject matter
of this Agreement and supersedes any previous agreement, whether written or oral, between the
parties in relation to that subject matter.

IN WITNESS WHEREOF, duly authorised representatives of each of the parties have executed this
Agreement as of the Effective Date.

This Agreement is governed by and shall be interpreted in accordance with the laws of
Montserrat.

HEAD OF ORGANIZATION: Date:
SIGNATURE
Name of Witness 1: Date:
SIGNATURE
MAC: Date:
SIGNATURE
MAC Witness: Date:
SIGNATURE
Appendix A

Copy of logo to be used in promotional material and all publications



