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Copyrights and Information Received from External Websites 

Reproducing, using to make another work, distributing 
to the public, and publicly displaying the Res Artis Artist 
Residency Handbook full or in parts is not allowed.  
All copyrights are with the contributors.

This handbook contains information retrieved from exter-
nal websites. Where personal contact was not possible to 
confirm a source, we decided to only use a web link refer-
ence and to not copy any information from that website 
into the handbook. 

Although we have tried to credit each source to our best 
knowledge, we cannot exclude the possibility of errors in 
doing so. If a source is not in agreement with how we used 
its information, please let us know immediately so we can 
find a solution, we meant no harm: 
handbook@resartis.org

Disclamer

Res Artis strives to provide useful and timely information 
to assist artist residencies therefore the purpose of the Res 
Artis Artist Residency Handbook is to provide more use-
ful information and examples for artist residencies. How-
ever the information and opinion contained in this hand-
book is provided for informational purposes and is not 
intended to provide professional services or substitute for 
the review and advice, in any given circumstances, of an 
appropriate professional. Res Artis makes every effort to 
provide timely and accurate information, but we make no 
claims, promises or guarantees about the accuracy, com-
pleteness, or adequacy of the information contained in 
this handbook.

Also the content of articles contained in the Res Artis Artist 
Residency Handbook reflect the personal opinions of the 
authors or contributors and doesn’t necessarily represent 
the official position of Res Artis. The information provided 
in this handbook has not been evaluated by legal of finan-
cial experts for accuracy, completeness, or changes in the 
law. Therefore neither Res Artis Foundation nor its con-
tributors shall be held liable for any improper or incorrect 
use of the information described and/or contained here-
in and assumes no responsibility for anyone’s use of the 
information. In no event shall Res Artis or its contributors 
be liable for any direct, indirect, incidental, special, exem-
plary, or consequential damages (including, but not lim-
ited to: procurement of substitute goods or services; loss 
of use, data, or profits; or business interruption) however 
caused and on any theory of liability, whether in contract, 
strict liability, tort (including negligence or otherwise), or 
any other theory arising in any way out of the use of this 
system, even if advised of the possibility of such damage.

About Res Artis

Our vision is for the field of art residencies to continue 
to develop the conditions that encourage mutual un-
derstanding. By providing the essential time, space, and 
resources for the encounter of different cultures and 
disciplines, residencies host the world of creativity and cu-
riosity. Encounter the world in residencies. 

We are a membership-based global network of artist resi-
dencies with more than 500 members in over 70 countries.

Res Artis
Sarphatistraat 470
1018 GW Amsterdam
The Netherlands
www.resartis.org
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The growth and degree of 
usefulness of this handbook 
depends on the quality and 
quantity of samples and  
examples we get from you, 
our network community, 
and the field in general.  
We very much want to 
encourage you to send  
us documents and other 
material you work with  
regarding all aspects 
of your artist residency 
practice.

Please email us any  
comments on topics  
read or issues missed,  
and send us samples and  
examples from your daily 
work,  
handbook@resartis.org.

This handbook was envisioned three years back by a de-
termined board and very small staff. Naturally, it took us 
a while to get it done with pauses of half a year and more 
in between due to other assingments. In the process we 
have not only gained and exchanged material but unfor-
tunately also lost many contributions we were promised 
earlier.

While this handbook is primarily targeted at emerging art-
ist residencies, we would think that more established or-
ganisations can find inspiration too. We consider the sam-
ples and examples that we have received from the Res 
Artis community and other generous donors the flesh and 
blood of this guide ‘cause this is the experts’ material, ap-
plied information, tested and adjusted in the field.

This is your handbook: Use it, comment on it, work through 
it with your colleagues and share what you find out or miss 
with your network. With your contributions from all cor-
ners of the world, this handbook will not only witness the 
diversity of the artist residency reality, it is also the only 
way we can claim for it to be of truely global value. 

The backbone of it is formed by descriptive texts written 
by us and organized in three major blocks – RESOURCES, 
ORG and ARTIST_RESIDENT. We chose a colour scheme 
to help you orient yourself in this respect.  References to 
how to make the most of your LOCATION / LOCALITY and 
tips and tricks for your COMMUNICATION can be found as 
side notes throughout all chapters. By linking material that 
seemed unrelated before we hope to encourage you to 
find fresh solutions to old and new challenges. 

We had this guide thoughtfully designed for you to enjoy  
online. Alternatively, you can print single chapters or even 
pages that you rather want to hold in hands and browse 
through the rest electronically. Or you get your personal 
handbook made by your local book binder.

This is a resource in progress, and with your dedicated 
investment, we envision to create a second, expanded 
version.

We are grateful for your willingness to share your experi-
ence and know-how with your network community,

Res Artis 

This is the Res Artis  
Artist Residency Handbook.  
It is the first version of 
something that – with your 
help – we hope to see grow 
into a unique resource for 
artist residencies all over 
the world; a book full of  
practical examples and rich 
advice coming from the 
ones who know best, our 
network community.
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— National Performance Network, USA,  
http://npnweb.org/ 

— Red Gate Gallery Beijing, China,  
http://www.redgategallery.com/,  
Res Artis member

— Sanskriti Pratishthan, India,  
http://www.sanskritifoundation.org/,  
Res Artis member

— The Banff Centre, Banff, Alberta, Canada,  
http://www.banffcentre.ca/programs/
featured,  
Res Artis member

— The Instituto Sacatar, Brazil,  
http://www.sacatar.org,  
Res Artis member

— The Rockefeller Foundation, USA,  
http://www.rockefellerfoundation.org/,  
Res Artis member

— The Skopelos Foundation for the Arts, 
Greece,  
http://skopartfoundation.org/,  
Res Artis member

— Vermont Studio Center, USA,  
http://www.vermontstudiocenter.org/,  
Res Artis member

— ZK/U, Center for Art and Urbanistics,  
KUNSTrePUBLIK e.V., Germany,  
http://www.kunstrepublik.de/,  
Res Artis member

— Alliance of Artist Communities, 
http://www.artistcommunities.org/

Thank you for sharing 

— 18th Street Arts Center, USA,  
http://www.18thstreet.org/ 
Res Artis member

— Acme Studios, United Kingdom,  
http://www.acme.org.uk/,  
Res Artis member 

— Asialink, The University of Melbourne,  
Australia,  
http://asialink.unimelb.edu.au/,  
Res Artis member

— Centre for Contemporary Art Ujazdowski 
Castle, Poland, 
http://csw.art.pl/,  
Res Artis member

— Chalk Hill Artist Residency, USA,  
http://chalkhillresidency.com/

— Digital Arts Studio, United Kingdom, 
http://digitalartsstudios.com/,  
Res Artis member

— DRAW international, France,  
http://www.draw-international.com/,  
Res Artis member

— Gästeatelier Krone Aarau, Switzerland, 
http://www.artistsinresidence.ch/,  
Res Artis member

— Goethe Institut, Germany,  
https://www.goethe.de/de/index.html,  
Res Artis member

— KulttuuriKauppila, Finland,  
http://www.kulttuurikauppila.fi/,  
Res Artis member

Q & A

Will anyone know I contributed to this handbook?
Your organisation’s name (or your name if you are an In-
dividual Member or donor) will be credited in the official 
contributors’ section at the beginning of this handbook, 
unless you wish otherwise.

The web link you added doesn’t work – what to do?
The internet is a bountiful source of information so we 
have included links to online resources to help in your re-
search.  Sometimes links can become inactive or the infor-
mation can get out-dated over time. Although we will do 
our best to make these links current and useful, we ask you 
to notify us of any old information or broken links, so we 
can make the necessary adjustments. 

How often will you update the book?
The residency field conditions and needs are changing 
fast. Depending on the amount of contributions we get 
through the network and other sources, we plan to create 
updated versions every year. 

Will there be a printed version?
We chose to have this handbook designed so you 
can print it yourself, if you choose to, and have an at-
tractive and easy to read handbook to work with.  

If you feel that Res Artis should work with a printer to pro-
duce a full on book from this handbook, then let us know.

For more questions and comments: 
handbook@resartis.org
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In this handbook Organisation
 
The organisational matters 
or operations of an artist 
residency vary greatly de-
pending on its mission, size, 
budget and its potential 
association with a larger 
body or institution, as 
well as its cultural context. 
Things like the mission 
statement, the bylaws, as 
well as other (obligatory) 
organisational tools that 
build the specific profile of 
your artist residency are 
described here. > 11
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Resources
 
Resources do not just mean 
money. It includes knowing 
the purpose of your artist 
residency and building on 
that knowledge continu-
ously – this mostly shows 
in the choices you make for 
your residency program. 
We feel that the people 
co-creating the program 
with you are your main 
asset and belong in this 
block too, i. e. staff, interns, 
volunteers. Together with 
many pages on how to find 
the funding you need, for 
the goals you have set your-
self to achieve. > 91

Artist_Resident
 
The artist or resident is at 
the heart of your work. In 
this block you are reminded 
of all the processes you 
have to design in order for 
your artist to find you, come 
to you and stay with you. 
This includes application 
and selection procedures, 
artist residency handbook 
guides and exit interviews. 
We also talk about visa 
application challenges and 
crucial things to think of 
when accommodating your  
resident, like backup keys. 
> 159
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Organisation
 
The organisational matters 
or operations of an artist 
residency vary greatly de-
pending on its mission, size, 
budget and its potential 
association with a larger 
body or institution, as 
well as its cultural context. 
Things like the mission 
statement, the bylaws, as 
well as other (obligatory) 
organisational tools that 
build the specific profile of 
your artist residency are 
described here.

We have added comments regarding LO-
CATION / LOCALITY to this block where it 
seemed useful in green. LOCATION / LOCAL-
ITY refers to the place where you manifest 
your artist residency. Maybe you are drawn 
to a specific part of the world, or you have 
access to a building under great conditions. 
Whatever the reason, you will have to deal 
with the local specifics, the social fabric, as 
well as the local/national law, among other 
things.

We have added comments regarding COM-
MUNICATION to this block in red. COMMU-
NICATION concerns tools and tips on how to 
best display, share and promote your artist 
residency.

ORGANISATION 12

ORGANISATION12
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The Mission Statement – 
the what and the how

The mission statement 
serves as the main 
narrative and defines the 
fundamental guidelines for 
the strategic planning of 
your artist residency. It 
formulates why you do 
what you do (your 
residency’s purpose and 
values) and how you do it 
(fulfil your residency’s 
purpose and values). It 
helps everyone involved 
in your organisation to 
remember, refine and fulfil 
the defined goals.

An effective mission statement mirrors the strategic think-
ing of the residency’s leading personnel and illustrates 
the role your artist residency wants to hold within society, 
as well as its understanding towards the environment in 
which it operates. It also reveals the residency’s potential 
relations with its audience and can be used not only for 
planning but also as a management and governance tool 
for your activities. 

Vision and values, and the difference to the mission: In 
connection to that, it is important to mention that a mis-
sion statement differs from the vision of the organisation 
in that the mission statement refers to activities and tasks 
that are surely going to be realized in the present or the 
direct future whereas the vision expresses the long-term 
and ideally set objective of an organisation. More specif-
ically, as affirmed by the American Alliance of Museums, 
“mission is purpose; vision is future; and values are beliefs”.

Effectiveness: In order for the mission statement to be as 
coherent and effective as possible, it is best if all people 
centrally involved (Board, manager, other key staff) in your 
artist residency contribute to it. Everyone should present 
their suggestions on what the main scope of the residency 
shall be. The final decision of what goes into the mission 
will be taken by the Board of Directors, or whoever else 
has that authority in your artist residency.

A number of guidelines on the main characteristics of an 
effective mission statement are presented below:

1. Clear: There should be little room for 
interpretation; everyone reading the 
mission statement should draw the same 
conclusion to what it is you want to do.

2. Concise: A short mission statement is eas-
ily remembered by staff, Board, donors 
and the public. A lengthy statement is 
hard to remember and, therefore, hard to 
use.

3. Complete: The mission should address all 
the programming of the institution. 

4. Coherent: The mission must make sense 
and the various elements must be com-
plementary. A theatre company that per-
forms avant-garde works but hopes to be 
the largest theatre organisation in a re-
gion is probably not going to accomplish 
both elements.

15RESARTIS ARTIST RESIDENCY HANDBOOK 2015
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To sum up
The composition of a mission statement is one of the first 
things an organisation should do when it starts out, or you 
develop it parallel to writing up your Residency Program, 
and it’s a good idea to look it over every once in a while as 
the years go by. It certainly plays a crucial role whenever 
you apply for funding from third parties because they can 
see whether you are effective in reaching your goals as an 
organisation. This creates trust in any stakehold.

Attach your mission statement when writ-
ing applications for funding and other sup-
port to highlight your raison d’être. You can 
even use your mission statement shortened 
to a claim in your email signature. 

Moreover, the key orientation of your artist residency 
should be illustrated within the mission statement. You 
should define the main strategic areas your artist residen-
cy is incorporating for its activities and try to provide pre-
cise answers to questions concerning them.

These could be some points of concern:

— Product/Service: What type of residency 
do you want to create? The mission state-
ment must include a reference to those 
services that are essential to your resi-
dency organisation, i. e. support the local 
craft through exchange with internation-
al artists or serve a global cultural mi-
nority by hosting them at your residency 
and connecting them to the local cultural 
scene.

— Quality: What level of performance is 
desired? What standards to you want to 
create? You can start modestly, express-
ing your attempt to build up over time in 
your Mission statement.

— Audience: A substantial amount of effort 
must be devoted to determining the de-
sired audience for each of the services, i. 
e. residency for musicians that also runs a 
public program for a wider public.

— Geographic scope: How much of the com-
munity/city/region/country/world do you 
hope to influence?

— Education: Is your residency educa-
tion-focused? Do the residents partici-
pate in workshops, or do you want your 
residents to provide learning opportuni-
ties for the local community your resi-
dency is part of? I. e. your residents can 
give painting class for kids, or English 
language courses for women).

Compose your mission statement without being overly 
definite or, on the other hand, too ambiguous. Although 
mission statements can acquire significant length, it is bet-
ter to be succinct. The formulation of the mission state-
ment is not a simple process; it requires a great amount 
of careful consideration and hours of brainstorming, but 
once you have reached a final draft you have made one 
big step forward. 
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Want to read up?

— Defining a mission statement: 
 http://www.businessdictionary.com/defi-

nition/mission-statement.html
— Strategic planning in the arts: 
 A Practical Guide (M. Kaiser)  

http://www.hkaaa.org.hk/uploads/hkaa
a/201208/20120821_120217_34uRC0PAz-
P_f.pdf

— Crafting a mission statement:  
http://www.aact.org/start/mission.html 

— Developing a mission statement:  
http://www.aam-us.org/docs/continuum/
developing-a-mission-statement-final.
pdf?sfvrsn=2

— The Ultimate Residency Resource Guide 
(published by Alliance of Artists Commu-
nities in 2005):  
http://www.artistcommunities.org/urrg 

— Harvard Business Review: The Eight-
Words Mission Statement (E. Hellweg) 
https://hbr.org/2010/10/
the-eight-word-mission-stateme/ 

— Non-profit mission statements  
http://www.missionstatements.com/non-
profit_mission_statements.html 

— “How to write a mission statement”  
(J. Radtke): 
http://www.tgci.com/sites/default/files/
pdf/How%20to%20Write%20a%20Mis-
sion%20Statement_0.pdf

Here are a few examples

— Mission statement of the Rijksakademie 
van Beeldende Kunsten Amsterdam: 
“By offering artistic, theoretical and tech-
nical support the Rijksakademie creates an 
environment in which approximately fifty 
talented artists from all over the world can, 
under optimum circumstances for a max-
imum of two years, work on deepening, 
broadening and accelerating their profes-
sion – individually and socially.”

 www.rijksakademie.nl

— Mission Statement of the ASCAP  
Foundation, USA: 
“The ASCAP Foundation is dedicated to 
nurturing the music talent of tomorrow, 
preserving the legacy of the past and sus-
taining the creative incentive for today’s 
creators through a variety of educational, 
professional, and humanitarian programs 
and activities which serve the entire music 
community.”

  http://www.ascapfoundation.org/about.
aspx

— Mission Statement of the Longhouse 
Education and Cultural Centre: 
“We promote indigenous arts and cul-
tures through education, cultural preser-
vation, creative expression and economic 
development.”

 http://evergreen.edu/longhouse 

     Strategic Plan, 2005, Res Artis, 1/15
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Non-profit or for- 
profit organisation –  
create your context  
of operation

Once you have written 
 your mission and vision 
 statement you have gained 
clarity over what sort of 
organisation you want 
to be, also whether you 
want to go for a non-profit 
or for-profit model. Most 
artist residencies are run as 
non-profits. Of course you 
can choose to operate as 
an unregistered initiative 
too. You have to know 
though, that when applying 
for funding very often the 
funding body wants to see 
that you are officially regis-
tered with the chamber of 
commerce and will ask for 
your registration number 
and fiscal number to prove 
your legal status.

Maybe the political circumstances ask for 
you to operate under the radar of the offi-
cials, like it is sometimes the case on North-
ern Africa, or registering your residency as 
a cultural organisation is legally simply not 
an option, like i. e. in Armenia. Find interna-
tional allies to strengthen your operations, 
if there is no local network that can support 
you. Look for best cases in your country, or 
countries with a similar political or social 
fabric and transform them into what you 
want to achieve through outside support.

The non-profit sector and its representing organisations 
are sometimes called the third sector, independent sector, 
voluntary sector, philanthropic sector, social sector, tax-ex-
empt sector, or the charitable sector, the commons, com-
munity organisations, people’s organisations, non-propri-
etary or nongovernmental organisations. 

Maybe you find the four characteristics helpful, they were 
written by Lester Salamon, Director of the Centre of Civil 
Society Studies at John Hopkins University:

1. Non-profits are organisations not 
individuals.

2. They are run privately, meaning that 
they don’t have any legal connections 
with the public sector. While they might 
receive funding from municipalities, min-
istries, or even political parties, their mis-
sion is written, followed, and if needed, 
changed freely and autonomously.

3. They are non-profit distributing. That 
means that their stakeholders are not al-
lowed to make use of the organisation’s 
revenues for individual purposes. In oth-
er words, the main structural component 
that distinguishes a profit from a not-for-
profit organisation is the way profits are 
handled and distributed. In the case of 
a for-profit organisation, the profits can 
be redistributed to the individuals in the 
organisation in a way that doesn’t flow 
back into the institution. The revenues 
of a non-profit initiative, on the other 
hand, should be used for covering the 
expenses of the organisation, which also 
can include salaries. Therefore, as stated 
above, its stakeholders are not allowed 
to make use of the surplus revenues gen-
erated from an activity, but use these 
finances only for planned projects, the 

ORGANISATION
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conservation or the development of the 
organisation. Thus, a non-profit organ-
isation is not commercially motivated. 
As a result, the way by which the prof-
its are distributed along with the overall 
purpose of the established organisation 
will determine whether an organisation 
will qualify as a non-profit or a for-profit 
foundation.

4. They are self-governing and should man-
age to control their activities themselves. 
There is no external controlling body 
that oversees the daily business. Internal 
control exists in many ways. 

 http://www.idealist.org/info/Nonprofits/
Basics2

In connection to that, Thomas Wolf, author of the book Man-
aging a Non-Profit Organization in the Twenty-first Century 
(2009: 21), relates the non-profit entities to the following 
characteristics: 

— The non-profits must have a mission to-
wards providing public services

 —  They must have a special legal status 
that makes it clear that donations or gifts 
made to them are tax deductible

 — They must be exempted from paying 
taxes

— They are entities that must preclude 
self-interest and private financial gain

A non-profit organisation may be created as a corpo-
ration, a trust, or an unincorporated association, a 
foundation or a charity; all of which qualify for tax ex-
emption. It might be helpful to seek legal advice on 
the options of your organisation’s status in order for it 
to be able to fulfil its mission. 
For instance, it may be required that your non-profit 
has the status of an association (without being an as-
sociation) and operates as a foundation in order for it 
to involve a membership. 
Another example is the German Kunstrepublik. Kun-
strepublik’s legal interface is KUNSTrePUBLIK e.V. In 
this case, an artist collective has formed an associa-
tion for the common good (a non-profit foundation) 
that is running the ZK/U, Center for Art and Urbanis-
tics, as a project.

37
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How to form a non-profit 
organisation?

The procedure for  
establishing a non-profit 
organisation differs from 
country to country, from 
region to region, and  
canton to canton.  
Forming a non-profit 
 often requires a rather 
lengthy bureaucratic  
procedure, and depends 
also on how well you 
have prepared yourself 
with regard to the legal 
documents; take this into 
account when thinking 
about a launching date of 
your artist residency. 

The most crucial steps one should take in order to form a 
non-profit entity is to formulate the organisation’s statutes 
or articles of incorporation. The articles then have to be 
approved by a notary. 

We advise you to find a lawyer whose expertise lies with-
in the field of non-profit law, and even better, someone 
who knows the ins and outs of the arts and cultural field 
to work with you on the Statutes. She or he will be the 
one that will indicate to you what further steps need to 
be taken. Of course it is always advisable to consult oth-
er non-profits or artist residencies in your vicinity on how 
they set themselves up.

Obviously you need to find a lawyer in your 
country, written in the language of your 
country, as for setting up a business, nation-
al law is effective. You can then work with 
the law firm you used the sample from or 
with someone else. When you are an inter-
national non-profit, the Articles of incor-
poration will have to be written in the lan-
guage of your country of registration; i. e. an 
international non-profit in the Netherlands 
has to write them in Dutch.

It is also possible to first do some online research to find 
fully pre-written samples of Articles of Incorporation, and 
everything else that needs to go into the first document 
that confirms your existence and status as a non-profit. It 
is easier to adjust a prewritten document than if you have 
to write them from scratch; this also brings down the at-
torney costs who otherwise will charge you for writing the 
Articles of Incorporation for you. You can often find these 
documents on the websites of law firms specializing in or-
ganisational contracts.

— After choosing a local lawyer, you should 
visit your regional service responsible for 
registering your non-profit. They might 
be called National Board of Patent and 
Registration (like in Finland), or Tax Of-
fice, the Chamber of Commerce or the 
Internal Revenue Service, or have anoth-
er name. You might also need to get in 
touch with a combination of the afore-
mentioned public services, depending 
on the requirements of your geographi-
cal location. 

— In order to be prepared and avoid ex-
tra visits, check if it is mandatory to get 
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non-profit in Belgium should have both 
a Dutch and a French name, and think of 
an English version too that could be use-
ful in case you wish to participate in ac-
tivities abroad. The official name of your 
non-profit always includes the type of 
your organisation, i. e. Foundation Cen-
ter for Art and Politics, Association Bloom 
– Residencies for Oppressed Artists.

— Registered location of the artist residen-
cy or organisation or its main office: This 
is the official address of the main office 
of your organisation. It can be a private 
address in case you are not yet renting/
owning a venue for your residency, or if 
you work where you live. 

— Mission & objectives: Indicate the mission 
of your non-profit as well as the main 
purpose of its establishment. The con-
tent of the mission statement can change 
your taxation status.

— Estimated duration (if required): Estimate 
the life cycle of your artist residency. Of 
course this period can be extended in the 
future.

— Composition of the non-profit (if re-
quired): Which individuals and clearly de-
fined groups comprise the organisation?

— Members (if required separately or within 
the bylaws): Additional details on each 
group, the membership procedure (cri-
teria for membership, process of selec-
tion) and their financial contribution per 
period.

— Termination of membership (if required 
separately or within the bylaws): The pro-
cedure of a member’s resignation.

— Your organisation’s financial capital (if 
required): Indicate the financial assets 
required for the artist residency’s ini-
tial establishment. The lower limit of 
this amount differs in each country, so 
seek legal advice first. In some cases this 
paragraph should also indicate the exact 
amount of money each one of the con-
tracting parties provides to the organisa-
tion (if the latter has not been defined in 
step 7). Moreover, in some cases the lia-
bilities of each of the contracting parties 
must be indicated.

— Bylaws: The Bylaws (see pg. 21) are the 
internal regulations of governance of the 

an appointment first, and, secondly, be 
aware that some of the procedures might 
require the payment of extra administra-
tion fees. 

  After visiting the Tax Office/Chamber of 
Commerce/Internal Revenue Service, or 
whatever this service might be called in 
your country, a major step in the forma-
tion process is to prepare a number of 
required documents. These documents 
include the organisation’s Statutes or Ar-
ticles of Incorporation. The correct legal 
name of these documents depends on 
your geographic location, as well as the 
organisation’s Bylaws. 

  The content of the Statues of Association 
or Statues of Incorporation cannot be 
decided on freely, but is in its core pre-
defined, leaving you to choose out of a 
variety of possible variations.

The difference between the statutes or articles of in-
corporation and the bylaws is that statutes reflect the 
public law and have to pass the governmental admin-
istration, whereas bylaws are rules that lay down the 
internal directions of an organisation – they typically 
state the rights, duties and liabilities of the members 
of the organisation. You don’t need to show them to a 
public body. 

This is a general overview of the information included in 
the Statutes or Articles of Incorporation. Additional infor-
mation might be required depending on the legal regula-
tions of your country:

— The details of the contracting parties/
founders: Details of the people, who are 
establishing the organisation; including 
address, date of birth, taxpayer identifi-
cation number, and more. The number 
of required contracting parties depends 
on your geographic location but in most 
cases a minimum of two people is needed 
(see demands on the Board composition 
in the chapter on Boards).

— Residency’s official name: Do not for-
get to have already decided the name 
of your organisation – both in your local 
language but also in English or any other 
language you might find useful, e. g. a 
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It is not possible to have your organisation regis-
tered without a notary signing the founding pa-
pers. In order to save notary or attorney costs, 
be sure to prepare your documents as carefully 
as possible, stating your mission and everything 
else clearly and without the need to rework the 
information. Use examples of contracts in order 
to reduce your work-load or that of your nota-
ry or attorney. Talk to other non-profits to ex-
change experiences and use their contracts as 
samples.

organisation. Formation of the Bylaws 
requires thoughtful preparation before 
final drafting, as any changes to the doc-
ument will cost a significant amount of 
money but can be done without a lawyer. 

— Dissolution of the organisation and li-
quidity issues: This paragraph describes 
the distribution of the assets of the 
non-profit in a possible event of its disso-
lution. When you go bankrupt or have to 
end your business for any other reasons 
it states who will get what, and who will 
be responsible for what?

After compounding the statutes or articles of incorpora-
tion of your organisation, you might need to visit your re-
gional tax office, Chamber of Commerce or Internal Reve-
nue Service again in order to deposit the documents and 
receive the final approval of your non-profit. In most cases 
this will be done by the notary. 

In case you decide to modify any of the information 
stated in the statutes or the articles of incorporation, 
like the dropping of a board member or a change in 
your mission, you need a lawyer to validate these 
modifications. 

What are the advantages of a non-profit?

— Tax exemption, in some countries you 
have to apply for tax exemption sepa-
rately, like in Finland. In matters concern-
ing taxation of an association (profit or 
non-profit) advice is available from the 
Tax Office of the town or city where your 
organisation is registered.

— The broader public view non-profits 
with a more positive attitude than the 
for-profit organisations

— More opportunities to receive public and 
private grant funding and donations. Po-
tential lower costs on public services i. e. 
lower post fees (depending on the host-
ing country)

— Formal structure; a non-profit organi-
sation exists as a legal entity in its own 
right and separately from its founder(s)

— Limited liability; under the law, the 
founders, directors, members, and em-
ployees are not personally liable for the 
non-profit’s debts (if applicable)
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What are the drawbacks of a non-profit?

— Non-profits are not allowed to make prof-
its that benefit a person. Potential profits 
must be re-distributed within the organ-
isation’s departments for planned activi-
ties or for the overall development of the 
non-profit. 

— Non-profits rely highly on fundraising. 
More and more organisations in the 
independent sector begin to develop 
financial models that generate enough 
income to not depend on operational 
grants only. BUT: A possibility to cre-
ate relative financial independence is 
through membership fees, crowd sourc-
ing or by selling a good or a service 
whose revenue can cover basic costs and 
salaries, while applying for project grants 
to cover your organisation’s activities 
and services.  

— Non-profits have to deal with a great 
volume of paperwork since on-going re-
porting is often demanded from grant-
ing bodies and the Board of Directors. 
BUT: These reports can be used as a tool 
for healthy self-assessment. What are we 
doing? Are we aligned with our mission 
and strategic plan?

— Non-profits deal with difficult, or at least 
slow, marketing processes, as financial 
restrictions dictate the pace. BUT: If vol-
unteers can be found in this field it can 
be a great asset. It is certainly advised to 
work with interns who need to gain prac-
tical experience for their studies, or want 
to have on-the-job insights before choos-
ing their professional field. This creates a 
stronger workforce on a low budget that 
is beneficial for everyone.

— A non-profit is dedicated to the public 
interest; therefore, its finances are open 
to public scrutiny. AND: Use that trans-
parency to work responsibly with the 
financial means you have, and learn from 
valuable critique and (free of charge) 
comments.
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When choosing a non-profit you can raise your financial 
resources as well, but you mainly do so to amend and di-
versify your services, as well as to reach a salary volume 
that is just regarding the level of know-how and expertise 
your staff carries and the important work you are doing, 
especially the latter is often undervalued or hard to effect 
in small cultural organizations.
There are several for-profit models that can be used with 
relatively little finances and technicalities, we found these 
two interesting.

Sole trader: As a sole trader you are in charge of all as-
pects of your business: you manage your business, you 
fundraise for it, and you promote it yourself, you can be 
held responsible for all actions, on the other hand, the 
earnings are yours as well. If you want to go for profit, this 
business model might be the most convenient for a resi-
dency to start up; as its administrative demands are low. 
Usually you need to make an appointment at your Cham-
ber of Commerce and answer their questions, and from 
there the process unfolds, with little paperwork. Some-
times they ask for a business plan, and sometimes not.  
The assistance of a lawyer is usually not needed.

Sole traders are taxed as individuals and pay income tax 
at personal tax rates. This means your business income is 
declared on your personal tax return along with any other 
assessable income, such as your salary or wages, interests, 
or dividends. There is no division between business assets 
or personal assets, which includes your share of any assets 
jointly owned with another person (such as your house or 
car). Taxation can be subject to change, depending on the 
country your organization is settled in.

Your liability is unlimited which means that personal as-
sets can be used to pay business debts. Managing a busi-
ness will be completely at your own risk, whereas with a 
non-profit model if you are broke your personal savings 
cannot be touched. 

Partnership: It is also possible to start your organization 
as a partnership. In regard to formalities this is quite simi-
lar to that of starting up a sole trade; it requires also a rela-
tively small amount of administration. The main difference 
lies in the fact that you and your partner are liable for each 
other’s assets. When your partner gets into debt, they can 
come after you to get that money back. 

Like the non-profit organization, your for-profit business 
needs a mission statement and objectives, as well as finan-
cial forecasts and an annual balance sheet. 

Choosing to function as  
a for-profit organisation 

The term ‘for-profit’  
refers to a normal business 
model, or an organization 
that focuses on building  
up its budget for private  
benefits. The money  
coming in does not need to 
flow back into the services 
of the organization but is 
accumulated for private 
profit. Which means that 
it can it can end up in your 
pocket or with other share-
holders, or be used outside 
the company’s set of tasks. 

ORGANISATION
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To sum up the differences once more:

— When you start a for-profit business, it 
is for the financial benefit of its owners 
and/or shareholders. Profit is the goal 
and the business pays taxes on that 
profit. 

— A non-profit entity has a mission that 
benefits the “greater good” of the com-
munity, society, or the world. It does not 
pay taxes, but it also cannot use its funds 
for anything other than the mission for 
which it was formed. 

— Non-profit organizations can and do 
make profit, but it must be used solely 
for the operation of the organization or, 
in the case of a foundation, granted to 
other non-profit organizations. Of course 
the money can be used to raise salaries 
too within sensible limits or to move to a 
better (more costly) location. Everything 
that you can explain improves your artist 
residency’s operations.

— When a for-profit organization goes out 
of business, its assets can be liquidat-
ed and the proceeds distributed to the 
owners or the shareholders. When a 
non-profit goes out of business, its re-
maining assets must be given to another 
non-profit. 
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— Statutes of the non-profit making associ-
ation “Friends of l’Humanité” in English, 
Ann Drummond, Carol Gullidge, Hervé 
Fuvet 

 http://www.humaniteinenglish.com/spip.
php?article219

Type “The Non-profit Sector: Working 
Papers of The John Hopkins Comparative 
Non Profit Sector Project” into the Google 
search engine and a big series of down-
loadable PDF files concerning research on 
the non-profit sector will be available.

Go to www.amazon.com, type “how to 
create a non-profit” and find a list of 
suggested literature 

Information on a number of European
countries
— http://www.cof.org/content/[TYPE YOUR 

COUNTRY] 
— The International Center for Non-profit 

Law 
http://www.icnl.org/

Information on more countries
— http://www.cof.org/topic/

global-grantmaking

The Netherlands
— http://www.scp.nl/english/Publica-

tions/Publications_by_year/Publica-
tions_2001/The_nonprofit_sector_in_
the_Netherlands

Central and Eastern Europe
— http://www.icnl.org/research/journal/vo-

l11iss2/art_1.htm

USA
— http://www.irs.gov/ 
— http://www.hg.org/nonprofit-organiza-

tions.html 
— https://www.youtube.com/

watch?v=0myNj8BHt_4
— https://www.snpo.org/index.php 

Argentina
— http://www.cof.org/content/

argentina#Types

Read up on the  
advantages and  
disadvantages of  
non-profit organisations

— http://tuesdayat2.blogspot.nl/2006/12/
disadvantages-and-advantages-of.html

— http://www.ehow.com/info_8560192_ad-
vantages-disadvantages-profit-nonprof-
it-organizations.html 

— http://grantspace.org/tools/knowl-
edge-base/Nonprofit-Management/
Establishment/pros-and-cons

On Sole trader and Partnership
— http://www.smallbusiness.wa.gov.au/

sole-trader/
— http://www.smallbusiness.wa.gov.au/

partnership/ 
— http://www.findlaw.com.au/articles/4467/

the-requirements-of-starting-a-business-
as-a-sole-.aspx 

Non-profits can make profit too 
— http://www.npmanagement.org/index_

files/Page428.htm
— The Emerging Non Profit Sector: An Over-

view, Dr Lester M Salamon, Dr Helmut 
K Anheier, Manchester University Press, 
1996

— Non Profit Kit for Dummies: Stan Hutton, 
Frances Phillips, 3rd Edition, 2011

— Finding a Sacred Bard: Portraying the 
Global Non-profit Sector in Official Sta-
tistics, Helen S. Tice, Lester M. Salamon, 
Regina A. List 

 http://ccss.jhu.edu/wp-content/uploads/
downloads/2011/09/CCSS_WP19_2001.
pdf

— Non-profit Organizatio,ns (Definition and 
Examples), Kate Luckert  
http://learningtogive.org/papers/pa-
per41.html
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Mexico
— http://www.cof.org/content/

mexico#Types 

Australia
— http://www.cof.org/content/

australia#Types
— http://www.ourcommunity.com.

au/management/view_help_sheet.
do?articleid=2097

— http://www.connectingup.org/learn/
articles/how-start-nonprofit-australia

Uganda
— http://www.cof.org/content/

uganda#Types

South Africa
— http://www.gov.za/services/

services-organisations 

China
— http://www.cof.org/content/china 

Japan
— http://www.cof.org/content/japan#Types 
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Bylaws illustrate the daily principles of behaviour and 
functions within an organization and provide information 
to the members (or other constituency), board and staff 
on their obligations, duties, rights and responsibilities to-
wards their artist residency and towards their colleagues. 
They also clarify the procedures of the election and nomi-
nation of the authoritative body within your organization. 
In addition, the bylaws constitute an indirect but crucial 
contract of agreement between the organization and its 
constituency. 

In other words, the bylaws demonstrate what we can, 
can’t, should, and better not do, as well as how to do these 
things.

Finally, the bylaws have to be officially accepted or 
adapted during the General Meeting, General Assem-
bly or board meeting, if you hold those as a residency, 
or any other gathering involving the decision makers 
in your organisation. They do not have to be adapted 
by a notary and can be modified whenever needed, 
which often happens when the board selects a new 
president. 

As a result, if someone would like to know how your artist 
residency is built up to run its business, the person should 
be able to get a clear image of your organization by look-
ing at the bylaws. 

The length of the bylaws can vary according to the re-
quirements of your artist residency. Some bylaws take up 
only one page, while others fill dozens of them. Below is 
a handy checklist regarding the content of your bylaws, 
but it is by no means exhaustive, as every organization is 
unique in its set-up:

— Name, purpose and official location of 
the organization

— Members: This part includes details of 
the various aspects of membership

— Board of directors: This part presents in 
detail the composition of the Board, and 
their obligations and rights

— Committees: Details of any special com-
mittees, their duties and roles

— Officers: Officers are members of the 
Board who perform specific functions on 
the Board e. g. Treasurer, Secretary, etc. 
This part indicates the selection proce-
dure of the officers as well as their duties, 
powers, and responsibilities.

— Meetings: Any annual, regular or special 

The bylaws – the rules 
of conduct for your 
organisation

Bylaws constitute the 
governing rules of your 
artist residency and 
are set and adopted 
by your board or any 
other authoritative body 
during its establishment. 
More specifically, bylaws 
require the form of a  
legal document and  
they are imperative for  
every organization.  
Bylaws must be tailored 
to the needs and  
activities of your artist 
residency. 

The bylaws must not be confused with the of-
fice handbook that explains the daily matters 
and manners of operation from an executive or 
office point of view, not a governance point of 
view. The bylaws do therefore not describe how 
your staff has to execute its tasks but it does so 
for the governing body, the board.
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Try these links

— https://www.legalzoom.com/articles/
what-information-must-be-put-into-cor-
porate-bylaws

— http://biztaxlaw.about.com/od/glossary-
b/g/bylaws.htm
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meetings need to be discussed in the 
bylaws.

— Conflicts of interest: It is important that 
an organization has a Conflict of Interest 
Provision in their bylaws. This protects 
them from penalties.

— Amending Bylaws: The bylaws should 
contain specific rules as to how they can 
be amended. They should also state who 
can recommend amendments and how 
these amendments will be voted on.

In connection to that, the bylaws must be written in a clear 
and precise language in order to be easily understood by 
everyone. They should also be complete, so that you won’t 
need to change anything right after their publication to 
your members or board. Finally, they should include a de-
tailed description of all the information they provide and 
they must be realistic. 

After the composition, approval and final publication of 
your non-profit’s bylaws, everyone related with your or-
ganization must receive an official copy. You can always 
ask the advice of your (pro bono) lawyer/notary/attorney 
or other legal adviser in case you have more queries on the 
formation and specific content of the bylaws.  
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The business plan –  
making sure your dream 
comes true (for more than 
just one day) 

Before your artist residency 
takes flight, you should 
make sure that you have a 
secure plan that will guar-
antee your residency exists 
for years to come, fulfilling 
its vision and mission. It 
doesn’t have to be long, 
but it should at least sketch 
out the operations of your 
residency. After all, an artist 
residency is a particular 
type of business, which 
needs to have at least as 
much money coming in 
as going out, as any other 
financial enterprise, to 
survive.  

Remember to set aside funds for new equipment, to cover 
unanticipated expenses, or for special projects or to hire 
an extra part-time staff when work load increases.

A business plan for an artist residency can take a number 
of formats and can include the following:

1. Executive summary: The “short and 
sweet” version of how your residency 
will operate, including the vision, mission 
and objectives.  Summarize its purpose, 
management, operations, marketing and 
finances and audience research in a way 
that everyone can understand it with-
out knowing greater detail about your 
organisation.

2. Past history:  How was your artist resi-
dency conceived?  Did you have a pilot 
program?  What is your legal status?  

3. Needs analysis:  Explain the researched 
need for your residency to exist in your 
community, region or country, or in the 
world. Is there an organization that pro-
vides similar programming?  Who is your 
audience?  Who will be helping you with 
assessing this? 

4. Strategy: Identify the steps that have to 
be taken in order for you to achieve the 
goals and objectives.  How are you going 
to introduce your residency to the pub-
lic?  How will you keep track of applica-
tions? How will you grow the business 
side of your residency in the first three 
months/first year/first three years?  

5. Programs: What programs or workshops 
will be provided?  How will they impact 
the larger community?  What types of 
artists do you want to host and for how 
long?  What makes your residency ap-
pealing and unique?  What are the re-
sponsibilities of the artist?

6. Operations:  Describe the following:
— Location: Owning, renting or partnering?
— Facilities: Will you lease or buy equip-

ment?  Who are some suppliers?
— Accommodations: On-site, near-by? For 

single person or for family?
— Programming: Application processes, 

product/service providers, partners
— Staff: Develop staff profiles. Include a 

brief paragraph about each staff mem-
ber, what their responsibilities are, skills, 
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A business plan is a living document and can be al-
tered as your residency grows.  It will come in handy 
when applying for grants, bank loans, or appealing to 
potential donors. Overall, the business plan serves as 
a compass for your residency, keeping it on track.

Things to consider in your business plan:

— Starting Up (prior to launch): Audience 
research, securing facilities, creating 
press releases

— Marketing: Reflect on your tools, i.e. blog, 
advertisement deadlines, social media, 
participating in fairs/festivals

— Operations: Application processes, pro-
gram schedule, evaluation

— Financial: Grant deadlines, monthly ac-
counts receivable/payable, and fundrais-
ing plan.

When the plan is broken down into chunks, tasks can be 
delegated and accomplished accordingly and progress 
can be tracked and evaluated more efficiently.

A calendar or timeline that plots out your implementation 
strategy in steps can help keep you and your residency on 
track.

backgrounds and salaries.
7. Financials: This includes the costs to 

launch, operate, market and finance the 
residency.  Be sure to include estimates 
of revenue and expenses, typically for 
the upcoming three years.  Where will 
you get the money to start (e.g. Fees, 
grants, loans, fundraising)? Will you pay 
yourself a salary? How will you pay for 
employees or contractors?

8. Contingencies: Outline foreseeable chal-
lenges and other areas where things 
could go wrong.  How can you prepare 
to respond to problems or issues if they 
emerge? 

9. Supporting documents:  If you have 
them, include statements of interest, tax 
returns and other legal documents.

How do you plan to market for your artist 
residency? You need a communication plan 
for reaching artists: Where will you post 
open calls? Online or in print? Will you par-
ticipate in social media? Will you join a net-
work or association of artist residencies to 
raise your visibility and impact? You need an 
advertising plan for reaching the communi-
ty: Where will you post upcoming events? 
How will you advertise open studios or pub-
lic workshops? 

Is there someone in your environment, vil-
lage, city or region who is  familiar  with op-
erating a cultural organisation, or even ex-
perienced in running an artist residency and 
who can help you discuss potentially tricky 
local facets and challenges, so you can fore-
see and consider these aspects in your busi-
ness plan?
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And more we found online

— Guidelines for the submission Of a Three 
Year Business Plan For Arts Organisation 
Support Funding  
http://nac.org.za/funding/calls-and-
results/Business%20Plan%20for%20
Arts%20Organisation%20Funding.pdf

— Destiny Arts Center Business Plan
 http://www.destinyarts.org/wp-content/

uploads/2012/08/Business-Plan-final-re-
duced-for-web.pdf

— Denmark Arts Council Inc. 2010 – 2012
 http://www.denmarkarts.com.au/docu-

ments/denmarkarts-business-plan.pdf
— National Business Plan Framework for 

Arts Organisations
 http://2014.australiacouncil.gov.au/re-

sources/reports_and_publications/sub-
jects/management/national_business_
plan_framework_for_arts_organisations

— Creative Business Models – The Art of  
Making Money (S. Bastian, 2014)  
http://www.teh.net/TheResource/Search.
aspx?fid=87

ORGANISATION

Templates, a guide  
and a kit

— How to Write a Simple Business Plan  
[Everything you need to know and why 
it’s important!]

 https://bizhub.anz.co.nz/resources/how-
to-write-a-simple-business-plan.aspx 

— Microsoft Office Business Plan [Template!  
Simply fill in the blanks!  Also includes 
definitions!]

 https://templates.office.com/?legRe-
dir=true&CorrelationId=8f-
30d0a9-dfe8-4870-88d1-dba65594193d

— How to Write a Basic Business Plan  
[A step-by-step guide]

 http://www.wikihow.com/
Write-a-Basic-Business-Plan

— Business Planning Kit [Includes spread 
sheets and examples]

 https://www.business.qld.gov.au/
business/starting/business-planning/
business-planning-kit
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To prepare a budget, consider: 

— Who are potential local/regional/national 
partners or sponsors?

— How much time and money can you in-
vest in marketing & communications?

— How long is the residency (e.g. 3 weeks, 3 
months, a full year)? 

— What is the cost for one resident? Is there 
revenue?

— How many residents will be hosted 
during one year?

— What types of supplies/materials/equip-
ment will be needed?

— Will there be workshop/presentation/ex-
hibition/field trip expenses?

— Can you do this on your own?  Will you 
need help from friends/family? Should 
you hire someone?

Residency related expenses include:

— Mortgage/rent
— Salaries & benefits
— Administration (e.g. Office supplies, pho-

tocopying, furniture, postage, stationary) 
— Insurance (e.g. Public liability and other 

risks)
— Legal fees (e.g. Consents, clearances, 

permissions)
— Bookkeeper/Accountant
— Communication costs, internet, website  

hosting, phone
— Programmer, designer
— Materials/Supplies/Equipment
— Furniture, Bedding
— Room cleaning
— Maintenance or repairs
— Electricity/Gas
— Artist related expenses
— Advertising: Open Calls for applications 

(preparation, execution, selection pro-
cess, fee for selection committee)

— Required Presentation(s) & Prep Time for 
exhibitions

— Relocation Costs Contributions (depen-
dent on location)

— Accommodations (e.g. lodging, food)
— Travel (to/from venues/offices/studios/

workshops)
— Participant Incurred Cost (consider: 

subsidizing childcare costs)

Your artist residency  
budget – a balancing act

With your mission in mind 
and your business plan in 
hand, your artist residency 
vision is starting to feel 
more and more like a  
reality. Before you go on 
now, your residency will 
benefit from developing 
a budget, an overview 
ofw your actual costs, 
income and expenses, in 
numbers. Take the time to 
create a budget that is clear, 
detailed and above all, 
realistic. Ideally, you should 
have enough funds for your 
residency’s first year before 
you launch. 
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Here you can get a taste 

— Budgeting for a Residency 
http://www.ncdcr.gov/Portals/44/ele-
ments/docs/ResidencyPlanningGuide.
Pdf

— Financial Mind-set – linking community 
and neighbourhood  
http://teh.net/publications/sustainabili-
ty-change-your-financial-mindset/

— Fifteen Budget Tune-Up Tips 
https://charityvillage.com/Content.aspx-
?topic=fifteen_budget_tune_up_tips#.
VUoYnvmqpHx

— Microsoft Office Budget Templates 
http://office.microsoft.com/
en-us/templates/results.
aspx?qu=budget&ex=2&av=all

— Insurance
— Visa costs
— Programming Expenses
— Exhibition/Open Studio/Workshop(s)
— Materials/Supplies/Equipment
— Advertising and Print Materials
— Publicity (e.g. invitations, press releases)
— Refreshments/Catering
— Consultants (e.g. program evaluation, 

community surveys)

This is helpful to remember:

— Depending on how much capacity goes 
into your accounting system, you might 
work with a chart of accounts. They are 
used to classify the sources of revenue 
and the types of expenses you incur.  By 
matching your budget to your chart of 
accounts, you can monitor your budget 
and also generate financial reports to 
funders, your bookkeeper and auditor 
easily and accurately.  Some grants may 
require that you use their categories. 

— Share the monthly and annual budget 
with staff so everyone is on the same 
page. You may find that someone sug-
gests a brilliant idea on how to be more 
cost efficient that you hadn’t considered. 
Including staff increases accountability 
and sharing information always leads to 
better results.

Arts organizations are renowned for creativity in the 
face of financial aversion. But make sure you know 
when to spend the money. Sometimes penny-pinch-
ing ends up costing more in the long run. It will free up 
the time that you can dedicate to your main passion 
(and might advance your residency in a major way) if 
you find skilful people in one or two of the main ar-
eas of operation, like management, communications, 
fundraising & development or programming. 
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     Financial Risk, Annual Report 2014, Banff Center 2/2     Financial Risk, Annual Report 2014, Banff Center 1/2
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     Auditor’s Report, Annual Report, 2014, Banff Center, 2/2     Auditor’s Report, Annual Report, 2014, Banff Center, 1/2
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     Consolidated Financial Report, Annual Report 2014, Banff Center, 1/2      Consolidated Financial Report, Annual Report 2014, Banff Center, 2/2
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Insurances for your  
artist residency

The importance of  
adequate insurance is often 
overlooked when an artist 
residency or any smaller 
organisation starts up and 
people often choose to 
save money on this. In this 
chapter we wish to  
highlight that leaving your 
organisation uninsured or 
underinsured constitutes a 
great risk and can lead  
to unexpected and high 
costs or legal and ethical  
issues down the road. Here 
we try to give you some 
ideas of what an affordable 
insurance package could 
look like. 

In general, non-profit organizations are obliged to pro-
tect their physical possessions, as well as activities, from 
any potential risks and liabilities that can result in different 
types of losses. A careful assessment of your organisation’s 
specific risks and vulnerabilities, non-profit or for-profit, is 
imperative. As advised with regard to the bylaws, the in-
surance package has to be customized according to your 
residency’s explicit weaknesses or threats. You’re surely 
aware that hosting an artist in your premises entails vari-
ous risks – from fire damage in the space caused by a resi-
dent or someone else, to accidents, injuries, or even death. 

Even though such casualties don’t happen on a dai-
ly basis, it is wise to be alert enough to protect your 
organization, yourself and your guests. Prevention 
seems the way to go: inform your staff and residents 
well about potential risks and hazards, and develop a 
protocol of procedure in case of urgency or emergen-
cy. What to do, who to contact if i.e. fire breaks out?  
Make sure you put this information in the artist hand-
book residency guide as well as the office handbook. 

You might want to remind your residents 
that they have to insure themselves for their 
stay abroad to alleviate your responsibilities 
and costs. You might want to mention this 
in the eligibility criteria. Clearly articulate 
the respective insurance responsibilities in 
the residency contract − who needs to cov-
er what in order for you and your resident to 
be sufficiently covered.

The list that follows indicates possible areas you might 
need to take into consideration before composing or final-
izing your residency’s insurance package. For a more pre-
cise consultation on your organisation’s insurance assess-
ment, we would suggest that you seek advice from your 
lawyer, an insurance company/insurance agent/broker, or 
a non-profit consultancy agent. And discuss it with your 
network peers, on Res Artis Facebook, for instance. 

— Commercial general liability insurance: 
Covers liability exposures that are com-
mon to all organizations; a combination 
of three separate types of coverage, each 
with its own insuring agreement and 
exclusions:

1. Coverage A = general liability;
2. Coverage B = personal injury and adver-

tising injury liability; 
3. Coverage C = medical payments.
— Liability insurance: Insurance covering 
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monly met issues, and other types that depend on the kind 
of work each organization implements. It is often recom-
mended that each organization should acquire a “slip and 
fall insurance”. This covers all situations in which someone 
is hurt or property is damaged, it includes non-employed 
staff.

 Pamela Davis, president and CEO of the 
Non-profits Insurance Alliance Group 
knows: Almost all of the claims – 90 per-
cent – reported by non-profit organiza-
tions are accidents and injuries related 
to automobiles or slips, trips and falls at 
non-profit locations and special events. 
Interestingly, though, these 90 percent 
of incidents actually result in only 65 per-
cent of dollars paid out in claims because 
while auto claims and slip-and-falls tend 
to be fairly common, they are usually not 
large claims involving prolonged liti-
gation. The other 10 percent of claims 
result from allegations of improper 
employment practices (such as wrong-
ful termination), professional errors and 
omissions, and sexual abuse. While less 
frequent, these tend to be more diffi-
cult and expensive claims to resolve and 
account for 35 percent of claims dollars 
paid. Found at http://www.blueavocado.
org/content/board-members-guide-non-
profit-insurance

After having read this, these four suggestions might sound 
interesting to you:

— Property insurance for damage to prop-
erty (including computer and other re-
cords) owned or leased by the non-profit

— Fidelity insurance for possible fraud
— Social services professional coverage for 

errors and omissions that could arise in 
the course of carrying out the mission, 
providing counselling, advice in support 
groups, and so forth

— Accident insurance in case staff, a volun-
teer, program participant, or studio visi-
tor is injured on the premises

— Improper sexual conduct insurance, par-
ticularly if the organization works with 
vulnerable residents

the financial risk of civil lawsuits.
— Property insurance: Insurance that cov-

ers direct damage to your residency’s 
property and equipment including con-
sequential loss (operational income, 
loss of rents, extra expense) caused by 
an insured peril. Moreover, property re-
fers to a category of non-profit assets at 
risk that includes real property (build-
ings, improvements and betterments), 
personnel property (furniture, fixtures, 
valuable papers and records, equipment, 
and supplies) and intangible proper-
ty (copyrights, business goodwill and 
trademarks).

— Accident: Unexpected or chance event.
— Automobile Insurance (owned and non-

owned coverage): A standard business 
automobile policy that is designed to 
cover the liability and physical damage 
of motor vehicles. Liability coverage can 
be provided for the organization, regard-
less of whether a non-profit, a staff mem-
ber, volunteer or other party owns the 
vehicle.

— Crime coverage: protects your residency 
by theft of assets by insiders as well as 
third parties.

— Employment practices liability insur-
ance: Insurance that provides coverage 
for claims arising out of employment 
practices. If your tech person has to climb 
high walls that she/he risks falling from. 

— Professional liability (including malprac-
tice liability: This insurance covers in 
cases of faulty service (errors) or failure 
to provide a service (omission). It is about 
errors made by mistake which could 
affect the financial capacity of the or-
ganisation. It pays the cost of your legal 
defence. For instance, when you created 
a computer program which happens to 
have a bug that crucially affects the com-
puter system of your resident. This could 
drastically affect your capital, so you 
might want to cover such events by the 
professional liability insurance.

Concerning aspects of insurance requirements within the 
non-profits most people argue that there are some types 
of insurance packages that are recommended for every 
non-profit to acquire, concerning more general and com-
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Special types of artist 
residencies

The artist residency field 
is greatly diversifying. The 
trend in this global com-
munity is to create specific 
operational or thematic con-
texts for one’s organisation 
or residency program. An 
operational focus targets a 
certain strategic alignment 
or orientation. Partly a 
narrowed-down operational 
context can make finding 
funding easier. Examples for 
a specific operational focus 
could be green practices or a 
focus on minority protection. 

In addition to representing 
a special operational focus, 
your residency program can 
also follow a certain thematic 
focus. These thematic resi-
dencies, as we want to call 
them here, take a certain 
theme or topic around which 
the residency evolves and 

which sets the framework 
around which artists create 
their work. A thematic res-
idency could e.g. focus on 
the topic of technologies, 
architecture, or science. 
It could even take a local 
tradition such as the tomato 
festival in Spain as the star- 
ting point and inspire art-
ists to create works related 
to this particular cultural 
tradition. 
In the following, we have a 
look at the implications for 
artist residencies with an 
operational focus on sus-
tainability and the special 
practice of refugee residen-
cies or residencies for artists 
in distress. 

Please inform us about 
residencies with a unique 
operational or thematic 
focus that you know of or 
that you run yourself,  
handbook@resartis.org.
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We have collected a list of links for those of you who want 
to know more about how you can support sustainable liv-
ing as an artist residency. 

— Environmental Charter of Kulturfabrik 
 http://teh.net/wp-content/up-

loads/2014/12/kulturfabrikecocharter.
pdf

— The Art of Sustainability in Artistic and 
Cultural Center – European Training 
(2010) http://www.teh.net/Portals/2/
docs/guideline-followup.pdf 

— Environmental Policy and Action Plan 
Guidelines & Practical Guides  
http://www.juliesbicycle.com/resources/
environmental-policy-guidelines

— http://www.juliesbicycle.com/resources?-
type=21&sector=&impact=&topic=

— Drafting a Charter for sustainable and re-
sponsible cultural mobility (on the move)

  http://on-the-move.org/charter/
charterculturaloperators/

— http://on-the-move.org/files/OTM_char-
ter_cultop.pdf

— TEH Sustainability Checklist for Meetings 
and Events  
http://teh.net/wp-content/up-
loads/2014/12/TEH_Sustainability_
Checklist-.pdf

— 8 Steps to a more sustainable building (S. 
Fitzgerald, 2013)  
http://www.slideshare.net/TEH_Re-
source/8-steps-to-a-more-sustainable-
building

— Green Mobility Guide – A guide to envi-
ronmentally sustainable mobility for per-
forming arts (Julie’s Bicycle, 2011)  
http://on-the-move.org/files/Green-Mo-
bility-Guide.pdf

— On Sustainability (Video) (S. Fitzgerald, 
2013)  
http://www.teh.net/TheResource/Search.
aspx?fid=78 

— On Sustainability (Video) (Y. Ostendorf, 
2013) 
http://teh.net/publications/sustainabil-
ity-minimize-your-environmental-im-
pact/

Sustainability 

For those of you who  
already work in this 
framework, send us your 
guidelines for artists to 
apply with you following 
green rules of conduct. 
Do you run programmes 
on sharing resources, fair 
exchange, or develop 
concepts on developing 
highly conscious places of 
living and creation? Maybe 
your residency is part of an 
eco-village? 
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rights, informs the fundament of their work. This makes it 
for you a central matter of concern that you need to be 
well-informed about, and to monitor and communicate 
assaults to those whose mission it is to work on a better-
ment and greater protection of artists and their rights.

Some examples of residencies engaging refugee, 
exiled or ethnic artists

There exist residencies in the Res Artis network (and out-
side of it) that focus on refugee artists and the human 
rights to free expression, like the new, developing initia-
tive Atelier Chroma/La Lisière in France http://www.ate-
lierchroma.fr/atelierchroma.fr/Atelier_Chroma_-_Gal-
erie___Espace_dart_contemporain_-_Drome.html, 
or Kuenstlerhaus Boswil in Switzerland, whose history of 
hosting refugee artists goes back to the 1960’s. This has 
never been an official part of their program but came into 
action whenever the historic situation called for it. http://
www.kuenstlerhausboswil.ch/home.html  

Another example is Internationales Haus der AutorInnen 
in Graz, Austria. One of their apartments is made avail-
able for a year at a time to a politically persecuted writers 
ht tp://w w w. ihag.org/primcell . php?ses= 6 4 0 0 y-
4615q&lang=en&bas=iha&rel=30&main=about 

Other initiatives set up residency programs in order to 
help exiled minorities and groups that were forced into 
migration, like the Artifariti residency program that is or-
ganised by the Sahrawi Arab Democratic Republic (SADR) 
Ministry of Culture and the Association of Friends of the 
Sahrawi People in Seville (Asociación de Amistad con el 
Pueblo Saharaui de Sevilla – AAPSS). This residency is an 
appointment with “artistic practices as a tool to vindicate 
Human rights; the right of the people to their land, their 
culture, their roots and their freedom. It is a space for pub-
lic art to reflect on creation and society, and it is a point of 
contact for artists interested in the capacity of art to ques-
tion and transform the reality.” 
http://www.artifariti.org/en/art-residency.

Refuge residencies or  
residencies for artists in 
distress

According to the Universal 
Declaration of Human Rights 
(UDHR, 1948) all people are 
entitled to the recognition of 
inherent dignity and certain 
inalienable rights, which are 
the “foundations of freedom 
and justice in the world.” 
Freedom of movement is 
part of the “liberty of man” 
thus making it one of the 
most basic human rights.  

Article 13 of the Universal Declaration of Human Rights 
stipulates: “Everyone has the right to freedom of move-
ment and residence within the borders of each State. 
Everyone has the right to leave any country, including 
his own, and return to his country.”

The right to free movement or the denial of it, within na-
tional and international borders can have profound effects 
upon other basic human rights also outlined in the UDHR 
and other treaties. Without the right to leave one’s home 
and the right to return to it, a cultural worker may be polit-
ically repressed, prevented from observing his or her cho-
sen belief, prevented from enjoying the basic right to mar-
riage or family life, or blocked from a job or an education 
that ultimately could enhance his or her quality of life. While 
free movement may seem on the surface to be a fairly minor 
and obvious human right, it actually is one of the most basic 
rights that in many countries and for many nations around 
the world is undercut and compromised. 

For residency organisations, the guaranteed protection of 
the full human rights of their residents, as well as their own 
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As a residency organisation you can function as a strong 
partner. This work certainly affords to be well connected 
with legal and human rights bodies, as well as with your 
national Embassy in the home country of your resident in 
order to communicate quickly when an emergency visa, 
and other services like transportation or lodging on the 
journey out of the country or to the residency in the host 
country, is needed. This type of residency has to be backed 
up and welcomed by its local municipalities and the com-
munity in order to make sure that the demanding work is 
sustainable and accepted/tolerated by the residency en-
vironment. Unknown resistance would create extra risks.

Refuge residencies should offer a longer stay than a few 
months, a year or two, if possible, as an artist who has to 
flee alone or with her or his family surely needs to recover 
mentally and physically from all sorts of distress. Psycho-
logical services and therapies are certainly something you 
should consider offering as well or you are able to connect 
to organisations that do so. 

Certainly any amount of time is welcome that an artist 
who has to flee can spend safely, before traveling on. Your 
residency can just be the first halt on a longer journey. An-
other help almost every residency is in the position to ex-
tend is to offer their network contacts to seek all kinds of 
support or a (next) place to stay. 

Many repressed artists have 
to leave the country at a 
moment’s notice when it 
becomes life threatening to 
stay at home. Most of them 
have been attacked or  
assaulted repeatedly  
before they take the  
decision to leave. But when 
they decide to get out, they 
need strong partners on the 
other side, not just help in  
their own country. In an 
ideal case these partner-
ships have been built up 
already, so the artist has 
been under the radar of 
human rights organisations 
already, and the necessary 
steps can be imple-
mented without a risky 
prolongation. 
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— Ifex, global network, depending and pro-
moting free expression  
http://www.ifex.org/ 

— ARTSFEX is the global network in support 
of artistic freedom of expression  
http://artsfex.org/ 

— Freemuse is the world’s leading organi-
zation advocating freedom of expression 
for musicians

 http://freemuse.org/
— Arts advocacy / toolkit for campaign sup-

port (2013)
 http://www.wearemore.eu/wp-content/

uploads/2013/03/Nordic-advocacy-proj-
ect-report_Intercult_CAE_Jan-2013.pdf

— IFACCA Good practice guide on Arts  
Advocacy 
http://media.ifacca.org/files/FINALAdvo-
cacyGoodPracticeGuideJan2014.pdf

— Intro: Political Campaigning  
http://teh.net/publications/
intro-political-campaigning/

— Arts Rights Justice Toolkit “train-the-
Trainers” on Human rights in the arts, art-
ists’ rights, cultural rights 
Contact: ARJCAE@gmail.com

To set up a residency for refugee artists is on the one 
hand more demanding than a residency that is tar-
geted to unrepressed artists as you can come across a 
large range of psychological, medical, legal, cultural, 
social and political challenges that you cannot fore-
see. On the other hand, the level of inter-sectorial in-
volvement with public and private, state and foreign 
bodies is of great need in the cultural world. Many hu-
man rights and social justice organisation look out for 
residency partners and safe harbour programs.

Important contacts for partnerships 
There are a few organisations in the US and Europe, that 
help artists to find residency partners and safe havens in 
another part of the world, while they themselves cannot 
accommodate the artist or cultural worker. They have fan-
tastic networks and need to be informed and consulted 
with when you choose to set up a refugee residency for 
artists and cultural workers.
While freeDimensional tries to link activists and culture 
workers in need to services where applicable, they are 
not themselves able to provide direct legal counsel, psy-
cho-social services, or medical assistance. They give train-
ing for cultural agents to become safe harbour experts.
http://freedimensional.org/services/distress-services/
creative-safe-haven/

The International Cities of Refuge Network, ICORN, is an 
association of cities around the world dedicated to the 
value of Freedom of Expression. Writers have consistently 
been targets of politically motivated threats and persecu-
tion, and the network believes it is necessary for the inter-
national community to formulate and implement an ap-
propriate response. Each ICORN city focuses on one writer 
at a time, each writer representing the countless others in 
hiding, in prison or silenced forever. By providing a Guest 
Writer with a safe place to stay and economic security for a 
standard term of two years, ICORN cities make an import-
ant, practical contribution to the promotion of Freedom of 
Expression. http://www.icorn.org 

Organizations that work for the Right to express freely in 
the arts, and often look out for residency programs that 
they can turn to when being approached by an artist in 
need, are the following few. They also monitor Human 
rights assaults in the arts.
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Resources do not just mean 
money. It includes knowing 
the purpose of your artist 
residency and building on 
that knowledge continu-
ously – this mostly shows 
in the choices you make for 
your residency program. 
We feel that the people 
co-creating the program 
with you are your main as-
set and belong in this block 
too, this includes your staff, 
interns, volunteers.

We have added comments regarding LO-
CATION / LOCALITY to this block where it 
seemed useful in green. LOCATION / LOCAL-
ITY refers to the place where you manifest 
your artist residency. Maybe you are drawn 
to a specific part of the world, or you have 
access to a building under great conditions. 
Whatever the reason, you will have to deal 
with the local specifics, the social fabric, as 
well as the local/national law, among other 
things.

We have added comments regarding COM-
MUNICATION to this block in red. COMMU-
NICATION concerns tools and tips on how to 
best display, share and promote your artist 
residency.

RESOURCES
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Your residency program

The residency program 
entails all activities of your 
residency. Everything  
that includes your artist’s  
or resident’s stay, work and 
the involvement of the  
environment. It has to  
be the perfect match  
between your vision and 
the local reality: what sort 
of interaction and creation 
do you want your artist 
residency to facilitate?  
Who do you want to work 
with and what do you  
expect from those you 
choose to host? What role 
can your residency play for 
your surroundings? 

In any case, the residency program best entails the 
following information:

Eligible candidates: All restrictions are possible, i. e. 
painters only, or all media, age restrictions, geographi-
cal restrictions, this is your program. Most likely you will 
adapt your residency program a few times till you have 
found your perfect working context. Don’t be afraid to 
start somewhere and learn as you go. Look at many exam-
ples from others, on the Res Artis or Trans Artists database 
for instance. See what resonates and what makes sense in 
your local context. 

Time phase, duration of residency: Many programs 
don’t last longer than 3 months due to visa regulations 
that mostly don’t exceed the tourist stay beyond 90 days. 
Nonetheless, you can find longer residency periods like 
the two-year program of the Rijksakademie in Amster-
dam, who also supports the living costs of the artists stay-
ing with them, as you can hardly expect for someone to 
leave behind her or his life and income sources to survive 
without local support for 24 months, nor to build new 
ones abroad in that time period.

Very short-term residencies, on the other hand, can 
keep you very busy and might be administratively too 
exhausting or will not give you enough time to get to 
know the artist and her or his work in a relevant way. 
If a resident returns for a specific task, a shorter time 
frame can be perfect, though. It is also possible to 
split up a resident’s stay in two or three periods of 1-3 
months each. 

Define local environment: Define the (social) geography 
of your place and how it is connected to outer resources, 
city, rural, active art scene, cultural institutions in the prox-
imity, what sort of artist tools and techs do you have in 
house, what is possible to organise from the surroundings. 
What will you offer in order to access this environment? 
What do you expect in terms of interaction with locals? 
What is not possible that you know of already and resi-
dents might oversee?

What sort of support will you give? Some residencies 
guide there people through the local or regional cultur-
al field, and pay their travels to visit key persons for their 
work, or they drive them to other places of interest. Will 
you support the visa process, and do you have a funding 
list handy for your residents to apply for travel money? Ev-
ery sort of support you can offer up to the artists that you 
want to get into your residency program you should men-
tion online, in your residency program outline or in the ap-
plication guidelines. 

RESOURCES

Always ask yourself whether you have the personal 
and organisational resources now or in due time to re-
alize your ambition. Create partnerships to realize the 
goals you set for yourself, connect with other cultural 
actors or organisations to pool expertise in the fields 
where you lack them or to reinforce what you are up 
to. Building up slowly is the sustainable way to go.

From the residency program often the mission and vision 
statement result, of course this can also work the other 
way around. Some people know exactly with whom they 
want to work with and how, so they start with the residen-
cy program, others have a clear idea about what they want 
to affect – they begin with vision and mission. 

Alternatively, if you are not sure about how much en-
ergy can go into extra help, you can discuss poten-
tial options only with the chosen candidates, and not 
make a generally public note of it.

These questions might help to write a residency program:

— What sort of resident do you want to 
work with? 

— What is the desired exchange between 
you and the resident:  what can you offer, 
what do you expect?

— Is there a geographical restriction or an 
age group you want to focus on, i. e. do 
you want to appeal to minorities?

— What sort of creation, experimentation or 
medium do you want to focus on?

— Do you want to host cultural workers 
such as curators, or scientists, or maybe 
you want to bring different disciplines to-
gether to collaborate on a specific topic? 

— Are you envisioning that your residents 
will revive the local community or that 
they will i. e. teach the children in your 
village?  Or perhaps you live in a natural 
reserve area and your residents are in-
vited to explore and assess the variety of 
life or biosphere in it? 

— Do you want to support the tradition of 
crafting in your culture?

— Do you consider working as a (tempo-
rary) refuge residency, your residency 
helps them to find a first place to stay 
and continue their work as political or 
repressed artists abroad, or in their home 
country?

— Do you want your residency program to 
oblige the artist to make an exhibition 
or give a talk or write a report, or can the 
time at your residency be used freely 
without any commitments?

— Does the program entail specific travels 
that you organise and pay for? 

— Do want to start up an exchange with an-
other residency place in another country 
or your own?

— Do you want to work with the public 
(diplomatic) level in another country and 
help receiving artists from, say, Japan 
or Latin America? Or be involved in an 
artist exchange program with your local 
government?
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— A residency program must be highly vis-
ible so your constituency can find you, 
use a free blog or website like Wordpress 
or Blogspot, or buy your own URL and 
create a website. You can link your web-
site to partner websites, such as this free 
option: http://www.wooloo.org/. 

— If you work with invitations (instead of 
open calls for residents) only, then you 
can address your desired residents di-
rectly. Even if this is the case, you may 
still want a general audience to know 
about your public program, such as exhi-
bitions, workshops or artist talks which 
everyone is welcome to attend.

— Advertise your upcoming deadlines and 
residency program on local communi-
ty calendars as well as regional, national 
or international ones, too.  For a global 
reach, post online at http://www.e-art-
now.org (reasonable fee) or http://ww-
w.e-flux.com (more pricey), or as a mem-
ber on the Res Artis website, or the Trans 
Artists website.

— Use social media connected to your web-
site, announce deadlines through Face-
book or Twitter, make use of Facebook 
groups and Fan sites for extra informa-
tion visibility and exchange between 
people who are interested in what you 
are doing. 

Having an online presence including website, social me-
dia, and written articles, press and media coverage, will 
help you to attract sponsors and donors, as well as poten-
tial partners. If your website is fully updated, you can use 
references to your website when writing grant applica-
tions or when making contact with new partners or other 
supporters.  It will save you time.

Using online tools help you with fundrais-
ing and grant writing, for example, in pro-
viding statistics such as how many people 
subscribe to your e-Newsletter, how many 
unique website visits you have per month, 
and how many “likes” you got on Face-
book. Link your YouTube artists exit inter-
views to your website to communicate the 
great work you are doing to your potential 
sponsors.

Going online, 
going global

Clarity and transparency 
are a key factor for  
successful (online)  
communication, especially 
in the residency field where  
you are interacting and 
working with people 
from another cultural 
background more often 
than not. You don’t need to 
repeat crucial information 
over and over again but 
choose, next to a simple 
language, an accessible  
layout and website 
structure, and upload all 
documents the applicant 
needs in order to be fully 
informed. 

RESOURCES

97

97

Check this out

Ever needed to explain to someone what artists do at a 
residency, maybe this helps?

— ‘What do artists-in-residence do?’ 
http://www.bbc.co.uk/news/uk-14386970 

These can help you, especially if you are a newbie in the 
cultural sector: 

— The DIY guide – Creating a Cultural  
Centre (R.  Blaško, 2013)

 http://teh.net/publications/
guide-create-your-own-cultural-centre/

— On Leadership, governance models and 
management tools in independent cul-
tural centres 

 http://www.teh.net/TheResource/Search.
aspx?fid=82 

To Sum Up
Make sure that your residency program is completely 
transparent for the potential residents to understand what 
they can expect and whether that is in synch with what 
they are looking for. An unhappy resident is making your 
work very hard, and it will create a bad reputation in the 
field. If you can prevent this by being careful and precise 
then do it. 

You might find out that other public ser-
vices or institutional newsletters could be 
an option through which you could disperse 
information, like you can use the Res Artis 
newsletter for important items.  Also thinks 
of academies, cultural administrations, and 
tourist offices, especially if your residency 
is to a certain degree open to the public, as 
their constituency overlaps with yours, i.e. 
arts students, culture lovers, culture media.

Describe your local circumstances in detail to not create 
any illusions or wrong impressions, and let a third per-
son who does not know your circumstances (too well) 
test-read it for you. For instances, you might be located in 
trendy Amsterdam but if that concerns the last house in 
the east of the city, your resident will not find artist galler-
ies or even art supplies. Also, if you have no wifi or phone 
access, for instance, because your residency is located in a 
remote mountain area then you might want to emphasize 
this fact with testimonials from former residents who com-
ment on how they managed to “survive” without using a 
phone or going online. Some applicants will otherwise 
simply not believe you. Maybe former residents can write 
up some tips in the artists’ handbook as how to spend 
your time productively and in a fun way offline.
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Before we talk about public and private funding, we would 
like to mention loans, grants.

The usual suspects:
— Your Own Savings
— Grants 
— Arts Councils (Municipal, Regional, 

National)
— Public or Private Foundations
— Fundraising

Loans:
— Bank Loans: You will need collateral or 

have someone to guarantee the loan, 
and evidence of business transactions 
such as accounts receivable.

— Family & Friends: Individual support from 
your personal network: Host a “friend-
raiser” where you talk about your resi-
dency with friends and colleagues with-
out soliciting funds, but rather focusing 
on developing supporters who could 
become future donors.

— Personal loans: Be sure to draw up an 
agreement to avoid legal issues

— Microcredit Funding Programs: Com-
panies and non-profits that offer small 
loans to promote entrepreneurship to in-
dividuals who would not normally quali-
ty for bank financing

Finding the funding

Running an artist residency 
can be costly, but typically, 
start-up costs are even 
more demanding.  If you 
aren’t Zita Cobb (the dream 
weaver responsible for 
rejuvenating the distraught 
Fogo Island with a vibrant 
arts scene including an 
artist residency) who has 
ample pre-existing funds, 
you are most likely going to 
be starting from the ground 
up.

An artist residency program costs money and while you 
may decide to cover all or a portion of the visiting artist’s 
costs, doing so makes it necessary to find additional fund-
ing. Your residency might cover accommodations and 
food, but not airfare and per diem. If it proves sensible, 
help your visiting artist (in whatever way you can, i. e. with 
proof reading, finding grants, connecting her or him with 
someone who knows someone) with grant applications to 
help them cover costs that you don’t need to come up for. 

Figure out what you can afford. You may find that you 
have the ability to offer a stipend! By planning your 
program in advance, knowing how many residencies 
you will host per year and for how long, you can pur-
sue funding opportunities that are most appropriate 
for you. 
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well. 
— Make sure that you are eligible, follow 

the guidelines and that you have lots of 
time to write the application. Be sure to 
proofread, use spellcheck, submit sup-
porting documents, verify the budget, 
and most importantly, submit your appli-
cation on time. 

— If you are unsure about eligibility or stip-
ulations, contact the granting agency 
administrator to make sure you qualify. 
They will provide clarification, support, 
advice, and may even direct you to an-
other grant that is being offered by them 
or another funding institution that is 
more suitable. 

— Keep researching!  You might find seem-
ingly obscure grants in unlikely plac-
es such as the Davidoff Art Initiative 
http://davidoffartinitiative.com/index.
php#grants for “strengthening the visual 
arts in the Dominican Republic and the 
wider Caribbean region”.

You are the greatest asset to your art-
ist residency! Consider participating in 
professional development opportuni-
ties such as Mobility Programs and Fel-
lowships where you can learn from your 
peers in the artist residency field. Or or-
ganize a staff exchange if there is some-
thing you need to learn in another place 
that you know of. 

Grants to cover your operational costs, 
which mostly used to be state or local fun-
ding, are harder and harder to find. Very of-
ten you will have to redefine what you are 
doing and the costs connected to it into 
project grant proposals, addressing more 
than one foundation, or sponsors. 

Getting Creative:
— Community Partnerships: http://www.hi-

tachifoundation.org/storage/documents/
pocket_guide_nonprofit.pdf

— Community Sponsors: A cash and/or in-
kind fee paid in return for access to your 
residency’s constituency with the expec-
tation of a return on their investment.

— Fiscal Sponsorship: http://theintersection.
org/programs/intersection-incubator/
defining-fiscal-sponsorship/

— Membership Program
— International Awards and Fellowship 

Programs
— Local travel & tourism office
— Embassy or Consulate of a partnering res-

idency in another country
— Social Media
— Crowdfunding
— State Lottery
— Peer-to-Peer Lending
— A group of people lend money to each 

other, supporting similar efforts.
— Community bonds (an interest-bearing 

loan that is accessible to unaccredited 
investors) http://communitybonds.ca/
community-bond/

• is only issued by a non-profit or charita-
ble organization

• is accessibly priced for your community 
of supporters

• helps you grow your social impact

Grants:
— Res Artis’ funding database, find and 

share possibilities with your colleagues
 http://www.resartis.org/en/residencies/

funding/funding_sources_by_region/
— Grants are competitive and funding is not 

guaranteed. Use your business plan bud-
get to help you.  Know what your pro-
gramming needs are and be confident in 
describing their projected outcomes.

— Any artist that is applying to your resi-
dency should know if you have applied 
for grants, have been awarded a grant, 
and the amount.  If you are still in the ap-
plication processing phase, be prepared 
to pursue other funding opportunities or 
adjust the residency parameters. Most 
artists are familiar with the grant process 
and will apply for grants on their own as 
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Useful links

 — Here you find some information on sup-
port for residencies

 http://www.kulturkontaktnord.org/lang-
en/forms-of-funding/nordic-baltic-mobil-
ity-programme-for-culture/

— Support-for-artist-residencies 
— http://www.resartis.org/en/projects/

ressupport/ressupport_fellowship/
— There are even grants that support a res-

idency to develop stronger bonds with 
the community by connecting profes-
sional artists and non-arts community 
members in new relationships

 http://www.canadacouncil.ca/coun-
cil/grants/find-a-grant/grants/art-
ists-and-community-collaboration-pro-
gram-accp

 — Residency Funding, Canada
 http://www.artsoffice.ca/funding/other_

funding_resources/articles116.php
— Delaware Division of the Arts
 http://www.artsdel.org/grants/StartUp.

pdf
— http://www.artsdel.org/grants/ArtsStabi-

lization.pdf
— http://www.artsdel.org/grants/GeneralO-

peratingSupport.pdf
 — 20 Emergency Funding Sources for 

non-profits, it is written in the US but 
might inspire you when you live some-
where else too

 http://secure.cfw.org/document.
doc?id=378

— Start-Up Capital for For-Profit Social  
Entrepreneurs, Part 2: A Resource Guide 
http://www.huffingtonpost.com/ra-
chael-chong/start-up-capital-for-
for_b_352325.html

     Budget, EU operational grant 2012, Res Artis
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to understand how they can help develop what you are 
working on, instead of telling them what you think your 
residency needs. It is a slight change of perspective that is 
opening up for engagement instead of creating a feeling 
of being taken advantage of. 

Sometimes you might hear people refer to 
fundraising as “fun”-raising or “friend”-rais-
ing, because of the relationships that you 
develop within your community. Fundrais-
ing will most definitely help you establish 
your artist residency as a fixture in the com-
munity outside of your usual events of open 
studios, exhibitions and public workshops. 
When a community member connects with 
your residency through a donation, they are 
describing their support to you financially.

Although fun, the vast variety of fundraising activities 
can be overwhelming, so the following are introductions. 
Links for more information can be found at the end of this 
chapter. 
As is the case with many other ventures, sometimes be-
ing the jack-of-all-trades can wear you thin. This is where 
hiring competent and passionate staff will really help your 
residency succeed, which is especially true when it comes 
to fundraising. Between events, social media, sponsorship 
and stewarding donors, your fundraising staff member(s) 
will not only save you time and money, but will increase 
your constituency base and diversify your cash flow.

Case for Support: A Case for Support will help you to un-
derstand your role in your field. In this document you de-
scribe your raison d’être and how you operate in order for 
a third party to be attracted to you. The Case for Support 
is constantly evolving. It is donor-friendly, explaining the 
who, what, when, where, why and how of your residency 
through stories, photos, statistics, and says what donated 
funds will go towards, and most importantly, makes “the 
ask”: it clearly states how someone else can support you 
and where the money will go exactly.

Fundraising Plan: Fundraising is an intensive task that is 
developed daily. The fundraising plan maps out your fund-
raising strategies, month-by-month for a projected 1 to 5 
years. 
Even if your residency has plenty of cash now, disorga-
nized and ad hoc fundraising activities only make things 
more difficult in the long run. By writing a fundraising 
plan, your residency can focus its efforts, plan out the an-
nual fundraising calendar, and provide strategic guidance 
during busy times of the year or a change in staff. 

Your fundraising tools

Fundraising can make 
some people uneasy with 
thoughts of door-to-door 
canvassers or being stopped 
on the street, but you just 
may find that raising funds 
for your non-profit residen-
cy can be a challenge that 
will help you understand a 
lot about your practice and 
the culture of support or 
giving in your country and 
beyond.

Why should someone give to you? 
Your answer is likely to align with one of the following 
reasons:

 — Emotionally moved by your story
— Because they want to give something 

back to their community or group
— To feel that they are positively impacting 

someone’s life
— As a memorial to someone close to them  

or to leave their own legacy
— A belief that those with more should help 

those with less
— It’s popular to do so 
— Motivated by a tax dedication
— Someone simply asked them to give!

By understanding the motives why people do support or-
ganisations, you are going to be better equipped to for-
mulate your residency’s fundraising plan. When you are 
thinking about how to approach your potential constitu-
ents (that is, anybody who is a stakeholder or has any inter-
est in getting involved in your artist residency, program or 
organisation), it is best to be donor-centric. Inspire people 
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Great material to  
acquaint yourself with

— Here you find 20 Ways to Be 
Donor-Centric

 http://www.fundraisingsuccessmag.com/
article/20-ways-be-donor-centric/1#

 
— This checklist example will help you and 

your fundraiser(s) gather all of the mate-
rials you need before you begin writing 
your case for support

 https://charityvillage.com/Portals/0/
CaseForSupport_Checklist.pdf

— Here is a comprehensive, everything-
you-need-to-know guide on fundraising 
plans

 http://www.peoplepoweredmovement.
org/site/images/uploads/Fundraising_
Guide_1_-_Creating_a_Plan.pdf

Gather your donors yearly to meet each oth-
er and to talk to you. Invite them to your res-
idency to give them an update on what is 
new, including changes in your local con-
text or the way you run your residency (i. e. 
new studios, new public regulations, new 
local partners), or – if they are not too many 
yet – offer them a meal at your home once 
per annum, the familiarity this setting can 
create is often highly appreciated and can 
intensify the information flow between you 
and your donors, and can create productive 
bonds among the people who give to you.

Don’t shy away from involving associated or-
ganisations or individuals in your local envi-
ronment who can be helpful when it comes 
to fundraising. After all, you can meet these 
people in person and they can see with their 
own eyes what their money or their support 
affects. This might raise the pressure to per-
form as you can be watched from close by; 
on the other hand, you can create a steady 
‘circle of friends’, a solid donors’ base if you 
manage to keep these relations close, sim-
ple and truthful. 

Donor Program: As a non-profit artist residency, you may 
decide to ask individuals for support through email ap-
peals, face-to-face appeals, e-giving, participatory fund-
raising (like walk-a-thons and bake-offs) in addition to 
the options listed below. Acquiring new donors is much 
more difficult and costly than stewarding the ones that al-
ready show you they support you, so it is very important 
to thank you donors immediately after a donation is made, 
and to invite them to your events, ask if they would like to 
receive your newsletter and keep them informed of all of 
the amazing things your residency is doing!

These are two crucial things to remember when working 
with donors:

A. Don’t breach your donor’s trust by dis-
seminating their private information to 
third parties (unless they have given ex-
plicit consent). A simple statement can 
instil confidence in your donors, such as:

Donor Privacy Policy could sound like this:

‘We will not sell a donor’s personal information to anyone 
else, nor send donor mailings on behalf of other organiza-
tions because we value your support and are committed to 
protecting your privacy. We do not share, rent or sell neither 
our mailing list nor email list with/ to third parties.’ This ex-
ample is taken from the donor bill of rights: http://www.
smithcenter.org/donate/donor-privacy-policy.html

B. Keep track of your donors. A donor data-
base will help you keep track of who your 
donors are, what project/which residen-
cy programme they donated to, what is 
their donation history, average donation 
size, and any other communications you 
have with them.
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Sponsorship: When a company or business aligns them-
selves with your residency through sponsorship that can 
be either an in-kind donation (items ranging from the art 
supplies they sell in their store to food that they cater for 
your open studio) or monetary giving in support of i. e. an 
event, workshop series or book you write. 

Either way, they expect something in return: marketing 
opportunities and advertising to your constituency (hope-
fully leading to an increase in sales of their products/ser-
vices, or sometimes simply awareness).

Don’t forget to thank your sponsors with 
emails, invitations to exhibitions, or special 
events at your residency. Generally, keep 
your sponsors in the loop as they surely 
want to see what their support can affect. 
And for you, so you don’t have to start from 
scratch the next time you have a project 
that might interest them to support. 

Partnerships: While sponsorship is associated with ad-
vertising and multiple supporters, a partnership is a busi-
ness arrangement where both parties (the business and 
your residency) have a stake in how your residency is oper-
ated jointly, to varying degrees. Be sure to have contracts 
drawn up that outline obligations and expectations for 
both parties!

This can sound quite daunting, but there are options:

— General Partnership: both parties share 
equal rights

— Limited Partnership: limited liability com-
parable to the investment

— Limited Liability Partnership (LLP): parties 
are protected from personal liabilities

Sponsorships  
and partnership

Sponsoring and  
partnerships are the two 
most common ways for 
businesses (local, regional, 
national and international) 
to support your non-profit.  
Sometimes the two are 
mistakenly interchanged 
and although they are 
different, there is possibility 
for overlap. For example, a 
partner business can spon-
sor an event. 

     Partners, Acme Studios



RES ARTIS ARTIST RESIDENCY HANDBOOK 2015 RESOURCESRES ARTIS ARTIST RESIDENCY HANDBOOK 2015 120

     Partners, ZK/U Center for Art and Urbanistics 121RESOURCES

121

These are some advantages of exploring online fundrais-
ing, even for small organizations:

— Your potential reach has seriously 
expanded.

— You can easily access donations, with 
minimal fees. Before about 16% went 
into the organization’s overhead for ad-
min, with online donations you can limit 
that to a service fee of 0.5%. 

— You have 24/7 access to your fundraiser.
— You can share your story however you 

see fit. Use multimedia tools.
— You can feel safe about it. If you take the 

time to do some research before com-
mitting to a site, online fundraising is 
perfectly safe. Many of them use state-
of-the-art encryption technology to 
make sure donors’ financial information 
doesn’t end up in the wrong hands. Look 
into a site’s security options before start-
ing a fundraising page to make sure it’s 
right for you.

Online Fundraising

In the digital age, having 
a web presence is an  
important and highly  
effective tool to reach a 
bigger audience, both  
locally and worldwide. 
How can this audience be 
filtered down to the ones 
who would be inclined 
to fund you, and how to 
approach them with 
what information to be 
attractive? How much time 
should go into online fund-
raising opposed to grant 
writing or sponsorship? 
There is not one recipe for 
all. Find out what works 
best for your artist 
residency, and adapt your 
strategy as you go or grow.  
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You should try to make it as easy as possible for people 
to donate to you. One of the most important features 
your website can have is a Donate Now button that al-
lows a donor to donate to your residency immediate-
ly online using their credit card, iPad or smartphone. 
Keep in mind that Paypal and other donation-process-
ing companies often collect part of the proceeds as 
their fee for using their service.

Simply having a Donate Now button or widget likely won’t 
get you many donations. This is where your case for sup-
port comes in handy. Tell your story of why donations 
from generous supporters are so vital to your residen-
cy. Use personal stories of past residents explaining the 
life-changing experience they had at your residency or 
stories from members of the community about how your 
residency has revitalized the neighbourhood and helped 
them to understand art or learn specific techniques.

— Non-Profit Hub: 5 Online Donation Tools 
to Delight Your Donors

 http://www.nonprofithub.org/fea-
tured/5-online-donation-tools-to-de-
light-your-donors/
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Using social media as a fundraising tool is new territory. In 
2012, MDG Advertising in the US has taken stock of funds 
raised through social media and they have found that it 
has doubled in the past 5 years. They found that despite 
the average donation size of a moderate $59, social media 
is an extremely cost effective way to generate awareness, 
interest and action in your online campaign.

If you want to push your social media pres-
ence but feel that you don’t have the time 
for that, maybe you are lucky and can find 
an intern who is willing and eager to test 
and expand her or his communication skills 
in social media for you; it could be a great 
success in order for artists to find you as well 
as for a community of (financial) supporters 
to form around your residency’s goals and 
activities.

Social media infused fundraising allows organisations like 
artist residencies or individuals to interact with donors 
over messaging or update services, which means peo-
ple are continually informed on the progress of the proj-
ect; this makes it possible for potential donors to remain 
updated on future initiatives proposed by you. This then 
creates a perfect circle, allowing for your residency, for in-
stance, to continue the social media momentum for the 
issues and causes you feel passionate about.

At the end of the day, what does it mean for 
your residency to have 100,000 likes? You 
might have a very convincing answer to this 
question, if not, rethink your investment.
Having a social media presence requires 
constant updating with new photos, videos, 
and news tidbits, upcoming deadlines, shar-
ing posts and posting impactful stories. The 
biggest challenge is to keep social media 
social by interacting with your followers and 
speaking in a comfortable tone. 

Decide for yourself whether you have the time to add 
these extra channels of communication, and whether they 
don’t take away from doing your core activities well. 

Social media

Facebook, Twitter, 
Pinterest, LinkedIn, and 
Instagram. Social media 
is about being short and 
visually strong. We all know 
the study conducted by  
psychologist Albert  
Mehrabian that showed 
that 93% of communication 
is nonverbal, since visuals 
can be processed by the 
mind 60,000 times faster 
than text. With this in mind, 
it’s crucial to tell the story of 
your mission using appeal-
ing visual elements across 
all of your social platforms. 

To compliment your residency’s website, social me-
dia platforms will develop your network of friends, 
colleagues, constituents, and other like-minded peo-
ple. But first know why you should invest in it exact-
ly, what outcome you expect, and how much time you 
have at hand to achieve your goal.
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Define your goal first, and then choose the adequate 
communication tools.
Whatever communication tools you chose to work 
with, for community building or fundraising, make 
sure it increases your accountability towards your 
stakeholders: You should be able to count or describe 
the effect in some way or another, i. e. through in-
creasing membership or application numbers or a ris-
ing public interest in what you are doing that shows 
with a specific group or your constituency at large. 

— Fundraising Social Media, Non-profit 
Quarterly                

 https://nonprofitquarterly.org/pol-icyso-
cial-context/21507-infograph-ic-so-
cial-medias-impact%20on-giving-
in-2012.html

Of course you can use your social media not 
only for fundraising goals (directly) but also 
to do polls within your constituency to find 
out about their professional lives before or 
after they visited you, how many of them go 
on being active as artists, for instance? In the 
end the greater the visibility and transpar-
ency of your activities the easier it is for you 
to be found by the artists and the easier to 
communicate with funders about what you 
do, and who you are as an organisation. The 
more you know about your residency bet-
ter/more specific you can talk about it.
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In the cultural sector in Europe for instance crowdfunding 
is often discussed with a lot of prejudice and hesitation; it 
seems too easy a solution to a complex problem. Res Artis 
asked at several conferences in Europe about the use of 
crowdfunding tools in the sector. It seemed that not many 
in the cultural world can confirm that they actually have 
experience with it. There are always one or two organisa-
tions that have know-how, and if they do crowdfunding, 
they usually do it intensely, because it is not something 
you do on the side.

You can find many different crowdfund-
ing websites for different sectors, as well 
as within each sector. There are also crowd 
listings, which is helpful as they are themed. 
One listing might only list organisations or 
initiatives that create social projects; anoth-
er listing focuses on environmental crowd-
funding projects, and so on. This way you 
can already concentrate your online audi-
ence to some degree and it might be easi-
er for you to be found by those who have a 
natural interest in what you are doing. 

Rather than depending on large donations from a handful 
of individuals, with crowdfunding you can appeal to peo-
ple on the global net for small contributions through the 
chain of your network. 

The crowdfunding model is based on three kinds of actors: 

— the project initiator who proposes the 
idea and/or project to be funded; 

— individuals or groups who support the 
idea; 

— and a moderating organization (the 
“platform”) that brings the parties to-
gether to launch the idea. 

Setting up the project, event or endeavour is the easier 
part. More difficult is to describe why you need the funds 
and deciding what the funders will receive as token of 
their contributions; crowdfunding is based on the princi-
pal of reciprocity. You can raise funds through donations 
from two, three or more people over the internet towards 
a common service, project, product, investment, cause, or 
experience, but you must give back in some way or anoth-
er. Usually what you offer back is connected to what you 
intend to create or produce. In the case of an artist resi-
dency, this could be a free residency for a week or a month 
(depending on the amount donated) the book you intend 
to produce with the money you are raising, an exclusive 
artist interview or a free entrance to your next event. 

Crowdfunding

The idea of crowdfunding 
dates back to 1885 when 
a New York newspaper 
started a campaign to help 
fund The Statue of Liberty’s 
pedestal, according to the 
BBC. More than 160,000 
donors, including young 
children, businessmen, 
street cleaners and  
politicians chipped in and in 
just five months the world 
raised $101,091 – enough 
to complete the pedestal. 
Today, websites such as 
Zopa, Funding Circle and 
Kickstarter are being used 
as platforms for similar 
efforts to fund projects and 
causes. In 2013, the crowd-
funding industry grew to be 
over $5.1 billion worldwide, 
says Forbes Magazine. 
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Several dedicated civic crowdfunding platforms have 
emerged in the US and the UK, some of which have 
led to the first direct involvement of governments in 
crowdfunding.

One of the challenges of posting new ideas on crowd-
funding sites is that there may be little or no intellectu-
al property (IP) protection provided by the sites them-
selves. Once an idea is posted, it can be copied. Ideas 
can be protected on crowdfunding sites through ear-
ly filing of patent applications, use of copyright and 
trademark protection as well as a new form of idea 
protection supported by the World Intellectual Prop-
erty Organization called Creative Barcode.

— Creative Barcode, found at
 http://en.wikipedia.org/wiki/

Crowdfunding#Significant_campaigns
— Two success stories of artist residencies
 https://www.kickstarter.

com/projects/1569629484/
acre-artist-residency

— http://wedid.it/campaigns/25-help-fund-
our-art-residencies

— Crowdfunding links and more
 https://home.justgiving.com/
— http://www.razoo.com/br/

fundraisingideas/arts-fundraising
— http://wedid.it/
— Read about risks and failures for creators
 http://en.wikipedia.org/wiki/

Crowdfunding#Benefits_for_the_creator
— Angel Investors
 http://en.wikipedia.org/wiki/

Angel_investor
— Crowdsourcing
 http://nl.wikipedia.org/wiki/

Crowdsourcing
— Bibliography
 http://www.forbes.com/sites/

hsbc/2014/08/05/crowdfundings-un-
tapped-potential-in-emerging-markets/

When having to make a case for your residency read 
through your case for support. The next step is to use 
your networks to spread the word on your social media 
platforms.

Sometimes crowdfunding doesn’t work but on the oth-
er hand, have you received every grant you have ap-
plied for in the past? For example, for some websites, if 
you don’t reach your goal before the deadline that you 
set, the funders have their pledge returned to their 
bank accounts. This is why it is vital to have a com-
pelling appeal with stories, photos and maybe a vid-
eo and to carefully read through the conditions of the 
crowdfunding website you are using. 

— Latest developments in crowdfunding 
 that might inspire, found at
  http://en.wikipedia.org/wiki/

Crowdfunding#Significant_campaigns

A variety of crowdfunding platforms have emerged to al-
low ordinary web users to support specific philanthropic 
projects without the need for large amounts of money.

Global Giving allows individuals to browse through a selec-
tion of small projects proposed by nonprofit organizations 
worldwide, donating funds to projects of their choice. Mi-
crocredit crowdfunding platforms such as Kiva (organiza-
tion) and Wokai facilitate crowdfunding of loans managed 
by microcredit organizations in developing countries.

The US-based non-profit Zidisha offers a new twist on 
these themes, applying a direct person-to-person lending 
model to microcredit lending for low-income small busi-
ness owners in developing countries. Zidisha borrowers 
who pass a background check may post microloan applica-
tions directly on the Zidisha website, specifying proposed 
credit terms and interest rates. Individual web users in the 
US and Europe can lend as little as one US dollar, and Zidis-
ha’s crowdfunding platform allows lenders and borrowers 
to engage in direct dialogue. Repaid principal and interest 
in returned to the lenders, who may withdraw the cash or 
use it to fund new loans.

http://www.donorschoose.org, founded in 2000, allows 
public school teachers in the United States to request ma-
terials for their classrooms. Individuals can lend money 
to teacher-proposed projects, and the organization fulfils 
and delivers supplies to schools. There are also a number 
of own-branded university crowdfunding websites, which 
enable students and staff to create projects and receive 
funding from alumni of the university or the general public.
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Telling your residency’s story through video is maybe the 
most effective visual tool for not just fundraising, but also 
your marketing, advertising and other external communi-
cations. So you might find it okay to invest a bit of extra 
time in producing such a video when you know that you 
can reuse it to introduce your residency to stakeholders, 
new partners, at conferences or to put it on YouTube.

Here are a few practical tips:

— You don’t need a video camera to make 
a video. You can make one using still im-
ages and some audio (music or recorded 
voice-overs)

— Check out Music Bakery for royalty-free 
music.

— Content, content, content. Amazing 
content will not only keep your viewers’ 
attention, but will engage them in your 
message. 

— Use numbers as well as short stories. 
Write numbers in your visuals. 

— Use a voice over for narrative information 
to not break the visual flow.

— Keep it short and sweet. Consider exper-
imenting with short clips of under 1 min-
ute first using simple story lines.

— Make the Ask. YouTube makes it easy to 
overlay a call to action over your video. 
Don’t forget to make it clear what sort 
of support you want to gain, how much 
money and precisely for what.

— Put it in the budget. For a more import-
ant video, for instance, your end-of-
year campaign, hire a professional. You 
should own all the original footage so 
you can use it later and it is a good way 
to save money.

— Have your friends and family test your 
story before putting it online. 

These are two examples where people did fundraising on 
the internet using video:

— https://www.youtube.com/
watch?v=LaRLBOJZINw

— https://www.youtube.com/
watch?v=l_QI498GTV0

— The Artist Residency at Textile Art Center 
showcases an cultural organisation using 
vimeo to fundraise

 http://vimeo.com/67741114

Portraying with videos

The stories of non-profits 
are often powerful but not 
valued enough or not seen 
as specifically captivating 
by the people in the field 
themselves. Videos can 
greatly help to tell your 
story, and to make it easier 
for others to see themselves 
in your story and to support 
your cause or mission.
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There are a number of draw-backs such as partnering with 
a mobile provider, amount restrictions ($5 or $10) difficulty 
in collecting donor information, extra costs (fees, technol-
ogy), waiting time of 1-2 months for funds to be released 
and even typos can be a drag. New apps might be devel-
oped as we speak to make this great tool handier. 
Let us know if you know of something: 
handbook@resartis.org

SMS fundraising might prove fruitful in the future at your 
annual events, workshops, exhibitions, ads in your local 
community newspaper and other occasions where donors 
want to give on-the-spot, but don’t have cash or access to 
a computer. All it takes is a quick text message. 

You might be surprised to find out that 
even your friends and local supporters (who 
might travel a lot too) prefer to text message 
a donation than to give it to you in cash or 
do a bank transfer. 

Donations with text 
messages and apps

While not yet as popular 
among smaller organi-
zations, especially arts 
non-profits, Short Message 
Service (SMS) fundraising 
is something to be aware 
of. By easily texting a word 
or short phrase, donors 
are able to make a gift to 
a non-profit with little or 
no additional charges. 
Their donation appears 
as a charge on their next 
month’s mobile phone bill.
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 http://www.prcrc.org/Webdocuments/
NonProfit3_FundraisingPlan.pdf

— Here is the Association of Fundraising 
Professionals’ Sample Annual Fund De-
velopment Plan:  
http://tinyngos.weebly.com/up-
loads/2/3/2/5/23253862/afp_sample_
fund_development_plan.pdf 

Privacy Policy:
— Privacy and Fundraising Policies:  

Yonge Street Mission
 https://www.ysm.ca/privacy-policy/ 

Sponsorship:
— IEG Sponsorship Report: Best Practices: 

Selling Arts Sponsorship
 http://www.sponsorship.com/

iegsr/2012/09/10/Best-Practices--Selling-
Sponsorship-To-The-Arts.aspx

— The Intersection, Corporate Sponsorship 
for the Arts

 http://theintersection.org/support/
corporate-sponsorship/

Partnership:
— What works and What Doesn’t in 

Non-profit Arts Partnerships
 http://www.creativecity.ca/database/

files/library/partnership_art_form.pdf
— The Hitachi Foundation: A Pocket Guide 

for Non-profit Leaders
 http://www.hitachifoundation.org/stor-

age/documents/pocket_guide_nonprof-
it.Pdf

Social Media:
— The Fundraising Authority: What Exactly 

Should My Non-Profit DO on Social Me-
dia?  
http://www.thefundraisingauthority.
com/internet-fundraising/what-exactly-
should-my-non-profit-do-on-social-me-
dia/ 

— Brad Aronson’s Blog: Social Media for 
Non-profits–22 High-Impact, Low Cost 
Opportunities 

 http://www.bradaronson.
com/22-high-impact-low-cost-social-me-
dia-opportunities-for-nonprofits/

— Facebook’s Causes 
 https://www.causes.com/ 

We gathered this for you

Some books that might interest you:
— The Life You Can Save by Peter Singer
 http://www.thelifeyoucansave.org/ 
— The Little Book of Gold: Fundraising for 

Small (and Very Small) Nonprofits by Erik 
Hanberg 

 http://www.thelittlebookofgold.com/
— The Way We Think About Charity is Dead 

Wrong by Dan Pallotta (TED Talk video)
 https://www.youtube.com/

watch?v=bfAzi6D5FpM

Information on Fundraising Tools online 
and offline:
— Finding The Perfect Donor Database In 

An Imperfect World
 http://www.slideshare.net/NonprofitWe-

binars/finding-the-perfect-donor-data-
base-in-an-imperfect-world

— E-Learning courses through Charity 
Village

 https://charityvillage.com/elearning.aspx
— Free Downloads from the Fundraising 

Guru, Tom Ahern!
  http://aherncomm.com/download.php 
— Museums Association: Planning a Suc-

cessful Fundraising Campaign
 http://www.museumsassociation.org/

museum-practice/fundraising/16528
— Association of Fundraising Professionals
 http://www.afpnet.org/ 
— Power to the people – Strategic Market-

ing through Audience Development (L. 
de Haan, 2014) 

 http://teh.net/publications/
input-audience-development/

Case for Support:
— Ahern Donor Communications: 

Downloads
 http://aherncomm.com/download.

php?list.12

Fundraising Plan:
— A Fundraising Resource Kit for Develop-

ing a Fundraising Plan: The Neil Squire 
Foundation
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Raffles:
— 4 Steps to Planning a Charity Raffle
 http://blogs.findlaw.com/free_en-

terprise/2009/09/4-steps-to-plan-
ning-a-charity-raffle.html

— Raffle Mate 
 http://www.artbusiness.com/auctips.

html

Auctions:
— Art Auction Fundraiser Tips and Pointers 

for Artists, Non-profits, and Bidders
 http://www.artbusiness.com/auctips.

html
— http://issuu.com/glaad/docs/

artauctioncatalog_v7
— ACRE, Country Fair Auction 
 http://www.acreresidency.org/acre-coun-

try-fair-fundraiser-auction-items/
— Residency Unlimited, Funraiser
 http://residencyunlimited.org/
— http://propellerctr.com/past-exhibitons/

off-the-wall-propeller-fundraiser-satur-
day-december-15-730pmfunraiser-ju-
ly-2012/

Videos:
— A collection of Artist-in-Residence Videos 

https://www.youtube.com/user/artsmia
— YouTube’s Do Gooder Non-profit Video 

Awards
 http://www.youtube.com/user/

nonprofitvideoawards
— Youtube Non-profits
 https://www.youtube.com/nonprofits 
— MSDS: Best Practices in Non-profit Video 

Storytelling
 http://ms-ds.com/our-think-

ing/week-in-review/
best-practices-nonprofit-video-storytelling

— The Digital Naturalist: The Ways: A Behind-
the-Scenes Look at Creating a Short-Film 
Series 

 http://www.thedigitalnaturalist.com/
home/2013/10/29/the-ways-a-behind-the-
scenes-look-at-creating-a-short-film-s.html

— Photo + Video + Digital Marketing: 10 Best 
Non-Profit Videos of 2012

 http://www.kylevermeulen.
com/2013/02/02/10-best-non-profit-videos-
of-2012/ 

Crowdfunding:
— International GlobalGiving site
 http://www.globalgiving.org/ 
— Introducing Crowdfunding (A. Foxcroft & K. 

Khan, updated 2013)
 http://teh.net/publications/

introducing-crowdfunding/
— Crowdfunding for the Arts and Cultural 

Sector
 http://www.slideshare.net/SianJamieson1/

crowdfunding-for-the-arts-and-cultural-sec-
tor

— Socialbrite: 15 Ways to Crowdfund your 
Startup or Project

 http://www.socialbrite.org/2011/04/26/

Events
— Wild Apricot: Event Planning Guide
 http://www.wildapricot.com/

membership-articles/eg-event-checklist

     Fundraiser, 18th Street Art Center, USA
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     Individual Donation Forms, Acme Studios      Fundraising Community Program, Chalk Hill Artist Residency
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Depending on the size of your artist residency you might 
find it useful to visualize the way you want to structure 
your organisation staff-wise – with a chart. The organisa-
tional chart constitutes the graphic depiction of the hier-
archical structure of the organisation. It is sometimes also 
called an org chart or organogram. 

An organogram is a very helpful tool when considering 
the operational tasks of your residency when starting up 
but also when planning to add or reduce staff.

Aside from the hierarchical structure, the organogram 
also illustrates the horizontal and vertical relationships in 
each organization. Such charts mirror the power and in-
teraction relationships within an organisation and are 
very useful for you and your employees to distinguish 
the main duties within all the staff position. It indicates 
the names and job titles of the entire staff and shows how 
their positions are connected with each other. Organi-
sational charts also create clear lines of communication, 
which is the foundation for a smooth implementation of 
the tasks that you set for yourself and your organisation. 

There exist various types and shapes of organisational 
charts, i. e. the simple org chart, the functional one, the 
one that is designed according to the different geograph-
ic locations of the organisation but also the matrix and 
the hybrid chart. To get a more detailed picture, you can 
download the file “Types of organograms” attached to this 
chapter.

The more complicated an organisational chart, the 
greater the risk of dysfunctional staff hierarchies 
within your organization. Make sure your chart is sim-
ple and clear, so that people don’t waste time deci-
phering it.

Finally, it should be stated that an organogram doesn’t 
provide information on the responsibilities among the 
employees of an organisation. It simply depicts the hier-
archical ordering of an organisation and is used for staff 
management purposes.

Finding your staff

Finding the people you 
need and love to work with 
takes some preparation. 
Generally speaking, it is 
important to start up small 
with a minimum of staff 
that can be paid. Try to 
involve people that can 
be reimbursed with other 
things than money, too, 
like contacts, experience or 
insights. Use your private 
networks to find your staff 
as well as affiliated public 
platforms for (free) ads. 
Sometimes knowing a 
person’s drive can be more 
decisive than an impressive 
CV from someone you have 
never met.
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— You can find software that is particular-
ly tailored to designing organograms, or 
an organisational chart can also easily be 
developed using basic Microsoft Word 
shape tools. 

 http://management.about.com/cs/gen-
eralmanagement/a/OrgCharts.htm

— http://www.macmillandictio-
nary.com/thesaurus/british/
organogram#organogram_4

— http://ebookbrowseee.com/864-types-
of-organograms-pdf-d13032279

Samples

— Organigram – Kulturkontakt, Austria  
 The graphic depiction of the organisation 

of Kulturkontakt is notable for its simple 
but effective structure.

 http://www.kulturkontakt.or.at/medien/
A2/%7BA21C8AFF-EF8B-4F76-A629-A7D-
71059C6CB%7D/KKA%20Organi-
gramm%202014.png?rn=39456,2

— Organizational Chart -Sioux City Arts 
Centre, USA. This organizational chart is 
more traditional, connecting the various 
positions in vertical.

 http://www.sioux-city.org/attachments/
article/424/FY11%20Appr%20Oper%20
Art%20Center.pdf
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Job descriptions 
and job profiles

An organisation is only as 
strong as its staff. We have 
all heard this line before, 
but how do you choose 
the functions in your team 
wisely? Who do you need 
to fulfil your mission, and 
what kind of team can 
inspire your vision?

Before you start hiring people you should decide on the 
number and diversity of roles that could be embedded 
within your artist residency organization, which you sure-
ly have done if you worked with an organogram to gain 
some clarity. You should be able to compose specific job 
descriptions and duty requirement plans for each one of 
the positions.

Every activity you develop must be aligned with your 
mission statement. Therefore it is wise to instil in each 
one of your employee profiles a commitment towards 
your organisation’s mission. Bear in mind that your 
staff forms the back-bone of your organisation and rep-
resents your artist residency wherever she or he goes. 

There exist a great number of job profiles that belong to 
a non-profit organisation. We developed a tentative list 
that includes the most common categories of staff that 
residencies can potentially generate within their organiza-
tional structure. We are well aware of the fact that many 
artist residencies combine many of the below listed pro-
files in one person, as budgets are often small, and there 
are certain benefits to keeping one’s tasks concentrated 
among a handful of people.  

Use these profiles for inspiration, even if your residen-
cy is built with 2-3 (paid) staff or is organised in a strong 
horizontal hierarchy; it can be helpful to rethink the re-
sponsibilities you had in mind to share within your artist 
residency. 

We also know of quite wonderful jobs in the residency 
world that you cannot find in a general list of profiles, 
like the artist that is hired in a paid position by the 
Finnish Kone Foundation residency program to orga-
nise community related art all year round with the res-
idents or on her own. What farsightedness such a resi-
dency program is proving!  

Managing/Executive director: She/he is responsible for 
supervising and managing all the tasks concerning the 
functioning of the residency organisation as well as in-
forming and establishing an efficient and productive re-
lationship with the board of directors. In most cases, the 
executive director is appointed by the board of directors, 
in some cases, the director has to be approved by a cer-
tain percentage of the organisation’s members. Her/his re-
sponsibilities include the recruitment and supervision of 
staff, and also the instilment of the organisation’s vision 
and mission through the staff members. He/she is also 
responsible for administrating the financial data of the 
organisation. 
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activity and represents the organisation’s programmatic 
purpose/image by participating in meetings and key sec-
tor events. It should be mentioned at this point that when 
the non-profit is still newly established, the role of the ex-
ecutive director can be merged with the one of the pro-
gramme director. It is advisable to split the many aspects 
of these two profiles as soon as possible, in order to create 
better focus on the responsibilities that concern the flow 
of the organisation from the inside (executive director or 
manager) and the activities of the organisation that repre-
sent it to the outside, the audiences (programme director). 

In addition, the programme director also has a curatori-
al role for the residency’s public events, like symposia or 
exhibitions. She/he is responsible for the financial and 
communicative aspects of all the programmes, she/he re-
searches and writes grant applications to secure the nec-
essary financial means, and has to build partnerships and 
entertain various liaisons to find sponsors to support and 
expand the organisational activities. The programme di-
rector works closely with the executive director and the 
communications manager in order to ensure that her/his 
activities function within the mission of the organisation 
and to discuss strategies on how to create and find an au-
dience for them.

The programme director will inform the successful res-
idents and keep up communication with her or him till 
all documents are signed or exchanged. It most certain-
ly is her task to welcome, instruct and guide the resident 
through the residency period, maybe together with her 
assistant, and help with regard to all questions concern-
ing the residency program, artistic production, exhibitions 
and transport of art work etc. She or he is often choosing 
the residents or does so together with the board or the ex-
ecutive manager. 

In a smaller residency, this is of course the task of the resi-
dency director who is often responsible for the executive 
and program decision making, and whoever else she or he 
deems beneficial or efficient to work with.

Secretary or administrative director: She/he is respon-
sible for implementing all the administrative tasks within 
the organisation. The tasks of the administrative director 
are of multi-disciplinary nature and range from dealing 
with public service issues to archiving documents or deal-
ing with the organisation’s paperwork. More specifically, a 
secretary is responsible for drafting the meeting minutes 
and agendas as well as distributing them to all interest-
ed parts. Sometimes the budget and book control also re-
side in this profile. She/he executes an important part of 

Moreover, the managing director often is responsible for 
composing the non-profit’s fundraising plan and approv-
ing and implementing the organisation’s promotional 
practices so as to increase public awareness. Fundraising 
tasks can also be bundled in a separate position, where 
someone has fundraising as a sole responsibility. This de-
pends on the size of your residency, and on personal pref-
erences as what makes most sense with regard to the peo-
ple you work with and their talents or skills.

The managing director is in charge of gathering all the 
documents described in the following checklist:

General:
— Most recent annual report
— Strategic plan
— Staff contact sheet
— Board roster and contact information
— Board policies and procedures
— Minutes from recent board meetings
— Technology inventory

Organizational:
— Conflict of interest policy
— Bylaws
— IRS determination letter (US ONLY)

Human Resources:
— Personnel handbook
— All job or position descriptions 
— Employee orientation manual and 

process

Financial:
— Current fiscal year budget
— Current statement of financial position 

and activities
— Recent audit information (if applicable)

Fundraising:
— Funding matrix (with funder name, 

amounts, and report deadlines)
— Fundraising plan
— Recent proposal(s)

Programme director: In general, the programme direc-
tor has to ensure that the projects of the residency organ-
isation reflect its mission and vision. He/she manages that 
through designing, planning, developing and implement-
ing the residency program and all its sub-programs (like 
exhibitions, partnerships etc.). She/he holds a key role in 
updating the board of directors on the annual programme 
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More specifically, assistance is greatly required for the im-
plementation of administrative issues. The project assis-
tant has quite similar responsibilities as the administrative 
director, except her/his tasks are limited and tailored only 
to the specific project she/he is involved in. 
Marketing coordinator/ Marketing manager: The market-
ing coordinator is the one responsible for designing, im-
plementing and accomplishing the marketing plan and 
marketing strategy of your residency organisation. Here it 
is important to remember that the marketing plan has to 
be in sync with the mission and objectives of the organi-
sation, and flows back into the fundraising plan. The over-
all objective of the marketing manager is to create a mar-
keting plan that can establish a competitive advantage 
for the non-profit. According to Francois Colbert (2007, p. 
283), the marketing manager has to find answers to the 
following five questions in order to achieve the organisa-
tion’s goals and objectives:

— Where are we as a residency/non-profit?
— Where do we want to go?
— How much effort are we going to put into 

marketing?
— How do we want to get there?
— How can we do it?

In a smaller organisation, this can be the task of the man-
aging director or be part of development/communication, 
or the board. 

Communications/PR: She/he is the one responsible for 
designing and laying the foundations for implementing 
the appropriate internal and external communications 
that will assist in the development of the non-profit as 
defined in the business plan. Communications and pub-
lic relations hold a crucial role today, where social media 
and other online tools are at the core of how we create 
audiences and public engagement for our services and 
projects. The communications strategy can be part of the 
broader marketing strategy of the organisation. For the 
smaller non-profits, the communication and PR can be im-
plemented by an outsourcing procedure to a specialized 
marketing and communication corporation, or be part of 
the managing director’s tasks.  

Executing a communication plan can be very time con-
suming, and it might be possible to hand over parts of it  
to interns, an in tern for communications could develop 
the social media part, or be responsible for your newslet-
ter, or community email.

Web editor: She/he is responsible for editing the online 

the communication strategy of the organisation as the re-
sponsibilities also include replying to emails, sending an-
nual, biannual or weekly newsletters, answering phone 
calls and providing general but substantial information 
concerning the residency program. Therefore, the ad-
ministrative director is also required to have great insight 
into the organisation, the staff but also the organisation’s 
management timeline. Other tasks a secretary might be 
in charge of include documentation, scheduling appoint-
ments, fulfilling legal deadlines, storage and easy acces-
sibility of the documents’ archives but also the latter’s 
updating and renewal whenever this is required or sug-
gested by the board. The administrative director or secre-
tary of a non-profit most of the times reports to the execu-
tive director, unless she/he executes tasks for all the above 
mentioned positions, in such cases she/he has to report 
to each one of them separately. She/he also reports to the 
board of directors. 

Project coordinator/Project manager: The project co-
ordinator/ project manager is responsible for leading an 
assigned project within the residency program or out-
side of it, that can be a research project on green mobil-
ity, for instance, that your residency wants to do together 
with the local university. In a smaller organisation, this task 
is merged with the program director’s responsibilities. If 
not, she/he has to report to the program director. She/
he is responsible for formulating the project’s team, and 
most importantly, for providing on-going support to team 
members. As far as the project is concerned, the project 
coordinator is responsible for taking care of every single 
aspect of the project, including managing potential risks. 
A number of the responsibilities of the project manager 
are displayed below: 

— Crafting an effective project manage-
ment plan and improving it as nec-
essary to guarantee consistency and 
applicability. 

— Keeping the different variables of a proj-
ect such as cost, schedule, scope, and de-
liverables on track. 

— Managing risk and offering regular and 
accurate reports about project status/
metrics.

— Managing the needs and expectations of 
the board and/or members

Project assistant: As it can be easily guessed, the proj-
ect coordinator is in great need of someone that can pro-
vide her/him with support in order to accomplish the proj-
ect within the specific timeframe set by the organisation. 

Every year your residency has to produce an 
internal audit, an annual budget overview 
or financial report, for the board or the di-
rectorship of your residency or organiza-
tion. It can also happen that you are asked 
by a grant giver (some EU grants, for in-
stance) to create an audit at any given mo-
ment of the year. Mostly, a book keeper will 
have to help you prepare it and will ask for 
some money in return. If you are smart you 
will put these administrative costs into that 
very grant proposal you need the audit for, 
or write it into an operational grant you are 
working with later in the year.

Sometimes organisations collaborate with 
their regional universities by informing 
them on their internship positions and re-
cruiting interns through them. 

Make sure you mention your interns with 
a photo on your website and any other 
place where your office is being represent-
ed, maybe there is a place at the entrance/
the door to your office where all the people 
working there are listed. Routinely update 
that piece of information by adding the cur-
rent interns’ names.

media of the residency and follows the guidelines of both 
the marketing and communications executives in order 
to implement an online marketing and communications 
strategy. She/he is also in charge of designing applications 
specified to the needs of the executive or programme 
director. 

Financial administrator/Accountant: If the executive di-
rector does not have complete financial administration du-
ties, then the non-profit needs the help of a professional 
accountant/financial administrator to take care of its finan-
cial statements. This procedure can also be outsourced to 
expert accounting companies.

Technical staff: They assist the curator, workshop manag-
er, project coordinator or any other staff on technical activ-
ities, i.e. preparing the technical aspects of an exhibition, 
or presentation in your residency, or maintaining the com-
puter lab in a residency etc. 

Interns: Many cultural organisations run internship pro-
grams for students, (foreign) graduates or young cultural 
workers. This feature is very important for the cultural sec-
tor since it provides the chance for young professionals to 
get in touch with the inner workings of a non-profit and to 
broaden their knowledge and experience for a later hired 
position. Interns can assist in the development of the or-
ganisation by bringing fresh and innovative ideas to the 
non-profit. 

If you are willing to run an internship programme, the 
number of interns you decide to employ, their tasks, 
and their period of stay depends on the non-profit’s 
needs and on the intern’s availability and capabilities. 

Similarly, an internship asks for preparedness on your side 
to make the most out of the few months that you might 
work with an intern. A more satisfying experience is creat-
ed on both sides if you can be precise with your tasks and 
adapt them as you go, depending on how the intern shows 
interest and skills on the job. Equally, the intern you work 
with must demonstrate self-motivation and team spirit in 
order to be able to pick up and apply relatively quickly a lot 
of information. Each intern has different talents and areas 
of interest, and it is worthwhile to feature and foster them.

Volunteer’s coordinator: The tasks of the volunteer coor-
dinator are to recruit, manage, guide and retain the organ-
isation’s volunteering team in order to fulfil the residency’s 
goals.
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A volunteer program cannot be part of a for-profit 
organisation.

Volunteerism is a decisive pillar of the non-profit field. Vol-
unteers are of high importance for an organisation, not 
only because they promote its social profile but also be-
cause they create a relationship of understanding within 
the organisation and, in a broader sense, beyond it. 
Remember that the board members of your residency or-
ganisation often work in a voluntary capacity, which sets 
the tone of respect between you and them.

Do not forget to prepare contracts for your interns and 
volunteers that will formalize a mutually satisfying collab-
oration agreement. 

To sum up
Each one of the job profiles described above holds a key 
role towards the development and the sustainability of 
your organisation, therefore you should not underesti-
mate any job profile. In particular, unpaid or low-paid po-
sitions like interns or volunteers have substantial impact 
on your organisation’s reputation and function as multi-
pliers for your organisation and amplifiers of your organ-
isation’s mission statement. It is important they feel wel-
come, heard and respected for their input. 
Each job position can be offered full-time or part-time de-
pending on the needs and budget of your non-profit. 
In addition, many of the above job categories can be sub-
divided in further supplementary positions, or bundled 
together in one profile. The fine tuning and further divi-
sion of job profiles depends largely on your specific needs 
and the financial capacity of your residency.  

   Send us descriptions of more exotic positions in your 
artist residency, maybe you have hired someone to get 
your mail from your city address to your remote resi-
dency in the mountains in Switzerland, or you have a 
communication responsible in Turkey who needs to 
work long-distance instead of with you in Belgium for 
very specific reasons, or you have mutually profitable 
agreement with a local lawyer, and so on. It would be 
very interesting to see how and what the artist resi-
dency contributes to the international job market, not 
at last to advocate for our field before the public level. 
handbook@resartis.org

     Code of Conduct, Rockefeller Foundation, 1/7
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Personnel handbook

The personnel handbook 
defines the framework 
for your staff to act, to ex-
change and to produce in. 
It must be written carefully 
and leave enough room for 
discretion when handling 
employee disputes and 
disciplinary situations. 
Reserve the right to add to, 
delete from, and modify 
your handbook, as your 
organisational needs and 
conditions might change 
over time. 

Important sections that we would advise you to include 
within your personnel handbook are presented in this list. 
It contains everything that directly concerns your staff or 
helps them understand the context of their work:

— Mission of the organisation
— Overview (what is this handbook for and 

what aspects does it facilitate or define)
— Definition of terms (what does full-time 

and part-time employment mean in terms 
of working hours/working days etc.)

— Discrimination issues
— Harassment, anti-discrimination policies  

(sexual and racial harassment policies, 
HIV/AIDS policy, definitions of what is not 
permitted and provide a mechanism by 
which a complaining employee can by-
pass the alleged harasser)

— Employment termination / separation 
(who can terminate the employment how 
and when)

— Policy against violence (threatening lan-
guage and acts of threat or violence)

— Technology policies (how are telephone, 
email and the Internet used by the staff of 
the organisation)

— Rules of conduct 
— Compensation policies (salary procedures, 

overtime pay,  salary deductions, retire-
ment plans, Insurances)

— Benefit policies (holiday regulations, vaca-
tions, sickness, short term disability)

— Leave policies (family and medical leave, 
mother’s leave, military leave, holidays)

— Return policy (employees must return to 
the organisation any property or equip-
ment they have in their possession, after 
the termination of their employment, i. e. 
office keys, security passes et al.)

— Hours of operation
— Hiring procedures (basis of selection pro-

cedures, are there evaluation periods for 
new staff, what happens when the best 
selected candidate is a relative person of 
the staff or the Board etc.)

— Staff reimbursement policy (travel expens-
es, meeting expenses)

— Volunteer policy 
— Special requirements (i. e. driver’s license, 

must live in the city where your residency 
is located)

— Safety and employee responsibilities
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More useful links

— http://www.human-resource-solutions.
co.uk/HR-Policy-Pages/Start-Here/Start-
Here.html

On this blog you find free information, best practice and 
proven solutions to small and mid-size businesses and 
organisations and policy samples on, for instance, e-mail 
and internet use in your office, parental rights or drug 
abuse (how do you handle a situation where you find out 
that one of your co-workers is addicted?). The blog also 
advises small business and organisations when starting up 
to have at least a managing health and safety policy. 

— http://www.ladco.org/about/policy/per-
sonnel-rev.pdf

— http://managementhelp.org/personnel-
policies/policies.htm

— https://www.councilofnon-
profits.org/tools-resources/
managing-nonprofit-employees
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In an office handbook you find a summary of the docu-
ments and issues that are of importance, but also infor-
mation about where data is saved or stored, which user-
names or logins are used, and so on. 

Overall, it is written to guide the office employees in their 
daily working tasks in order to create a pleasant and effi-
cient working environment. The office handbook is con-
tinuously adapted in order to remain an accurate book for 
your office. 

Information about the following topics and more can be 
found in an office handbook:

— Mission Statement and key objectives
— The way an organisation is governed: 

Which are the various positions in your 
organisation (Manager, Director, Com-
munication etc.), who else is actively 
producing for your artist residency and 
what, including an organizational chart 
and the various working groups corre-
sponding to past and current projects. 

— Detailed description of the structure of 
the office in terms of the different staff 
members, what is expected from them, 
what are their tasks. It also contains in-
formation about the employment proce-
dure, is it done per Skype and in person, 
or is Skype enough?

— Outline of the different members, if 
applicable, how they are categorized 
including the fees they have to pay, the 
policies relating to the fees and what the 
organisation can expect from them, and 
vice versa. 

— Procedures of staff assessment and 
self-assessment.

— Insurances including all contact details. 
— Organisation of communication. Where 

to find which information and who is 
responsible for updating information 
through the various channels you are 
using.

— The nature of the organisations finances, 
which can tell you more about the vari-
ous ways of income, whether it is fund-
ing, giving or comes from other sources. 
It contains all information on the eco-
nomic structure of the organization. 

— Information about partnerships and their 
content.

Office handbook

The office handbook is 
written in order to have 
valuable information for the 
organization of the office 
documented.  
Like most handbooks, the 
office handbook functions 
as a formal source, facilitat-
ing the understanding of 
the structure of the office. 
It is meant to be read by 
new employees, as well as 
it helps current staff finding 
information on procedures 
regarding the handling of 
all office matters.

Make sure that when you decide to alter 
a certain policy in your office handbook, 
which explains how you manage your or-
ganisation, that you consolidate it with the 
policies in the personnel book.
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Secondly, the volunteers deserve to receive support and 
positive feedback from the organisation they are assisting. 
This asks for a high level of commitment from you to each 
person individually. 

— Know your volunteers well before you 
work with them; know their profession-
al background and life story in order for 
them to contribute satisfyingly and to 
their full potential to your organisation. 
They can carry great experience in a sec-
tor where you are lacking it, and they 
might be willing to offer it up to the ben-
efit of your artist residency. 

— Identify also their particular needs ac-
cording to their age or profile group and 
assign them with roles that best fit their 
personal preferences.

— Consider volunteers of all age groups if 
you have an appropriate task at hand.

— Introduce your organisation, its activities 
and its staff to your volunteers and keep 
a flow of information between you and 
the volunteering team. 

— Provide the volunteers with feedback 
on their effort throughout their work-
ing period and equally accept feedback/
critique from them regarding diverse as-
pects of your organisation.

— Moreover, volunteers deserve on-going 
communication. Next to positive feed-
back, you need to offer monitoring, men-
toring and sometimes training in order 
to expand their knowledge on particular 
issues. 

— It is important to appreciate a volunteer 
and this must not be confused with pub-
lic recognition. Public acknowledgment 
is in place where appropriate, but in gen-
eral it is of greater importance that your 
volunteers feel how thankful you are for 
the time they invest in your enterprise.

Finally, the formation of a volunteer policy is highly 
valuable for the organisation, since it covers safety 
and insurance issues and ensures the mutual under-
standing between your organisation and the volun-
teering persons. 

Working with volunteers

Apart from all the wonder-
ful aspects, working with 
volunteers entails some 
tricky parts. Firstly, if you 
chose to involve volunteers, 
your residency must estab-
lish and maintain certain 
boundaries between the 
employees of the organisa-
tion and the volunteers but 
also create diverse internal 
communication strategies 
to keep the two categories 
connected.

RESOURCES

Elements that could be included in your organisation’s vol-
unteering policy or contract are the following: 

— Why do you work with volunteers?
— What do you expect from them? What 

can they expect from you?
— Where do you recruit your volunteers, 

what volunteers do you not work with? 
Volunteers can come from all strands of 
live and can be young, as well as very ex-
perienced and in pension.

— What sort of engagement/tasks can 
you offer to a volunteer, in general, and 
specifically? 

— How long is a volunteership?
— How are the volunteers protected and 

insured by your organisation when on 
duty?

— How do you retain your volunteers? Think 
of a rewarding system that is not costly 
and not time consuming but satisfactory 
to the volunteer. 

— It can vary for every volunteer.
— Ending a volunteer contract, how is it 

done, what possible reasons can be lined 
by you or the volunteer?

— Are there other liabilities that need to be 
clarified in a policy paper or volunteer 
contract?

Suggested Reading
— Further and more detailed information 

on how to organise and manage a volun-
teering program can be retrieved in the 
following link.

 http://knowhownonprofit.org/people/
volunteers

— http://www.ivr.org.uk/ivr-projects 

Bibliography
— Colbert, F., 1994, Marketing Culture 

and the Arts. Montréal: Chair in Arts 
Management

— Wolf, T., 2009 [1984], Managing a 
Non-Profit Organization in the Twen-
ty-first Century. New York: Simon & 
Schuster

Many of the things said above apply to in-
terns as well. Except that interns are often 
younger people with little work experience 
who stay with you for a restricted time pe-
riod, while volunteers can be with you for 
years and years and strengthen your mis-
sion in indispensable ways. It happens reg-
ularly that a skilful volunteer gets hired into 
a fixed position. 
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The artist or resident is  
at the heart of your work. In 
this block you are reminded 
of all the processes you 
have to design in order for 
your artist to find you, come 
to you and stay with you. 
This includes application 
and selection procedures, 
artist residency handbook 
guides and exit interviews. 
We also talk about visa 
application challenges and 
crucial things to think of 
when accommodating your 
resident, like backup keys.

We have added comments regarding LO-
CATION / LOCALITY to this block where it 
seemed useful in green. LOCATION / LOCAL-
ITY refers to the place where you manifest 
your artist residency. Maybe you are drawn 
to a specific part of the world, or you have 
access to a building under great conditions. 
Whatever the reason, you will have to deal 
with the local specifics, the social fabric, as 
well as the local/national law, among other 
things.

We have added comments regarding COM-
MUNICATION to this block in red. COMMU-
NICATION concerns tools and tips on how to 
best display, share and promote your artist 
residency.

161
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Artist management  

Here we get to the heart of 
your organisational oper-
ations, the artist resident. 
You open your doors to 
someone you most certain-
ly have not met before, and 
who, in return might have 
only read about your  
residency place on the 
internet. Your residents 
very much depend on your 
hospitality and support 
in an environment that is 
unknown to them, as much 
as you can demand back a 
certain degree of responsi-
bility and responsiveness. 
This relationship is recip-
rocal and goes far beyond 
what a contract can hold.

Your residency is a physical place, an apartment, house or 
set of rooms where people meet and live together with 
all their personal and cultural differences in how they feel, 
think, talk and behave. It is also an emotional space, gen-
erally filled with goodwill.

The time away from home is in many cases an intense time 
of self-experience for the residents. They might not only 
work on a new stage in their career but also explore new 
aspects of their life in general. This can demand a lot of 
care from you.  Be attentive regarding the resident’s pro-
fessional needs, but certainly know how to draw a line 
when you feel that what is asked for is not what you are 
ready to give.

— Be frank and discuss possible concerns 
with your resident early on before they 
get out of hand.

— You are also best advised to regular-
ly check in with your resident to check 
on their wellbeing and needs. Regular-
ly doesn’t mean daily unless that is how 
you like to run your residency or the situ-
ation asks for it, but every so many days, 
or weekly, depending on how you judge 
the capability of your resident to make 
her- or himself “at home” and to find her/
his way around. 

— Give your resident clear guidelines as 
when you are reachable for questions/
conversations and how – by phone, email 
or for face-to-face meetings. Even if you 
live in the same house, the resident can-
not assume that he or she can approach 
you whenever they feel like it day and 
night. Unless that is how you want to 
handle things. 

— Have another contact handy next to 
yours, in case of emergencies when you 
are not available or for matters you can-
not or don’t want to be bothered with, if 
you have that luxury. 
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General guidelines to what is acceptable for you and 
what sort of behaviour you don’t tolerate at your res-
idency need to be part of your artist handbook resi-
dency guide, and not your contract. We suggest send-
ing out this residency guide before the residents 
sign the contract (or with the contract), so they have 
full insight into the circumstances of your residency.  
This way, matters of minor or greater importance, like 
the possibility to bring a child or a spouse, or a pet, 
and a lot of information concerning the context and 
surroundings of your residency place become more 
transparent and can be discussed before finalizing an 
agreement. 
Something novel most certainly will await you with ev-
ery new resident. Something to learn and to remem-
ber. Make sure you document lessons learnt – good or 
bad – in your artist handbook residency guide to the 
greater benefit of all.

Some artist residencies entertain an email exchange with 
the artists about the details of their residency program 
and only acquaint the artist with the artist residency hand-
book guide once she or he has moved into the residency. 

In general, when you start up it might be best to not have 
too many residents at your place at once, but begin with 
one or two, in order to have the time to digest all the ex-
periences you will make and to further fine-tune your resi-
dency program and artist communication.

     AiR Fees, DRAW international
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Application process

Before you can welcome your 
residents at your  
residency you need to  
create an application  
process. The artist residency 
application guidelines 
describe who is eligible to 
apply for your residency,  
in other words, it provides 
interested parties with an 
overview of the application 
criteria, i. e. age, geograph-
ical restrictions, and artistic 
medium. 

Moreover, it includes a description of the application pro-
cedure as well as a short introduction concerning the se-
lection criteria. This also means that from all the artists that 
are eligible to apply, some you might treat with a prefer-
ence when selecting, as you differentiate between essen-
tial criteria, and desirables. 

What social media plan do you apply to at-
tract artists? Twitter deadlines, post through 
Facebook? Send us samples or screen shots. 
handbook@resartis.org

The artist’s guidelines should also point out the deadline 
of the application for each residential program and can 
briefly describe the selection process. Finally, along with 
the above mentioned information, a downloadable ver-
sion of the application form should be made available for 
the applicants in order for them to fill it in and submit it 
electronically. Make sure all the important data, like dead-
lines and the information you need are specified clearly 
and are adequately marked so they cannot be missed. You 
should always offer to send a paper application if down-
loading is an issue.

The deadlines for your residency program 
together with the application guidelines 
and a link to the residency program can be 
put online, not only on your website and 
your newsletter but also on other platforms 
like Trans Artists, Res Artis, if you are a mem-
ber, or if you are part of a larger institution 
like a university or a museum, you have to 
make sure you use all the possible online 
platforms, newsletters and websites that 
you are allowed, expected or able to use, in-
cluding social media tools, like Facebook.
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Application form

The application form is a 
document that parame-
terizes all the information 
about the artist that applies 
to your residency.  This form 
contains the contact infor-
mation of the artist, the 
aims of her or his project 
and her or his needs during 
the residency experience. 
It will give the potential 
resident the chance to 
outline why you are the 
perfect match for her or his 
professional development 
at this point in her or his 
career, and how what your 
residency program entails 
can support her work.

Having an Application Form will allow you to provide an 
orderly and standardized selection process as you will be 
receiving information from many artists, maybe from all 
over the world, all in the same format. This will make it 
easier for you to compare data and see at a glimpse how 
working with this or that artist carries the potential for a 
great collaboration, and how your residency program can 
be supportive of an applicant’s professional needs.

It is advisable to have your forms tested by someone 
outside your organisation to see whether it is clear to 
a third party what sort of information you are looking 
for.

Ever thought of creating a short introduc-
tion to your residency program as a trail-
er on YouTube? You can link it back to your 
website for the application process and ap-
plication forms. 

Application Forms:
— http://www.bemiscenter.org/residency/

residency_app.html
— http://www.rockefellerfoundation.org/

bellagio-center/residency-program

     Application Process, Asialink, 1/5
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Selection criteria 
and process

If you don’t want to include 
the information concerning 
the selection criteria and 
the selection process along 
with the artist’s application 
form, you can separately 
compose a new descriptive 
file that will include the 
breakdown of the selection 
criteria and process. 

The application criteria differ from the selection criteria. 
Some artists might be of the right age and have the na-
tional background that you are looking for, but when se-
lecting out of a bunch of eligible applicants, they might 
come across as less strong because they are not meet-
ing the essential and/ or desirable selection criteria. They 
might not have the sort of working experience that you 
are looking for, or their professional focus does not sup-
port the organisational profile that you want to build up.

Selection criteria often form the second and third 
filter after the application criteria. 

Next to the explanation of the application criteria and the 
selection process, you should also present the profile de-
tails of the selection committee, the selection review pro-
cess as well as the timeframe stating the expected dates of 
the artist’s final selection and their official announcement. 

It is advisable to not select the residents all by yourself. In-
volve a group of trusted professionals in this, or include 
your staff in the process, or make it the task of the Board 
to decide. 

Maybe you want to create a specific com-
mittee with local or/and international mem-
bers to choose with you. Some of these 
members could represent local research 
centres or academies in case you need ex-
perts of a specific kind on your selection 
board who can judge much better than you 
who should go into your residency – in case 
your program focuses on very specific is-
sues, like climate change, social innovation 
in your community, or sustainable design. 
Naturally, selecting your selection board is 
a matter of prestige as well.

— Selection committee: The selection pro-
cess usually involves a selection commit-
tee in which two or more people can par-
ticipate. It is advised that all members of 
the selection committee sign a separate 
statement of confidentiality to not make 
use, publicise or make personal copies 
of any of the information they dealt with 
during the selection procedure.  
You might want to create a statement of 
confidentiality that your selection com-
mittee members have to sign to respect 
the confidential nature of the process.

Find examples here

— http://www.cowhousestudios.com/ire-
land/artist-residency/visiting-artist/faq.
Html

— http://registrar.unc.edu/ac-
ademic-services/residency/
residency-faqs/
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— The selection process begins right after 
the application deadline and can last 
from one month up to half a year, or 
more. The latter depends on the amount 
of applications received and the specific 
criteria of your selection procedure; usu-
ally the rule applies that the more admin-
istrative and bureaucratic a residency is 
built up, the longer the selection process 
takes. Similarly, working with a selection 
board from outside your residency, or 
an international one that cannot meet 
in person, might slow down the process 
but can make the discussion on the other 
hand extremely exciting and give more 
extensive insights. 

It can be very handy to have a Frequently 
Asked Questions (FAQ) site providing an-
swers to all the potential queries and ques-
tions that may emerge on behalf of the 
artist in order to avoid extra work for an-
swering emails or phone calls concerning 
the procedure. 
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     Statement of Confidentiality, Instituto Sacatar
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Aid support grant

In case you are not in the 
position to cover the entire 
costs for your residents, 
you can choose for an aid 
support grant that only 
goes to the resident in most 
need. If that is not possible, 
it is okay to not cover the 
travels costs for any of  
your residents, as long as 
accommodation and work 
space are provided. It is 
even possible to simply 
offer a work space for free 
provide accommodation 
against costs. 

The latter potentially makes you less attractive and 
for some actors in the artist residency field it is dis-
cussable whether you can be considered a residency 
at all, as obviously the artist is not “residing” with you.

For instance, Res Artis is accepting residen-
cies into its membership that are charging 
their artists for lodging. We try to help the 
field to develop a common international 
standard or understanding of what an art-
ist residency is today. What we can contrib-
ute to this discussion is our awareness and 
knowledge of current trends worldwide; we 
are not interested in policing the field but in 
documenting its many local varieties. Since 
2012, we lead discussions on assessing such 
a standard or understanding as a process.

The aid support application is a form that states the details 
for each of the grants as well as who is eligible to apply for 
receiving them. These forms sometimes require additional 
documents of proof, most commonly of a financial nature, 
to be provided on behalf of the applicants. 

It can also be helpful to simply provide a list with grant 
options for successful applicants to apply for, this most-
ly concerns travel costs. Organisations like On-The-Move 
have great libraries to use, or can be hyperlinked too. Of-
ten the national Arts Councils or Ministries of Culture of 
the chosen candidate is a good place to get in touch with 
to seek further assistance in finding financial support at 
home. You can be supportive by writing a letter of confir-
mation or a Letter of Invitation for your resident when she 
or he applies for a grant.

Each chosen resident is a case in itself in terms of what 
support she or he can organize for her- or himself or 
receive from you. Maybe you have great connections 
in Korea but are absolutely helpless to help finding 
funding in Russia. The amount of time you will spend 
on finding an entrance, a contact or a helpful person 
that can offer you a piece of information, will depend 
on how determined you are to get your chosen resi-
dent in. A broad and supportive network will always 
help you. 

Whatever the terms/resources offered, the most im-
portant thing is to be clear about your offer through 
your website, Res Artis profile, and on other artist res-
idency listings. Of course it will also be stipulated in 
the contract with the artists, however make sure that 
you have communicated it well from the beginning.
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Information in the contract must regard:

— Contract must be dated, and contain the 
details of both parties at the beginning of 
the contract;

— Residency period of the artist;
— What you give and what you expect from 

the artist, including PR/communication, 
the chance to exhibit, and the demand 
that the artist writes a report, or realizes 
the application project proposal, and so 
on;

— Your rights regarding the artistic produc-
tion during the residency must be clear-
ly stated, who does it belong to, who 
covers any damage that might occur to 
the produced artworks, who is respon-
sible for shipping it home to the artist, if 
applicable;

— Exact responsibilities of the host institu-
tion towards the artist as well as the pro-
vided supplies and/or financial support;

— Use of facilities, accommodations, 
materials;

— Medical support guidelines, what is the 
residency taking care of and what does 
the resident need to organise in terms of 
insurances? We suggest: All routine medi-
cal support needs to be organised by your 
resident (prescribed pills, injections etc.), 
and you are best advised if you ask your 
resident to be health insured at home for 
incidents abroad while she or he stays 
with you;

— Other insurances might be needed? 
— Availability for check out interview.

Send your artist handbook residency guide with your 
contract, and add a line in your contract: 

 I have read the artist handbook residen-
cy guide and agree to respect the Code 
of Conduct at your residency.  
(Check the box).

To receive the artist handbook residency guide as ear-
ly as possible will support your residents in their final 
choice and/ or preparation for their stay with you. 

Artist contracts

The artist contract defines 
the exact conditions and 
regulations that apply for 
your residency, and the 
responsibilities between 
the two collaborating or 
contracting parties, the 
artist and your residency. 
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The contract should be signed by both parties by hand. 
Calculate enough time for this process, contracts can be 
sent by email or snail mail. In the former case, the suc-
cessful resident will have to print and scan the document, 
which might ask for some organisation if she or he does 
not possess the necessary office tools.

The length of the contract as well as how detailed the con-
tent will be depends mainly on your or your organisation’s 
requirements to protect your legal rights and to define the 
mutual responsibilities. It might be worthwhile to work 
with a lawyer in case you run into tricky questions to safe-
guard your liability.

     Terms and Conditions 2015, DRAW international, 1/5
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Artist handbook 
residency guide

As was mentioned  
before, you should write up 
a handbook for your own 
residency program and 
send it out to the artists 
that you will host before 
they begin their residency 
period, and better even, 
before they sign the artist 
contract. Overall, the artist 
handbook residency guide 
is a very practical guide for 
your guests, or anyone who 
wants to see what the day-
to-day rules and regulations 
of your residency program 
are.

— The artist handbook residency guide 
should describe how the residential pro-
gram is set up and run. 

— It should also include a tailor-made ac-
commodation information kit that entails 
the internet passwords, explains the 
handling of the heating in the space, lays 
out the availability of the studio space 
equipment, or how to organise a second 
key, in case you lose yours, an unpleas-
ant experience which some residencies 
try to prevent by asking for a signature 
that confirms that if the guest artist loses 
her or his key, the residency is permitted 
to ask for the amount of €400. We hear it 
works. 

— It should provide a brief description of 
the residency’s location and of other 
amenities and/or spaces in the neigh-
bourhood that could be of interest to the 
resident, like a library, restaurants (for 
vegetarians), cafes with wifi, artistic ma-
terials, gallery spaces, and museum exhi-
bition spaces, how transportation works, 
and define the general conduct regard-
ing arriving and departing artists. 

— It should entail the local emergency 
numbers.

— Maybe you have special green guidelines 
on how waste has to be divided, or you 
want to instruct the residents on being 
resourceful with water and electricity. If 
doable, add a map to that guide

It might make sense to write up your artist 
handbook residency guide in a handy for-
mat with enough local maps in it for your 
residents to easily take it with them and to 
use it also as a notebook where they can 
write in addresses and contact information 
they collect. This is also a great way to ad-
vertise for yourself, as this easily personal-
ized book might travel the world once the 
resident goes back home.

— Do not forget to include the safety guide-
lines of your hosting space for emergen-
cy cases. Where is the nearest exit in case 
of a fire, where are the fire extinguishers 
in the building, who to call when there 
is a fire, an ambulance, or the police are 
needed?  

ARTIST_RESIDENT

And: Place a first aid kit in every residen-
cy room.

— The people involved in the program, the 
director and all the staff of your residen-
cy as well as the contact details of at least 
one person has to be mentioned in it.

Be aware of the fact that the language used in it is not 
overly bureaucratic; its goal is to make the artist feel com-
fortable, confident and has an easy time to adjust in her 
or his temporary work and/or living space. Preferably the 
person listed as the personal contact for the artist works 
through the guidelines on site again, after the artist res-
idency handbook guide might have been discussed on-
line already. This person will most likely show her or him 
around when they meet, and explain the area, the facili-
ties, as well as the opportunities to the new resident and 
maybe introduce her or him to the residency team, or the 
co-residents. It is advised to give the resident an emergen-
cy phone number that she or he can call at any time.
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     Contract of Assignment of Keys, KulttuuriKauppila
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Exit interviews/ 
artist evaluations

The artist evaluations can 
be done with a form or an 
interview, it can be filmed 
or include written parts, or 
both. This last check wants 
to assess the usefulness of 
your residency program for 
the artist or cultural worker. 
What promises were met, 
what expectations not 
fulfilled, what was top, and 
what was a flop? 

Every assessment needs to leave enough space for the one 
who fills it out to add comments, thoughts that come up 
when reading or answering a question. An interview that is 
held in an organic way and does not just check off your list 
with questions is most recommended. It can be compared 
to a conversation with a very clear goal that is targeted to-
wards a set of information that needs to be collected. 

The first objective of this evaluation is your chance to 
learn and improve your services by getting to know 
how the artist felt about your program, about the fa-
cilities and the team. This is the number one moment 
for you to get insight in what you are doing (apart 
from the possible conversations you have during the 
stay). Reserve enough time for it and archive the exit 
interviews well.

The written and the oral assessment can ask for ratings 
and descriptive answers, or descriptive answers alone. 
You cannot find out enough if you only work with ratings. 
Think about creating an evaluation type which includes 
both, closed, as well as open questions. And the option to 
add information that the resident was not asked about. 

Make sure you check the contact information of your res-
idents again when they check out, maybe some things 
have changed since they have applied to stay with you. 

Some residencies follow their former resi-
dent for up to ten years to see how they are 
doing as professionals and to create some 
sort of data, numbers and stories, as part of 
their accountability activities as a residency. 
Of course this sort of long-term investment 
is time costly but also very precious informa-
tion to have for all your stakeholders, pub-
lic and private, including the artists them-
selves. It’s a reference to the success of your 
residency – how many of the artists that 
stayed with you continue working as profes-
sionals? Does your residency contribute to 
the field of art to go on?

     Final Report Artist Survey, National Performance Network, 1/5
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Insurance for 
your residents

Next to the different insur-
ance packages suitable for 
your artist residency, you 
need to be aware of the 
various types of insurance 
that can cover your resident 
artist during her or his stay 
at your space.  You have a 
great responsibility for the 
resident artist within your 
residential space; outside 
of it – meaning in any area 
that is not in any way con-
nected to your organization 
– the resident is responsible 
to self-protect. 

If, for example, the artist’s studio and residency space are 
separated in different locations, then your insurance will 
have to cover the transition of art work from one space 
to the other as well. In any case, a thorough knowledge 
of your residents’ insurance contract agreement at home 
and how it covers abroad situations is very crucial since it 
can save you from facing uncomfortable and unexpected 
costs and other demands during situations of emergency 
or exception. 

Before the selected artists move to your space for the 
agreed period of time, you should ask them to send you a 
copy of their personal insurance contract that covers them 
for their financial exposures concerning health issues, ac-
cident, public liability, artworks and equipment or stock of 
materials in case of potential loss or damage of any of their 
personal belongings. 

If they don’t have one yet, you should create a document 
that you and your resident both sign, detailing what your 
general responsibilities are towards each other in general 
and in the unexpected event that something happens. It 
might be needed to advise your resident to consult an in-
surance broker or company.

ARTIST_RESIDENT

More links that can help 
you decide

— Insurance in the Arts – Your Virtual Pock-
et Guides 
http://www.arts-insurance.info/ 

— CPC – Insurance for Visual Artists and 
Photographers 
http://www.cpc.org.nz/_f/2009/07/
CPC-FACT-SHEET-Insurance-for-Visu-
al-Artist-and-Photographers1.doc

— Insurance for Artists Germany 
http://www.kuenstlersozialkasse.de/
wDeutsch/download/daten/Versicherte/
Das_Wichtigste_zur_KSV_in_Kuer-
ze_03_2015.pdf 

— Insurance for different types of Artists in 
the US 
https://www.fracturedatlas.org/site/
liability/?module=insurance

— Arts law Australia 
http://www.artslaw.com.au/about/ 

— AIR UK 
http://www.a-n.co.uk/air

Samples for you

— http://www.ibc.ca/en/business_insur-
ance/documents/alberta_voluntary/in-
surance_toolkit_online.pdf

— http://www.blueavocado.org/content/
board-members-guide-nonprofit-insur-
ance
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Getting your 
residents’ visa

You might feel that this title 
is not accentuating enough 
that it is your residents’ 
responsibility to get their 
visa. Well, is it? One thing is 
certain; you are the greatest 
asset your foreign resident 
artists have to successfully 
undergo their visa process 
and to get into your 
country. Help and support 
is almost always needed.

The artists might have to check on the relevant websites of 
your national Embassy in their country and other visa con-
sultancy services to learn about the specific requirements 
and the suggested timeline but the visa application pro-
cess will also depend on your time, knowledge and dip-
lomatic skills; you will be writing letters of support and in-
vitation letters as the inviting organisation, be helping to 
collect other documents of support from different sources 
or institutions and probably be making phone calls with 
the visa issuing offices. 

You can’t start early enough with the visa process, as un-
expected difficulties are very common. It can happen that 
your resident needs to present a document that she or he 
had not heard of before, or the Embassy is suddenly over-
ly busy, or your resident gets sick, and you lose another 
week or two. Some nationals even need to go to an Em-
bassy outside of their own country to apply for the visa, in 
which case they might need a visa to apply for their visa; 
you can imagine how this renders something that seems 
simple at first rather complicated and political to handle. 

Visa code regulations are continuously adapted and 
need to be checked upon. For instance, the European 
Commission–DG Home Affairs is revising the EU visa 
code (based on a public online consultation) to im-
prove the procedures for obtaining short-stay Schen-
gen visas while this handbook is being written. What 
is seen as an improvement for some, affects others 
negatively.  The latter is the case in the story we docu-
mented below regarding Burkina Faso, Africa. 

A visa story involving Africa and Switzerland

After three years of relative simple visa issuing for artists 
from Burkina Faso to Switzerland, in 2013, the visa was de-
nied for a female artist to go into residency with the Atelier 
Kronenburg in Aarau. We attached a document in German 
written to the Swiss authorities (EDA, Department of For-
eign affairs) asking for a revision of the decision. 

Here is the summary of that story: The Belgium Embas-
sy who is responsible for the Schengen visas in that part 
of Africa denied the visa. The artist’s stay in Switzerland 
was judged as a ”lucrative activity”, because she would 
do work in the residency (researching, producing art, net-
working etc.) that at home could create income. 

This is the law that was applied from the Federal Office 
of Migration in Switzerland and executed by the Belgium 
Embassy: «Au sens de l’art. 11, al. 2, LEtr et des art. 1 à 3 
OASA, toute activité indépendante ou salariée qui nor-

applying for a visa, and if you cannot cover travel and/or 
accommodation costs. 
Even though we said above, that it is your resident ob-
ligation to get her visa, you are best advised to read up 
on the visa regulation agreement between your country 
and the home country of your guest. The EU has report-
ed that the rate of cases where people have been wrongly 
or insufficiently advised by the national Embassies of the 
countries they wanted to visit went up 54% in the last few 
years. This means for you that the cost in time and money 
for visa procedures can rise beyond the budgeted sum for 
your residency based on the years before. 

The European Commission offers two free assistance 
services, SOLVIT and the Citizens Signpost Service 
(CSS) to make citizens’ daily lives easier and to help 
companies to do business in Europe. At this point, the 
issues artists and cultural workers are confronted with 
when being mobile are not in the focus of these pub-
lic services. You’re better advised to seek assistance 
on the NGO level for immediate help, or you consult a 
(pro bono) lawyer, if talking to your Embassy and oth-
er relevant authorities is not fruitful.

Advise your resident to apply for a tourist visa. Not a 
work or artist visa, the latter is only a possibility if the 
resident’s stay exceeds 3 months and multiple entries 
are not an option.

As a result of the previously mentioned aspects of issuing 
a visa, we advise you to start dealing with the visa applica-
tion and the whole paper’s procedure at least half a year 
before the planned travel date of your resident artist. 

1. Contact the Visa Authoritative Bodies or 
Embassy of your country to get a thor-
ough idea of the specific requirements 
for a foreigner from a specific country 
to obtain an artist visa to stay with your 
organisation, and specify the exact time 
period that you will host her or him. Ad-
vise your resident to not apply for an art-
ist but a tourist visa.

2. Advice your resident to contact your 
country’s Embassy in her or his home 
location.

3. Gather and produce all the documents 
that might be needed, and make a list of 
all the details that your resident artist has 
to provide to the authorities i.e. passport 
photos, passport copy, bank statements 
to prove she or he has enough money to 

malement procure un gain est considérée comme activité  
lucrative, même si l’activité est exercée gratuitement ou si 
la rémunération se borne à la couverture des besoins vi-
taux élémentaires (nourriture, logement).

This rule applies even if that very activity is exercised 
abroad for free or for paid lodging and meals only, as it 
was the case here. In other words the authorities have de-
cided that her reason to enter the Schengen was some-
thing else than what was stated in the documents she 
held from the Atelier Kronenburg. After several letters of 
the residency director to the Swiss authorities the can-
ton of residency in Switzerland acknowledged its power 
to waive the decision of the Belgium Embassy and let her 
enter. After this lengthy process, the cantonal authorities 
charged the residency about 200 euros for extra costs that 
resulted from the fact that the visa when it was finally is-
sued was sent to the canton instead of being sent directly 
to Africa to the artist. 

For artist residencies in Europe: keep in mind that the 
current visa code is not only challenging for under-
represented countries outside Europe but concerns 
intra-European mobility for cultural workers as well. 
This has to do with the fact that today the work of art-
ists and cultural workers is still considered untradi-
tional and precarious within the context of transna-
tional movement. 

Problems mainly arise from a set of features that fall out-
side of the norm of the mobility characteristics of most 
citizens: 

— artists travel frequently 
— on short notice (difficulties in preparing 

the applications in advance so as to have 
a response on time)

— and under unwarranted working condi-
tions and with irregular and/or low rev-
enues, which makes it difficult to com-
ply with the ‘proof of financial means’ 
required for the applications as part of 
the risk assessment procedure. Here your 
organisation has to step in to fulfil this 
requirement.

Other tasks on behalf of your part might include collab-
orating with the resident artist to identify the necessary 
funding or grant support for his or her trip a while before 
the visa process  is about to start. This is particularly im-
portant in the case that your resident needs to prove that-
travel and living costs are covered by a third party when 
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liability statement for your artist stating 
that you cover all costs for lodging and 
food while the artist stays with you.

Finally, you can find services and specified lawyers/nota-
ries/attorneys in the art and cultural world that can assist 
you in various ways, often as pro bono work, when en-
countering problems before or while the duration of the 
artist visa procedures.  They have detailed information 
about each country’s visa regulations, i.e. in Switzerland 
the visa costs can be waived by the department for For-
eign Affairs or the Federal Office for Migration if over-all 
Swiss interests demand it, or if the national rights of the 
applicant ask for it. This applies specifically to cultural and 
politico-developmental interests. 

For specific time periods, for example a three month 
visit, as well as for specific territories, e.g. a mobility 
exchange between Latin America and the USA, the 
visa requirement can entail an additional (tax) fee 
that the resident artist is obliged to pay to the hosting 
state in order to get a visa issued. If you wish, you can 
include this financial requirement to the artist’s con-
tract so that you are covered with regard to your legal/ 
financial obligations towards the state. 

What are your experiences with visa processes? What 
are the things you have learned, and who or what cir-
cumstance was counterproductive? What was non-trans-
parent, where was information lacking, or the opposite, 
what sources helped you to successfully apply for a visa 
for your resident? What are the costs for a visa applica-
tion for you, and how has the investment of time and 
money changed over the years? We would like to see this 
section grow with documented personal experiences,  
handbook@resartis.org

live abroad for some time,  appointment 
for interview et al. 

4. Get in touch with the Embassy that your 
resident has applied to and check up on 
the process, offer your assistance with 
further information that they might 
need, your personal backing on the dip-
lomatic level is crucial.

5. Show on-going support to the resident 
while communicating with Embassies, 
administration offices or other official 
parties. It is important to cultivate pro-
ductive relationships with all official par-
ties involved in the visa process in your 
country and abroad, and to show them 
your engagement in the matter by (re-
peatedly) calling them up, or by writing 
letters. 

— In addition, you can create a “Visa Guide-
lines Handbook” in order to inform your 
future artists in residence on all the steps 
she or he has to think of when planning 
her stay at your space; collect Best Cases.  
This will help you too to remember the 
solutions you might have found and de-
tails you might otherwise forget about.

A list of documents you need to provide or will have to 
sign entails:

— Confirmation Letter that the resident is 
welcome and invited at your place, de-
tailing what she or he does there and for 
how long, with what expected outcome. 
Try to NOT use the word “work”, the ap-
plication might be read as an actual work 
visa covered up as a tourist or artist visa; 
your resident does research, and wants 
to get to know your local art scene is a 
much safer phrasing and thoroughly 
factual;

— Forms that indicate that you can be 
held responsible if the candidate’s visa 
expires; 

— Forms that declare whether you or your 
resident can be held responsible if the 
artist causes any damage to public or pri-
vate goods or runs out of money in your 
country while being hosted by you. In 
some cases you don’t have the choice but 
are urged to sign a liability confirmation.

— In some cases you can write a financial 

Visa Japan
— http://english.narita-visa.jp/pc.html 

Visas performing artists Canada
— http://www.cic.gc.ca/english/work/ap-

ply-who-nopermit.asp#artists

Visas Europe
— http://ec.europa.eu/dgs/home-affairs/

what-we-do/policies/borders-and-visas/
index_en.htm

Visa India
— http://indiavisaoffice.com/

Visa procedures for musicians in USA
— http://www.musicalamerica.com/special-

reports/VISAS_2012.pdf

Artists in the USA
— http://www.artistsfromabroad.org/ 

International Art and Artists 
— http://www.artsandartists.org/cep.

php#&panel1-2

Visa China
http://www.freechinavisa.org/ 

Visa Mexico
— http://www.mexperience.com/living/im-

migration-mexico.php#5
 
Visa for people in Australia and New Zealand
— http://2014.australiacouncil.gov.au/__

data/assets/pdf_file/0020/145631/Inter-
national_visa_and_taxation_resource_
vfinal.pdf

Useful links

— European help desk 
Practics’ Info Points give you relevant, 
reliable and up-to-date mobility-related 
information 

 http://on-the-move.org/practicsinfotools/ 
— On The Move,  Cultural Mobility Informa-

tion Network 
http://on-the-move.org/ 

— On Europe 
http://www.isisarts.org.uk/documents/
MobLabPrimer.pdf

— National platforms for information 
Experiences on Artist Visa procedure in  
Germany: 
 http://macumbista.net/?p=185 

Berlin
— http://www.estherka.com/2010/08/first-

things-first-the-artist-visa.html 
— http://www.bbk-kulturwerk.de/con/kul-

turwerk/front_content.php?idart=3193

SICA Report Visa Netherlands
— http://www.sica.nl/sites/default/files/pdf/

eng%20visa.pdf

Visa Requirements Ireland
— https://www.dfa.ie/home/index.

aspx?id=8777

Norway
— http://www.udi.no/en/want-to-apply/

visit-and-holiday/#c

Iceland
— http://www.iceland.is/iceland-abroad/uk/

consular-services/visas/

Visas official authority UK
— https://www.gov.uk/government/

organisations/uk-visas-and-immigration
— http://www.visitingarts.org.uk/content/

visas

General Visa Procedures France
— http://www.consulfrance-atlanta.org/

spip.php?rubrique527
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Suggested Reading

— UN Special Rapport on Freedom of Artis-
tic Expression and Creativity by Farida 
Shaheed, 2013  
http://www.cdcccd.org/IMG/pdf/The_
right_to_freedom_of_artistic_expres-
sion_and_creativity.pdf

— Arts and human rights, extract from the 
report for the Arts Rights Justice working 
group, researched and drafted by Lau-
rence Cuny with the support of Richard 
Polácek, 2012, write to  
ARJCAE@gmail.com

— Arts Rights Justice, ARJ@CAE, interna-
tional independent working group on 
human rights violations in the arts and 
culture, Toolkit for cultural rights and art-
ists rights, 2015, contact  
ARJCAE@gmail.com

— Tips to get an artist visa if a tourist visa is 
not an option  
http://www.apap365.org/CONNECTIONS/
blog/Lists/Posts/Post.aspx?ID=9

— Artist Visa Applications – Arguments for 
Success  
http://freemuse.org/archives/1645 

— A White Paper on visa issues, Europe & 
artists’ mobility  
http://www.touring-artists.info/filead-
min/user_upload/Visa_ShortCuts/Vi-
saWhitePaper_freemuse.pdf

ARTIST_RESIDENT ARTIST_RESIDENT
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Index of samples 
and examples 
(in alphabetical order)

148 Administrative Assistant,  
Rockefeller Foundation  
http://www.rockefellerfoundation.org/

165 AiR Fees, DRAW international, no weblink
169  Application Process, Asialink
 http://asialink.unimelb.edu.au/__data/as-

sets/pdf_file/0010/1079308/2015_APPLI-
CATION_PROCESS.pdf

78  Auditor’s Report, Annual Report, 2014,  
Banff Center,

 http://www.banffcentre.ca/about/publi-
cations/pdf/AR-FINAL.pdf

101  Budget, EU operational grant 2012,  
Res Artis, no web link 

58  Bylaws, Rockefeller Foundation, 2010, 
no weblink

47  Bylaws, The Skopelos Foundation of the 
Arts, no weblink

104  Case for Support, Res Artis, no weblink
141  Code of Conduct, Rockefeller Foundation 

https://www.rockefellerfoundation.
org/app/uploads/Rockefeller-Founda-
tion-Code-of-Conduct.pdf

188 Confirmation Letter, Arbeitsgruppe 
Gästeatelier Krone, no weblink

80  Consolidated Financial Report, Annual 
Report 2014, Banff Center,  no weblink

192  Contract of Assignment of Keys,  
KulttuuriKauppila, no weblink

174  Final Application Form,  
Sanskriti Foundation, no weblink

195 Final Report Artist Survey,  
National Performance Network 
http://www.surveymonkey.com/s/
NPNPerformanceResidencyFinalRepor-
tARTIST

76  Financial Risk, Annual Report 2014,  
Banff Center 
http://www.banffcentre.ca/about/publi-
cations/pdf/AR-FINAL.pdf

166 First Email Response,  
DRAW international, no weblink

131 Fundraiser, 18th Street Art Center, USA,  
http://18thstreet.org/bam

133  Fundraising Community Program,  
Chalk Hill Artist Residency  
http://chalkhillresidency.com/support/

132  Individual Donation Forms,  
Acme Studios  
www.acme.org.uk/download.
php?pdf=400

150  Job Ad, Residency Program Coordinator,  
Red Gate Gallery Beijing, China 
http://culture360.asef.org/opportunity/
red-gate-gallery-beijing-seeks-residen-
cy-program-coordinator/

32 Mission Statement,2014,  
Ujazdowski Castle,  
http://www.csw.art.pl/index.
php?action=ocsw&lang=eng&s2=misja

34  Mission Statement, The Issues of ZK/U, 
ZK/U Center for Art and Urbanistics  
http://www.zku-berlin.org/fileadmin/
user_upload/zku/downloads/ZKU-BER-
LIN_en_low.pdf

119 Partners, Acme Studios 
http://www.acme.org.uk/partners

120 Partners, ZK/U Center for Art and  
Urbanistics 
http://www.zku-berlin.org/partners/

178  Statement of Confidentiality,  
Instituto Sacatar, no weblink

17  Strategic Plan, 2005, Res Artis, no weblink
183  Terms and Conditions 2015,  

DRAW international, no weblink




