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Tasmanian Regional Arts Head Office:
PO Box 172

Latrobe 7307

Ph: 03 6426 2344

Fax: 03 6426 2889

Email: info@tasregionalarts.org.au
Web: www.tasregionalarts.org.au

Executive Director:

Paul Jenkins

Email: paul@tasregionalarts.org.au
Ph: 03 6426 2344

Mob: 0400 996 897

Regional Arts Development Officer RADO North West:
Eunice Horne

Email: eunice@tasregionalarts.org.au

Ph: 03 6426 2344

Mob: 0409 430 157

Access and Touring Officer:

Teresa Beck-Swindale

Email: teresa@tasregionalarts.org.au
Ph: 03 6426 2344

Mob: 0439 262 377

Regional Arts Development Officer RADO North:
Angela Driver

Email: angeladriver@tasregionalarts.org.au

Ph: 03 6323 3786

Mob: 0409 146 978

Regional Arts Development Officer RADO South:
Leigh Tesch

Email: Leigh@tasregionalarts.org.au

Ph: 03 6224 6318

Mob: 0419 104 961

State Executive Committee (SEC)
Contacts for State Executive Committee membership until March 2009
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Welcome toTRAQA Hnand . NI yOK al ydz f

| am pleased to provide you with the 2009 Tasmanian Regional Arts Branch Manual.

TRA has over the years been able to achieve wonderful things due to the sustained efforts that you,
the TRA Members provide. While the Executive and Staff work tirelessly, it is our membership that
generates strong local support for arts and cultural activities across the state. For your support | am
most appreciative.

This document is designed to help guide new and existing branch members through all of the things
you will need to know and do to be an active and compliant part of the TRA network. In its pages you
will find answers to many questions about branch operations.

You will find many enhancements to the 2008 edition in these pages. The document is a work in
progress, with updates provided as necessary. Feedback and suggestions are always welcome. The
manual is also available from our website and through our network of Regional Arts Development
Officers located in Hobart, Launceston and Latrobe and our Access and Touring Officer Located at
Latrobe.

| believe that being involved in your TRA branch can be a highly rewarding activity and | look forward
to working with our branch network in 2009 and beyond.

Paul Jenkins
Executive Director

About TRA

Tasmanian Regional Arts (TRA) is the peak organisation for regional community arts and cultural
development in Tasmania. The organisation turned 60 in 2008 and represents over 1500 individual
members throughout Tasmania. TRA is managed by a governing State Executive Committee (SEC)
comprising regional, art form and community sectoNJ NJB LING & S yadnthinisthaBvgbdsei¢ w! Q&
Latrobe on the North West coast of Tasmania with regional offices at the Studio, Queen Victoria

Museum and Art Gallery in Launceston and at HobartQ &  { I fAFts\CéntyeOTRA branch activities

occur in a diverse range of Tasmanian community arts spaces (arts hubs), artist run initiatives, office

and performance spaces.

tw! Qa @GARASXEOMEYS YR AYALANB ¢FaAYIYyALY O02YYdzyAdl.
YR SELISNASYyOS¢ o

Tasmanian Regional Arts receives program funding from the Australian Government through the
Australia Council and from the Tasmanian Government through Arts Tasmania. The Regional Arts
Fund is an Australian Government initiative supporting the arts in regional and remote Australia and
delivered in Tasmania by TRA. TRA also receives assistance from local government through in-kind
infrastructure support, in particular from Latrobe Council and Launceston Council. Industry and
business provide support and sponsorship for specific projects. TRA has Deductible Gift Recipient
status from the Australian Tax Office that allows the organisation to offer tax benefits for donations.
TRA also applies for and receives project funding from a range of government and philanthropic
agencies.
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Frequently Asked Questions

How do | use this manual?
Who do | talk to for help?

What is Tasmanian Regional Arts Legal status?
Who are the TRA State Executive Committee?

How is TRA structured?
2 KSNBE R2S3a ¢w! Qa Y2a2ySe 02YS FTNRYK

What programs are offered by TRA?
Are there regular TRA activities?

What are the types of Membership & benefits attached?

What does my membership fee cover?

How do | join?

What happens if | move?

What insurance cover is provided to TRA members and branches?

How do you start up a branch?

What are are core requirements of running a Branch?

Does our branch need to be seperately incorporated?
What are the roles of branch members?

How do we retain our members?

What are the annual timelines and reporting requirements?
How do | best work with others?

What happens if | leave TRA?
What do we need to do in closing a branch?

How safe is my personal information?
How do we promote TRA?

How do we access the TRA Newsletter and Website?

What other information _and resources are provided by TRA?
Where else can | get help?

A brief history of the Arts Councils in Australia

What is the TRA Volunteer Policy?

Is there a sample TRA Membership Application Form?

Is there a preferred TRA Style Guide for Newsletters?

What do all these acronyms mean?

How do | use this manual?

The 2009 Tasmanian Regional Arts branch manual is like any other manual. It has been written in

2

KT

¢

sections so that Branch Members can access information readily. Section one contains responses to

frequently asked questions. Section two contains appendices, templates and resources for branch

use.
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Hyperlinks have also been used to link information together. Many documents are also available
from the TRA website and its recommended that you check the website from time to time to make
sure you have the latest version of these documents.

The manual complements other TRA resources. These include the touring program; the 2009

operationalplany (G KS ¢w! AGNIGS3IA0 LXIYy FyR 6&&& 2NBIyAal
Members are encouraged to familiarise themselves with the manual and refer to these other

resources as needed.

Suggestions and corrections are always welcome and can be directed to info@tasregionalarts.org.au

Who do | talk to for help?

Awise persononcS & ARY & 2KSy |ff StasS FlLAfaxr NBIFIR (KS
instructions and youre still none the wiser, you have several options for help:

Check with other TRA branch members ¢ especially previous committee members

Contact one of your neighbouring TRA Branches

Speak with your Regional Arts Development Officer (RADO)

Contact TRA head office in Latrobe

The first point of call should be through your RADO as it is their role to assist Branches.

What is Tasmanian Regional Arts legal status?

Tasmanian Regional Arts is a not for profit incorprated association in Tasmania. TRA was
incorporated under the Associations Incorporation Act 1964(Tasik a separate legal entity and
operates within the guidelines of the above Act. One of the conditions of incorporation is that an
Association has a set of Rules approved by the Corporate Affairs Commissioner.

All Branches of TRA are not seperate incorporated associations in their own right UNLESS the branch
itself determines that it will become an incorporated association. See the section on the roles of
branch members for an explanation of how and why branch business is conducted.

How is TRA Structured?

TRA operates around three discrete groups: The State Executive Committee (SEC) who volunteer
their stategic leadership: The professional staff who manage and deliver the organisations
programs; and the membership who receive benefits by taking part in the organisation.

The diagram on the following page best explains the operational structures for 2009:
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TRA 2009 Operational Structure
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Surprisingly, the membership fees generated by TRA constitute around one percent of the
organisations total operating budget. Running a community based arts organisation such as TRA can

2 KSNBE R2Sa ¢w! Qa Y2y Se 02 YiSmarhdBiohK 2
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only be sustained through external funding sources. The sources are mostly government agencies;
however TRA also secures corporate sponsorships and philanthropic trust funds for its programs.

What programs are offered by TRA?

The TRA program of activities falls within the following four broad categories:

1. Access and TouringTRA promotes access to regional Tasmanian audiences of both
Tasmanian and non Tasmanian artists through residences, master classes, tours and
events. TRA tours visual arts and crafts exhibitions and performances to community
run and (predominately) venues operating without paid professional staff.

2. Strategic Project EngagemernRA in 2009 will partner with a range of organisations
to deliver a suite of projects that advance our core strategic directions. Within the
broader focus of engaging on community arts and community cultural development
activity, TRA continues to support youth arts and arts and wellbeing activities across
the state. Particular Strategic projects that TRA in 2009 include:

Delivering on the Community Partnerships program to establish a network of

three regional Arts Developmentof F A OSNBR o6w! 5hQauv hweatdDl GSR Ay
North and South of the state; and

Engaging in the preplanning and event development activities in preparation for

Tasmania hosting the 2010 national Regional Arts Australia (RAA) conference in

Launceston.

3. Resources and Funding: 2008 the Department of Environment Water, Heritage and
the Arts (DEWHA) contracted TRA to deliver the Regional Arts Fund (RAF) from 2009-
2012. The RAF program provides funding for quick response requests from
individuals and organisations plus a two tiered grants program operating via two
grant rounds per year with closing dates of 15 March and 15 August. Application
forms available from the TRA website.

4. Organisational developmen®RA will continue to develop its role as advocate for
regional arts development in Tasmania. TRA staff and SEC members contribute to the
national organisation ¢ Regional Arts Australia (RAA) as active directors. TRA
members also contribute to numerous panels, working parties and committees both
within and external to Tasmania. TRA also hosts biennial state arts conferences.

For more details about these program areas, please see the 2009 TRA Operational Plan available
from the TRA Website.

Are there regular TRA activities?
Yes. Each TRA branch conducts its own regular meetings and events . Details on these can be
accessed by contacting the branch secretary, reading the branch newsletter or via the TRA website.

TRA also organises other regular and one-off events for its members and the broader community.
Such events include:
TRA annnual regional forums conducted towards the end of each year in three locations around
Tasmania;
Staging a Bi-Annual State Conference and sending delegations to the national RAA conference;
and
TRA will also co host the national Regional Arts Australia conference in Launceston from August
27-29, 2010.
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What are the types of memberships, fees, and benefits attached?

Branch fees are set by the State Executive Committee and reviewed from time to time. Branch fees
have two components:

1. Branch Association Fees. An annual association fee of $35.00 is paid by each Branch to the TRA
Head Office per calendar year. This fee needs to be paid by March each year to ensure
insurance stays current.

2. Branch Membership Fees. Branches set their own membership fees which generally fall in the
range from $10 - $20. Membership is available to individuals and families. The Branch pays an
administration and insurance levy of $6 for each single membership and $12 for each family
membership to Head Office per calendar year. We encourage branches to collect memberships
between January and March to maximise length of membership although they can be collected
at any time. To process memberships use the TRA Member Receipt books and follow
instructions printed on front. The TRA membership form is attached: However, TRA branches
can and do use their own designs.

Additionally individuals and organisations can become members of TRA directly in specific
circumstances:

1. Affiliate Individuals Members Fees: Individuals may join TRA Head Office directly where a
branch does not exist in their area. Individuals should forward their details and payment to TRA
Head Office. The annual affiliate individual fee is $10.00. The annual affiliate family fee is $20.00.
This fee provides the member/volunteer with Volunteers Insurance (according to the current
conditions of cover) for TRA events only. Application is by the TRA membership form.

2. Affiliate Organisation Fees: Regional community based, non profit arts organisations may apply
to join TRA directly. These organisations are strongly encouraged to partner with their
local/regional TRA Branches, where possible, to ensure collaborative and consistent approaches
to regional arts and cultural practice. The activities of these affiliate organisations will be
covered for public liability insurance (according to the current conditions of cover), but not
volunteers insurance. Becoming and remaining an Affiliate Organisation is through a negotiation
process with TRA on an annual basis. There are organisational requirements and financial
reporting requirements pre-event, plus public acknowledgement requirements at any event or
activity that TRA insurance cover supports. An annual fee of $50.00 applies to affiliate
organisations. Members of the Affiliate Organisation are also encouraged to join as individual
members of TRA.

Special Categories - Honorary Life and Additional Membership: Branches may recommend to the
State Executive Committee that a member be considered for Life Membership. If the State
Executive agrees, such Life Membership will be presented to the general TRA membership either at
the State Annual General Meeting or Special General Meeting.

In 2009 TRA introduced two new membership categories:
1. Corporate Membership: Busineses and for profit corporates can join the TRA network for an
annual fee of $150 paid direct to Head Office.

| Tasmanian Regional Arts Branch Manual
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2. Free Youth Membership: Leading up to the 2010 Regional Arts Australia National Conference,
TRA will be offering students under the age of 25 FREE 12 month branch memberships.

What does my membership fee cover?
TRA Membership fees provide the following benefits:

Branch Association & Individual Membership Fees ($35 plus $6/$12 per member*):
You become part of an extensive arts network across Australia,
Support through advice,information,resources
Newsletter and free occasional publications and annual report
Opportunities to take part in TRA projects
Participation in regional touring circuits
Access to the expertise of TRA staff
Training and networking opportunities
Public Liability Insurance cover (projects/ places)for TRA branch and agreed affiliate projects
Volunteers Insurance (like workers comp) for TRA branch projects
Subsidised attendance at TRA and Regional Arts Australia conferences and training
The opportunity to contribute to regional arts policy in Australia
Support and advice from your Regional Arts Development Officer to develop and maintain
arts and cultural programs in your community
As an incorporated body, TRA can auspice grants on behalf of their members/branches

*Branches set their own annual fee that includes these core memebrship costs for TRA. Where

any individual joins more then one branch and pays membership feestdoeanch, the $6/12
fee is not paid twice by the individual to the branch and from the branch to TRA.

Affiliate Organisational Fee ($50):
As above except for:
Not eligible for volunteers insurance
Only available by application and negotiation on a yearly basis
Members and staff (unless signed up as an individual member of TRA) do not receive
subsidies for conferences, training and the performing arts touring program

Affiliate Individual Membership Fee ($10 or $20/Family):
Newsletter and free occasional publications
Can sit on TRA branch and SEC committees
Access to TRA staff and support services
Access to TRA touring exhibtions and discounts to attend the performing arts programs
Access to auspicing arrangements for funding
Volunteer insurance cover when assisting TRA events and projects
Public liability cover for projects undertaken by the local branch and for TRA branch and
agreed affiliate projects
Professional development and training opportunities
Invitations to attend forums and state conferences

Corporate Membership Fee ($150):
Ten free individual memberships for staff/directors
Newsletter and occasional publications
Tax deductibility for payments and donations
Can sit on TRA SEC and other TRA sub committees

What does my membership fee cover? | Tasmanian Regional Arts Branch Manual
Final Edition One Published 19 January 2009




Uncontrolled when printed from internet

Access to potential audiences and markets for products and services through the TRA
network

Access to TRA touring programs

Professional development and training opportunities

Advice and guidance on a range of policy and business directions on relevant arts and
cultural development matters

Potential exposure from marketing and co-branding of partnership arrangements
Funding and sponsorship opportunities

Attendance/involvement in regional forums and state conferences

How do | Join?

For an individual branch member: Locate your nearest TRA branch by checking out the
website. Contact the branch secretary or president to find out when they meet and pay the
local branch fee. Potential members can download the TRA membership application form
from the TRA website and send onto the branch. The local branch meets and then ratifies
your membership. You will then receive a membership card and number.

Corporates, affiliated indivduals, members and organisations complete a membership form
but this form and payment is sent directly to TRA Head Office in Latrobe. The SEC endorses
the membership status of affiliates.

Youth members under the free membership program become members of their local branch
or affiliate members if no local branch exists.

What happens if | move?

Your membership (if you are an individual member of a branch) transfers to the new branch with full
0SYySTAala dzyiAf GKS ySEUG !'Dad ¢KS aSONBUGINER 2F @2
Latrobe Office that you have moved, so we can keep in touch with you.

If you to move to an areas where no TRA branch exists, your membership automatically transfers to

an affiliate membership of TRA at no extra cost to you for that year. Affiliate memberships expire in

January of each year but are renewable atany time® { A YLJ & f S tfice knoml afFour]f I G NR 6 S
membership details will be updated.

What insurance cover is provided to TRA members and branches?

Insurance cover is a mandatory component of many activities these days. As part of our support for
community based arts activities in Tasmania, TRA provides certain types of insurance cover to its
members and affiliated organisations for agreed projects and programs.

Activities organised by Tasmanian Regional Arts, its branches and affiliate organisations are insured
for public liability ($10,000,000) product liability (510,000,000) and goods in your physical and/or
legal control (5100 000). In addition TRA provides workers compensation support to its staff as
required by law, plus directors insurance for its State Executive Committee and Volunteer Workers
Personal Accident Insurance on behalf of its members.

i[O80 How do | Join? | Tasmanian Regional Arts Branch Manual
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All insurance policies are in force for the calendar year, and are reviewed and renewed annually. All
insurance enquiries regarding potential claims are to be addressed to the Executive Director at Head
Office. The following table identifies the types and extent of insurance coverage provided to our
members and affiliates:

Insured Area Individual/Family | Affiliate Individual Affiliate Corporate
branch member organisation
Public Liability Yes Yes *** Yes* N/A
Product Liability Yes Yes ** Yes N/A
Volunteer Insurance Yes Yes*** Not Covered N/A
Directors Insurance Yes for TRA SEC Yes for TRA SEC Not Covered N/A
Notes:

*Affilii- G SR 2NBFyYyAalGA2ya YF{Ay3 dzasS 2F ¢w! LJdz
provisions of insurance cover as sponsorship. See the style guide for advice on how to appropriately
acknowledge TRA for this support.

**Affiliated Individuals must complete any required risk assessment prior to any project and are also
NEBIljdzZA NBR (2 | Oly2¢6fSR3IS ¢w! QaF LINRPGAaAAZY A 7
advice on how to appropriately attribute TRA for this support.

***Affiliated individuals only receive public liability and volunteer insurance cover when taking part
in TRA branch activities or TRA branded and endorsed activities delivered through an affiliated
organisation.

Insurance represents the largest single financial outlay by TRA as an operating expense. ¢ w! Qa
insurance is arranged by annually reviewing the activities of its branches and affiliate members and
predicting future trends. This is why branches and affiliate members are required to submit
statements of their activities to TRA Head Office including a description of the event, location,
volunteers involved, participants and audience numbers.

To minimise the impacts of this cost to TRA, it is important to ensure that the organisation, its
branches and affiliates implement strategies and undertake actions to minimise the risk associated
with their activities. The obligations of insured branches and affiliates: include:

Requiring branches and affiliatesti 2 dzy RSNIi I 1S | WwW5dzie 2F /I NBQ |
5Aa0f2adNBQX 6KAOK NBIjdzA NB& Yy 2 lohndrindDdrténd 2y 2 F |
cultural activities , or where a potential risk emerges

Activities and events hosted by TRA branches and affiliate organisations require Risk

assessment and the adoption of a risk management plan to minimise risk. Risk management

assessment and management plans should reflect the size, complexity and type of activity to

be undertaken. In 2008 TRA Forums contained a session from lain Laing on risk management

and such sessions will be repeated in 2009 if required. TRA recommends its branches and

affiliates make use of the event management guide developed by Events Tasmania. Copies

of useful template reports and advice are freely available from each RADO.

Requiring branches and affiliates to make additional co-payments where the assessed risk

results in an increased costs to TRA above the agreed annual premium

CFravYlyAly wS3IA2ylf | rokdrsm@inThsEnsidaritd6SvaS IR LaungésiodzNT Yy OS 6
Our contact person is Peter Fleming. Branches and affiliate organisations should liaise with their
RADO initially on any insurance query before contacting InTas Insurances.

i¥8 What insurance cover is provided to TRA members and branches? | Tasmanian
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The process for establishing insurance cover for branches and affiliates differs slightly but follows the
following steps:

1. Each YearinJanuary the TRA branches and Affiliate Organisations submit a list of projects to the
RADO for their region This list should cover all proposals and predict the size, type and focus of
any planned activities; number of people involved (including volunteers and audience numbers).
The RADO then consults with TRA Executive Director and identifies specific projects where a risk
assessment may be required.

2. TRA Branches and affiliate organisations in planning the project well ahead of time (two months
prior to the event is usually required) discuss with their RADO the risk management
requirements to determine the level of risk management required to provide insurance cover.

3. TRA Branches and affiliate organisations complete a risk assessment plan of the activity to the
required level of detail relevant to the activity. Given the range of projects undertaken, each risk
management plan will differ (for example: a poetry reading event at the local library will carry
different risk levels to a youth performing arts event involving music at a skate park.) Once
completed by the branch, this plan is sent to the RADO, who then forwards a copy of any plans
involving higher risk activities onto InTas and TRA Head Office.

4. TRA RADO or Head Office provides the branch or affiliate organisation with the certificate of
Insurance as required. Affiliate organisations will be required to sign a one page proforma that
outlines the affiliate@ administrative and promotional responsibilities for the project or activity.

5. Where the risk assessment indicates a higher level risk activity, or where the activity contains an
area of exclusion from the standard TRA policy, the TRA Head Office negotiates with the Affiliate
Organisation to encourage appropriate cover is sourced by the affiliate organisation, and any
gap payments are made.

6. The activity is undertaken and the branch or affiliate organisation assess the relevance or
otherwise of the risk management plan post event.

Certificate of Insuranc@RA branches and affiliates requiring confirmation of public liability
insurance cover are often required to produce a certificate of Insurance in order to access a Council
or community venue. Copies of current Insurance Certificates are available from TRA through either
TRA Head Office or your RADO. Certificates are provided once you have provided any necessary risk
management materials to TRA for your project or program.

Excesses on insuranSeme policies (such as property insurance) contain both initial excesses
payable by TRA. Exclusions apply to most insurance policies. For more information on current
exclusions and excess levels, contact your RADO or TRA Head Office.

Making Claimstn the event of an incident which may result in a claim, it is important to document
all facts and recollections about the situation, as this information may be vital to the insurance
processes.
If a volunteer has an accident you should contact TRA head office as soon as possible,
outlining all the known facts about the situation.
If a third party demands compensation or threatens to sue, do not admit any liability and
immediately contact TRA Head Office, providing us with as much detail as you can.
TRA head office contacts the brokers and submits any claim on behalf of any claimant.

iPA What insurance cover is provided to TRA members and branches? | Tasmanian
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Note:

1. Further general advice and facts sheets on insurance can be obtained from the Arts Law Centre
of Australia on 1800 221 457 or at www.artslaw.com.au. Another information source is the
Media Entertainment and Arts Alliance (MEAA) who can be contacted on 1300 656 512 or at
www.alliance.org.au.

2. This information has been provided as a guide only. It should not be regarded as rendering
detailed consideration of the policies and legislation unnecessarily, or as being an exhaustive
statement of the subject matter.

How do you start up a TRA Branch?

The strength of Tasmanian Regional Arts is that TRA Branches are community based and as such can
best advocate for arts and cultural projects that meet the needs of their community. By becoming a
branch, a group of individuals can enjoy many benefits including the opportunity to access both
public liability and volunteer insurance, a more formal legal structure and access to a large network
of like minded people. The usual process for establishing a branch is:

Tasmanian Regional Arts responds to requests from communities for affiliation. The initial
approach can be made to either Tasmanian Regional Arts Head Office or to the Regional Arts
Development Officer responsible for that region.

A TRA representative (normally the RADO) will then arrange to talk about the organisation to
a group of interested people.

Following this preliminary meeting, the interested people in the area call a public meeting,
at which ten or more people must be present. It must be a public meeting to satisfy
Regional Arts Australia requirements.

At the public meeting the role of Tasmanian Regional Arts, the objectives and the
responsibilities of a Branch are discussed. The group must agree to uphold the vision of
Tasmanian Regional Arts and act as a non profit arts and cultural advocacy group supporting
all artforms within their nominated community. If it is decided that a new Branch is to be
established the following procedure is carried out:

¢KS YSSiAy3 LI &aasSa | Y2idA2y &adzOK Fa adkKl
willing to pay an annual membership of $..... (those present nominate the sum agreed
upon)nowcond G A 1 dzi S GKSYasSt@gSa a GKS oylrysS 27

In the manner of a motion such as that having been passed by a majority of those present
and voting, an election of the following officers takes place; one President, one Vice
President, one Secretary, one Treasurer (the position of Secretary and Treasurer may be
combined). It is recommended that there be a minimum of 2 general committee members
as well.

z
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Committee who resolve whether or not the organisation is accepted as a TRA Branch. This
advice is then relayed back to the new branch.

On confirmation of branch status, the new branch committee pay TRA the annual branch
affiliation fee and membership fees from all signed up members of the branch to TRA Head
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Office. TRA Head Office then sends the branch a membership book and promotional
materials about TRA. TRA branch membership fees are paid on a calender year and fall due
in January.

When signing up new members to a branch or renewing old members, please make use of

the TRA receipt book which provides a record for the member, the branch and head office.

Forward the Head Office copy of the membership receipt to Latrobe along with the set TRA
Head Office membership fee. Keep the branch copy for your own records.

Remember that if your branch does not pay its annual affiliation fee, your branch membership will
lapse and your branch activities are not covered by insurance, including public and product
liability.

Remember that if your branch does not forward the details of your membership to Head Office
along with membership fees, your TRA members will not be covered for Volunteers Insurance.

What are the core requirements of running a TRA Branch?

TRA Branches operate on very similar structures as any not for profit incorporated association in
Tasmania. This means that the minumum requirement for a branch is:

Holding an agreed number of regular meetings (at least 4 per year)

Sending copies of minutes and financial payments/reports to TRA Head Office in Latrobe
Supporting TRA activities such as touring exhibitions, performances and other projects
Keeping records of local branch memberships (minimum of ten members required)
Managing local arts projects or activities as developed by the community

Holding an Annual Meeting to report back to the members and elect/appoint the branch
executive

Does our branch need to be separately incorporated?

Tasmanian Regional Arts was incorporated under the Association Incorporation Act 1964 (Tas
1968. It is a separate legal entity and operates within the guidelines of the above Act As a branch
of Tasmanian Regional Arts, any branch of the state organisation is not required to become
independently incorporated to retain its branch status and to operate as a TRA branch.

While they are not separate legal entities, a TRA Branch is still expected to operate under many of
the terms and conditions normally associated with the running of a smaller, not for profit
incorporated association as outlined in the model association rules surrounding the Act(available on
line at www.thelaw.tas.gov.au ).

The five key reasons for operating TRA branches along incoporated association lines are:

1. That many branch members are familiar with this type of structure as they will usually be
members of one (or more) similar community organisations. This simplifies the need for
understanding more than one operational model.

2. The basis of decision making associated with this type of model is both well known and legally
defensible as an effective way of running a community organisation;
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3. Itis (generally) a low cost activity that minimises the time and costs to the voluntary economy
that supports TRA particpation at a branch level;

4. It provides base level accountability and support to TRA branch members in managing
community projects and resources; and

5. L YAYAYAAaSa GKS 2NBFYAALl (A2 yahdmanggeniedt & TRA 8 & 2 OA |
can demonstrate effective risk management in its branch activities.

So while a TRA branch is not required to operate fully as a separate incorporated association , it
must still operate along similar lines to one. The following section on roles of Executive members
demonstrates the degree of similarity between a TRA branch and an incorporated association
executive.

Some TRA branches can and do pursue independent incorporated association status. This is due to
the branch undertaking more project activities at the local level which may require the organisation
to manage larger sums of money associated with larger grant funds requiring auditing and in some
cases oversee the operations of facilities such as a community arts space provided by the Local
Council.

Generally speaking, new branches should not consider seeking discrete Incorporated status without
first discussing the matter with your RADO. Existing, established branches should also discuss this
with your RADO prior to putting any change to Branch incorporation status to the SEC for their
consideration and endorsement.

What are the roles of branch members?

TRA branch members fall into two groups: ordinary members and those acting in TRA Branch
executive roles.

TRA normal branch members provide support towards TRA branch and program activities as
community volunteers. Volunteer responsibilities of ordinary branch members to Tasmanian
Regional Arts include:
Reliability and trustworthiness
Respect for confidentiality of information relating to activities of TRA
LYF2NX¥AY3I ¢w! Qa {9/ 2F SYSNHAyYy3a AaadsSa | yR
Acknowledge and abide by decisions made by the SEC
Undertake training if appropriate
Resolve any conflict with appropriate staff or volunteer colleagues
Advocate for arts and cultural activities in the community

[atN

TRA has developed a policy on working with volunteers which is attached to this manual.

Branch SubCommittees:TRA branch members (both executive and non executive) can set up
subcommittees within the branch to run a project or look after a specific community issue. Sub-
committees are set up for specific tasks e.g. programming, hospitality, district activities,
performance presentation, publicity and so on. Sub-committees meet as often as required and must
report back to the TRA branch executive. A sub-committee can be for fixed term (eg: for a project) or
ongoing (eg: membership).

TRA branch executive refers to the roles of president, vice president, sectretary and treasurer.
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The job of the president:
Represent the branch in a leadership role
Provide direction for the membership
Chair meetings
A few basic qualities that the chair must possess include impartiality, firmness, tact and
common sense

Questions a good president will ask include:
What are the wishes of the branch membership?
Just what is this meeting designed to do?
How should | go about this?
Do | have a clear understanding of all the issues on the agenda?
Am | able to delegate responsibility to an extent that | encourage personal growth from
within the Branch?

A good president is conscious of the need to build up a body of people with a strong interest in the
Branch. It is best to do this by delegation, by seeking advice, and by keeping your colleagues
informed. In a sense the measure of a good president is the strength of the branch after he/she has
stepped down ¢ not during their term in office.

As a meeting chair, the president should allow only one discussion at a time ¢ stop table-talk during
RAaOdzaaA2yad sibnofuddpahdadof backs buiRdept®ttiEisimple, problem solving
order. Keep discussion on unimportant items short, and discuss all important business first.

The job of the vice president:

The vice pNB & AsiRdSitfofi i€xo act as the president of the branch if and when the president is
unavailable. This position is very useful for a person who is considering taking on the role of the
president in future years, as it provides a good stepping stone into the role through on the job
learning.

The job of the secretary:
The secretary plays a vital link between members, the committee and the outside organisations.
The first point of contact for many people and the branch is through the secretary.
It is vital that the secretary:
has a good understanding of the branch activities,
is someone who is motivated by the bNJ Yy OK Q& @A &aA2y F2NJ (0 KS Fdzi dzNB
is easily contactable with an email that is reliable and checked regularly.
The secretary is also responsible for keeping the records of the Branch (other than financial)
and for dealing with the correspondence. Specific responsibilities include:
Keeping track of membership and passing these onto TRA head office and other
branches when people move
Taking accurate minutes
Disseminating information to and from your membership
Compiling information for the Annual Report ¢ this should include what you have
done during the year, it is a good idea to keep a running record of; What events /
activities happened, How many were in the audience, How many participated, How
many volunteer hours you put in, List of the organisations you partnered with, List of
the artists you worked with. TRA has a form you can fill out for each activity and a
form to complete at the end of the year to assist TRA to compile its reporting
statistics (both available from our website).
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Minutes:One important role is recording the minutes of the branch. These represent the formal
record of your business. In taking good minutes:

Keep them short, clear and concise

Set them out with headings, underlining and capitals

Write them up as soon as possible ¢ preferably the same day

Include the place, date and time of the next meeting

Send the minutes out as soon as possible after the meeting (dont forget to send copies to

TRA Head Office so we know too!)

They are the main quarry from which annual report information are mined

Communicabns The secretary and president are the two most central and responsible people in
most Branches. As such they should communicate well with each other and be relaxed in each

20KSNRa O2YLI yeéo b2y SGKSt Saas YIyeé cpisRianJa

secretary and treasurer, operate on behalf of the group. It requires more contact but takes the
treasurer out of the rather dry tasks that are normally required. A good branch executive should:
Share the load of organising and encouraging the group.
Work together but not to dominate or override the true wishes of the Branch.
Talk between meetings about things of importance regarding policy, planning,
correspondence (urgent correspondence in particular) and at times factional or personality
details.

Talking to your president prior to the meeting helps the meeting run smoothly. Talking about the
group, its activities and plans between meetings helps the group run smoothly. Necessary action
(outside your normal authority) between meetings should be in consultation with your president.
Emergencies limit opportunities for consultation.

Delegation The secretary is often the busiest personinthe bNJI Y OKZ G KI 01 Q& g Ke
knows how to delegate. Delegation is usually the responsibility of the committee itself, so seek your
bNI Yy OKQ& I LILINR @I fprestiénd ofeReylitivelihéh codisitldiing detegatitmiNasks to
other members. One useful delegated role is to establish a minutes secretary for the branch.

The job of the treasurer:
The treasurer has responsibility for the financial management of the Branch. The tasks of the
treasurer include making sure that:
Proper books of account are kept and that these books show all monies received and all
monies paid
The financial management requirements of grants received are met
Reports are produced and are presented at monthly committee meetings or as required
Committee members understand the financial reports
The accounts, showing the financial position at the end of the preceding financial year, are
submitted to members at the Annual General Meeting (where one is held), providing
evidence of the total monies received and spent including all documentation to support it
The treasurer should be one of the signatories to any cheque or bank account
Ensure that annual financial reports are provided to TRA head office after your Branch AGM.

On Auditing:

TRA Branch accounts do not need to be separately audited unless the Branch has secured its own
incorporated association status independent of TRA. Some branches may still choose to be audited
for their own peace of mind.

iWA \What are the roles of branch members? | Tasmanian Regional Arts Branch Manual
Final Edition One Published 19 January 2009

NXzy @

322



Uncontrolled when printed from internet

Where a TRA branch secures grant funds for a project and the project is managed by the Branch, the
Branch may need to have the project budget for the branch audited if this is a condition of funding
as outlined in the grant deed. Such auditing arrangements usually only apply to larger grants in
recognition of the costs associated in comparison to smaller community grant budgets. Where such
auditing is required to acquit these grant, it is standard practice to allow the grant recipient to factor
in auditing fees as part of the requested grant.

TRA requires the branch to submit copies of the branch financials to TRA head office in order for TRA
to meet the auditing and reporting requirements of our funding bodies.

The job of other committee members:
Generally speaking the role of ordinary committee members is to :
support the organisation@Qgoals and constitutional objects
assist the decision making of the Executive members
provide feedback and represent the opinions of the members to the executive
promote the organisation to the broader public
attend TRA events and activities
monA 12NJ GKS 2LISNI GA2ya 2F (GKS 2 NHdowrhaack G A2y Qa
(eg: financial operations, projects, equipment owned by the branch)

How do we retain our members?

N

[N
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changing the way your organisation relates to potential members. Here are some useful tips:

New members need encouragement to join and to stay. Appoint a membership manager to
look after new members by being friendly, showing them the ropes, introducing them to the
rest of the group, and encouraging them to be active in the committee or help on certain
projects. A membership manager should also contact new members regularly to make them
feel welcome.

I ¢ WI VY | goes 2ladygfvay. Supporting new members is essential because looking after
them helps develop loyalty to the team and the reward of belonging to it.

Consult with your membership when able and keep them informed of opportunities and
branch activities. In these busy days, volunteers and members like to be kept in touch with
the branch through a variety of ways. You know your membership best, so consider the best
ways to communicate with them. Notices in the local paper, a poster on the community
board, email, newsletters, phone calls are all options.

To keep costs (time and financial) down, encourage your membership to subscribe to email.
al@oS @2dz2NJ £ 20Kt 2yfAyS | O0Saa OSyuNB Oly I a:
a computer/internet.

Celebrate, the social networks built through regional arts activities are often the key to the
ongoing success of the group and its members.

Try to accommodate a variety of art forms. Whilst branches and their committees ebb and
change, so will the focus of their activities. However if you try to incorporate a variety of arts
forms into your yearly calendar your branch can continue to attract a wider audience and
membership.
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TROUBLESHOOTING

Problem: Recruiting committee embers

Some members cannot leave their posts because there is no one to take over. Worse, some seem
reluctant to leave when perhaps they should. Worst, your president is the reincarnation of
Napoleon and lives for power.

Answer: Committee members are appointed for a fixed term of one year so that they can make a
definite commitment for that time. Meanwhile, a shadow executive committee should be sought.
The shadow executive committee has no responsibilities and no power but is expected to attend
some meetings as observers. Enthusiasm is catchy. Talk positively about your organisation and
people will want to join. Be negative and they will not.

Problem: A lack of commitment from embers

Some arts organisations have plenty of members who attend events, but very few who actually
organise events.

Answer: Potential volunteers have to be invited to take a more active role. At events make sure
that current and future volunteer jobs are attractively publicised. Keep this up in newsletters and
other correspondence. You may not draw an immediate response, but remember potential
volunteers have to be reassured that their time and commitment will be rewarded. The nature of
volunteering is changing, try and offer smaller project based jobs to potential volunteers who have
great skills but are time poor. Younger volunteers appreciate gaining skills that they can list in their
resume. Some members may just want to join to show their support and come along as audience
members.® (i K L..iovén@ed thern too!

Problem: Conflict levels are driving away members.

Answer: TRA members tend to be an impassioned and opinionated lot, so it is inevitable that

conflict may arise from time to time within a branch. In the first instance it is important to identify

the relevant parties involved and the heart of the matterinRA & LJdzG S® L{iQa o0Sad (2 R:
open manner, andusuallyinl  Ydziidzl £t £ @ F3aINBSR yR ySdziNIt @SydzsS
YSY0o SNEQ @ falefugemlto gige yh@matter a little time so that the initial Heat(Zoes out

of the dispute ¢ but do not leave things too long or people may feel unheard.

Some prompting questions for members include:
What is the core issue involved (as distinct from the symptoms)?
Can it be resolved through training?
Is the matter one of a lack of knowledge? Do we need more information?
Can your RADO or someone else help?
Is the matter a difference of opinion? Is there any common ground to all parties?
Is it a serious or minor matter? Is it urgent and why?
What are the consequences of taking some action or (in some cases) doing nothing?

If the matter cannot be resolved from within the branch executive or membership, and no local
mediator or source of help (such as a community development or social worker at the council) is
available, it is time to call in the services and advice of your Regional Arts Development Officer.
w! 5h Qittené)dneyftings to provide impartial advice and support in helping those in dispute to
resolve the situation.

If the matter is more serious in nature, then it may be necessary to seek the services of an external
mediator or facilitator. In such cases the recommendation for such support will need to come from
your RADO and be supported by all parties to the dispute before TRA will source help as required but
any expenses incurred must be met by the branch. Once you reach a resolution, make sure that the
agreement is documented and provided to all parties as a record of what has been agreed to.
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Irrespective of the level and nature of the dispute, TRA does not condone any activities,
communications or correspondences that could be construed as harassment or bullying in any

dispute by any party involved inany dispute. ¢ w! Q& LI f A0& Ay NBIFNRA (2 GK
associated with the respect for others in negotiating workable solutions to disputes is that all
communications should be in an open and transparent manner and conducted with respect and
without malice at all times.
What are the annual timelines and reporting requirements?
TRA Branches operate on a calendar year, and so the following timetable of activities should guide
your branch planning each year:
Date \ Activity Resources required
January Membership fee paid to TRA ,then ongoing Member receipts, Branch Manual,
for new members Membership Application Form
Revised Branch Manual distributed Revised Branch Manual
February Reporting on previous years activity for Activity Report Forms, Newsletters
annual report to TRA
9hLQa F2N) G2dzNRy 3 | Touring EOI reply & program
March Annual general meeting of TRA (Venue Branch members attend AGM ;
TBA) Annual report
RAF applications for round one close 15 RAF application forms & guidelines
March (16 March in 2009)
March- Ongoing meetings and support for touring Agendas, Minutes, project reports;
August branch projects and other arts activities stories; RAW content; Occassional
RAF applications for round two close 15 papers
August (17 August in 2009) RAF application forms & guidelines
Sept- Oct Annual general meetings held Constitution, member forms
TRA State Conference (Biennial) or RAA
conference Conference attendance - members
November Touring program developed for approval Touring draft program approved
December Completion of Touring Menu Touring EOI distributed
Ongoing Minutes, reports and newsletter items Documentation materials
How do | best work with others?
Meetings are all about working well with other people. Meetings should run smoothly and quickly,
but are often neither smooth nor quick. If you have to run a meeting, you might pick up a few
pointers from this section. A Branch should adopt as much formal procedure as they feel
comfortable with, while still getting through the required business of the branch.
Make meetings interesting, pure business becomes tedious. Change the format or venue
occasionally. For example:
Start with a meal or serve wine and cheese during the meeting
Invite someone from another group to talk about their plans
Have members display some of their handiwork and talk about their art and hobby
Invite a council staff member and inform them about the arts activities in the community.
52)/9['] 2dza i AY@ACIS f 20! f 32@3N¥Y§Yl’] 2NJ LI NI ALl
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Invite service club members to talk about their organisation. Tell them about the plans for
your Branch and projects. You may be seen as a worthy of support or you may end up
making a new partnership

Invite representatives of nearby regional Branches giving the opportunity to discuss each
others ideas and programs

Use a meeting to recognise a local citizen who has done something of local significance
Invite young people to tell you what they would like to see happen

¢tKAA&d fAald O2dzZ R 32 2y WIR AYFAYAlGdZYQo
occasionally ¢ you work hard enough, you deserve it! Go to an activity together.

What happens if | leave TRA?

Naturally we dont want to lose any members of TRA but we understand that people move interstate
or want to do other things in their life.

Branch committee members should write and advise that they are resigning, especially if
they are on the branch executive. The secretary then notifies TRA Head Office and our
records are updated.

Affiliate organisations write to TRA Head Office and your affiliate status is revoked by the
SEC.

In some cases TRA staff may contact the departing member to find out if there is anything that we
may learn about retaining members. For advice on member retention see the section on keeping
your members.

What do we need to do in closing a branch?

From time to time TRA branches face decline and cannot maintain the necessary numbers to remain
open. Where this happens, either the remaining branch members or your TRA RADO will discuss the
situation locally to see if the branch can be revived and retained. If this is not possible, then the
ONI yOK OFly 68 RSOfFINBRQ Ay NBOSaaQ dzyiaf
branch activity.

The process to be followed is as follows:
The remaining TRA branch members and the RADO decide to declare the branch in recess
The RADO writes to the SEC via head office and seeks to have the branch declared in recess
The SEC endorse this action and TRA writes to all remaining branch members to advise them
of the SEC decision and to indicate their transfer to either another branch or to affiliate
membership (at no additional cost in that calendar year)
The outgoing TRA members forward all unexpended and unallocated Branch funds and
records to the TRA Head Office at Latrobe. Unallocated funds will be held at TRA for future
use in starting up other branches and the TRA Executive Director writes to all remaining
persons.
Note that if the branch has current projects that require acquittal to any funding body, that any
outgoing members must ensure that all branch initiated project funds are fully acquitted. Where
possible, the RADO can assist in the finalising of all acquittals.
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How safe is my personal information?

TRA complies with all current legislation and good practice guides in how it looks after your personal
information. TRA provides both active and passive security systems for its databases and your
contact infromation.

Passive security measures applied by TRA include maintaining internet and e-mail security systems
to stop unauthorised access to any data and in the regular updating of these systems operated by
TRA in the normal course of TRA operations. Active security measures include briefing all staff of all
legal requirements of the Privacy Acin developing policies and organisational procedures and in
ensuring that the TRA databases are only used for contacting members in line with our agreed terms
of communication. No TRA databases are provided to third party contacts for any purpose without
the express written consent of the members concerned and then only in line with TRA W &
organisational and strategic objects.

Branches are reminded that their requirements include:
b2G NBftSFaAy3d YSYoOSNRa O2yidal O RSOl A
of that person first;
Making sure that you do not send out unsolicited mail or emails (spam) to people
Making sure that you promptly remove any persons name or contact details from a list if
asked to do so ; and
Not selling or providing your members list to other organisations so that they can send
commercial material to your members

Q)¢

How do we promote TRA?

TRA has developed glossy brochure holders that can generically promote TRA and its services. These
DL sized brochure holders are designed to hold individual leaflets that outline who we are and what
we do. They also allow Branches to include other information on local projects.

Each year TRA also provides a detailed touring program describing the performing and visual arts
offerings for the year. This program allows branches to select touring products for their community
and can be distributed to other organisations such as libraries, on-line access centres or galleries.

Most Branches produce a newsletter. Newsletters keep members informed about activities, plans
and other relevant information as well as documenting your branch history. TRA has produced a
style guide to assist branches in maintaining the TRA brand in the community : However members
can make use of their own newsletter designs if these are already well known in your region.

When you plan your Newsletter, consider:
Why are you doing this? (objectives and aims)
What style do you want?
How will it be printed and by whom?
What type of paper?
Who will write and copy the content?
Who will edit it?
How will it be distributed and to whom?
Will you sell advertising space?
Will it be free or will you charge?
How will you know if it works?
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The newsletter is primarily for your members. However, you may consider broadening readership
by having it available to non-members. You could arrange to have small batches sent to service
clubs, hospitals, schools, libraries and on-line access centres, government offices and other similar
places. Your local newsagent may also be willing to have some on display for free distribution. You
might not use this expanded form of distribution for every edition, rather select those editions that
contain information of general community interest, for example: membership recruiting.

How do we access the TRA Newsletter and Website?

TRA is always looking for good news stories about successful and innovative regional arts projects.
Simply contact your RADO about your project and they will advise you on how to go about preparing
your content. TRA will upload any content from branches in its newsletter and on its website once
approved by the Executive Director.

Tips to remember:
Pictures are worth a thousand words and good pictures a million. So if you can, make sure
your story/event is well documented visually even if it means hiring a photographer. Don@
forget to provide the details of the photos as well such as the photographers name (see our
style guide)
When using photos it is always benefical to send them to head office electronically in web
based format or on a CD. Instructions on how to compress pictures for emailing are usually
adlkAfloftS 2y it t/ Q&
Quotes from participants make good reading so jot down those interesting comments!
Statistics such as audience numbers help document the project for acquittal purposes
Be honest in your appraisal of your project. What did you learn? What worked really well?
What would you do differently next time? What happens now?
Use a release form so that you will have permission to use any images in TRA publications.

TRA is developing (pending funding) a resource space at its Latrobe offices for project support
materials so that branches can learn from each otherQactivities. Remember past members or other
branches (see our website -www.tasregionalarts.org.au - for current contacts) may be able to advise
you or send you some materials.

What other information and resources are provided by TRA?

This manual is one document in a suite of publications and other resources available to TRA
branches. It has been prepared to cover most points in some detail, while referring you to these
other specific resources should you require more information.

These resources can be divided into two groups: Branch Managemerdnd Activity Resourceand
Organisational Activity ResourceEhose available on line from the TRA website are either
hyperlinked or marked with an *.

Branch Executives need to be reasonably familiar with the all documents in the following lists in
bold, or have ready access to these in case clarification of any point is needed.
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Branch Management and Activity Resources:
Membership books/receipts/cards/application forms
DL insert capable Brochures for branch use
Dl size Inserts on TRA projects
TRA Pull up banners for displays and events
TRA Tent for outside community events
Sample meeting agendas/minutes and newsletters*
Touring menu & selection materials*
Guides on how to go about supporting touring shows and exhibitions*
Branch activity reports (required for funding acquittals)*
RAW: Regional Arts Wrap ¢ E-newsletter*
Tactics ¢ An occasional magazine*

TRA Organisational Activity resources:
TRA Constitution*
TRA Operational Plan 2009*
TRA Staff Procedural Manual
TRA Annual Reports*
Regional Arts Fund (RAF) guidelines and application forms
TRA Annual Branch Statistics Form*
TRA Activity Progress Report Form *

Where else can | get help?

There are many sources of help and support for regional artists and communities undertaking arts
projects. They fall within the following broad categories:
Arts Funding Agencies who provide funding and policy positions . These are generally
operated by commonwealth and state government agencies, though local governments also
offer funds.
Arts Service Organisations provide artform and sector specific advisory services to the arts
community and industry. These include bodies such as the Arts Law Centre of Australia, the
Australian Business and Arts Foundation (ABAF) and the Media Entertainment and Arts
Alliance (MEAA)
Arts Production Organisations develop or produce and tour products. They include
companies such as Tasmanian Theatre Company, Tasdance and Ten Days on the Island.
Arts Businesses provide venues and products for artists to access. Commercial galleries
theatre venues and art material suppliers are good examples of this group.

A brief listing of the primary arts funding organisations and their roles are listed below. This is not a
comprehensive listing, which is available from the following online arts directories:

Arts Tasmania: www.arts.tas.gov.au

The Australia Council: www.0zco.gov.au

Department of Environment Water Heritage and the Arts (DEWHA):
www.cultureandrecreation.gov.au/

Arts Tasmania

Arts Tasmania is an agency of the Department of Tourism, Parks, Heritage and the Arts. Arts
Tasmania implements Tasmanian Government arts policies and programs, administers funding to
the arts and museum sector (other than the Tasmanian Museum and Art Gallery), operates the Art
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for Public Building Scheme and arts@work; provides the Secretariat to the Tasmanian Arts Advisory
Board, liaises with Federal and State agencies on arts matters; and provides advice to the arts sector
on Government assistance.

The Australia Council

The Australia Council is the Federal Government's arts funding and advisory body. It directly
supports young, emerging and established artists, as well as new and established organisations. The
Council provides grants each year to artists and arts organisations across the country in the fields of
Aboriginal and Torres Strait Islander arts, dance, literature, music, theatre and visual arts/craft. The
Council also conducts arts research and policy development, and regularly advises governments and
industry on issues affecting Australian artists, such as taxation and insurance.

The Department Of the Environment, Water, Heritage and the Arts

The Department of the Environment, Water, Heritage and the Arts provides strategic advice and
professional support to the Australian Government on a wide range of significant and rapidly
changing policy areas which includes Art and Culture. The Department also administers legislation,
regulations, grants, and incentives to industry and the wider community. One such program of
specific relevance to TRA is the Regional Arts Fund. RAF is an Australian Government initiative that is
delivered in Tasmania in partnership with Tasmanian Regional Arts. DEWHA maintain the culture
and recreational portal.

Other funding sources

These include Festivals Australia, Playing Australia, Visions Australia, Tasmanian Community Fund,
and other philanthropic organsiations. For advice and guidance on these matters, speak to your
RADO in regards to which organisation or funding source best fits your needs.

A Brief History of the Arts Councils in Australia

The history of the Arts Council in Australia dates back to 1946 founded by Miss Dorothy Helmrich,
O.B.E. Her experience in Britain during World War ll, at the time of the formation of the Council for
the Encouragement of Music and the Arts, led her to the belief that there was a place for a similar
organisation in Australia. Dorothy Helmrich saw a great need for the arts to be available to people
living outside the great metropolitan centres of Australia. At that time country communities were
effectively cut off from the cultural life of Australia.

The founders of the Arts Council and those who carry on its work today are united in the belief that
experience of the arts enriches individuals and stimulates the communities in which we live.

The basic tenets of the organisation are:
a commitment to excellence in the arts
access to the arts, primarily to those people residents in country areas
increasing professional opportunities for Australian artists

Miss Helmrich began by setting up a committee in New South Wales, which ultimately led to the
formation of the Arts Council of Australia (NSW Division). With divisions being formed in all
Australian states and for a time also the Territories. From the earliest days of the Arts Council, Miss
Helmrich and her co-workers saw the need for the Arts Council to be established as a national body,
with representatives from all the various divisions meeting together for consultation, policy
development and co-ordination of the work being done.
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The Arts Council of Australia is a private, non-profit organisation with no religious or political
affiliations. The Arts Council has grown, developed and changed over the years. It has sought to

YSSG O2YYdzyAide yR a20Alf ySSRa GKNRBdAZAK | @ NR S
across the country had cause to review their position in the cultural landscape. This was partly due
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Regional Arts Australia was formed in 1997 as a means of providing a federal voice for the state
based Regional Arts Bodies. Each state based Regional Arts Body is represented on the Regional Arts
Australia Board. The two key roles identified for Regional Arts Australia are:

To develop a coherent national strategy

To enable networking and support

In 1999, the Tasmanian Arts Council changed its name to Tasmanian Regional Arts to reflect the
national trend of acknowledging the special nature of art and cultural work carried out in Regional
Tasmania.
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TRA Volunteer Policy

Who is a Volunteer? A volunteer is a person who undertakes to perform certain tasks for no salary or
wages. Volunteering is an action that is freely chosen is of benefit to the community and is
undertaken without financial reward.

Tasmanian Regional Arts acknowledges the valuable service given in the area of management and
day-to-day activities of TRA by volunteers. Involving volunteers in the activities of TRA can provide
them with a rewarding and challenging experience, however volunteer activities must be carefully
structured and managed to ensure that the volunteer experience is rewarding and that any risks to
volunteers are minimised.

The following guidelines apply:
Volunteers are entitled to adequate training and preparation. They should not be asked to
perform activities, which are outside their abilities and preferences. They should have
possibilities of further development of their skills through quality training programs.
Volunteers are entitled to receive support and recognition for their efforts in a form that is
meaningful to the volunteer
Project and organisational budgeting should include volunteer insurance
TRA has the right to release an inappropriate volunteer

Volunteer responsibilities to Tasmanian Regional Arts include:
Reliability and trustworthiness
Respect for confidentiality of information relating to activities of TRA
Acknowledge and abide by decisions made by the SEC
Undertake training if appropriate
Resolve any conflict with appropriate staff or volunteer colleagues

Industrial Relations: Volunteers cannot be used to displace paid employees with unpaid labour.
+2fdzy G SSNE FTNBSte& FFaANBS G2 LI OS GKSYaSt@dSa dzyRS
and therefore have a duty to follow reasonable lawful instructions given to them.

Risk Management: It is the responsibility of the relevant manager to assess risks to the organisation
or the volunteer, dependent upon the type of tasks the volunteer is undertaking.

Occupational Health & Safety: Although volunteers are not employees, the organisation still has a
Duty of Careowards them and must ensure that the environment in which the volunteer operates
is free from hazards and that systems are in place to allow them to perform their tasks in a safe
manner with minimal risk of injury to themselves and those working around them.

Assets: It is likely that volunteers may be required to operate with or near equipment that is owned
by the organisation which may be expensive to replace. Care needs to be taken to ensure that the
2NBIF yAal GA2yQa |aasSia FNB dzaSR O2NNBOGfteé& FyR R2

Note: Branch members are encouraged to access support and advice on volunteering from
Volunteering Tasmania. They can be contacted by free call on 1800 677 895.
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Tasmanian Regional

Tasmanian Regional Arts
TRA Individual Membership Form

Tasmanian Regional Arts excites, inspires and engages Tasmanian
communities to express their passion through the arts.

With offices across the state we deliver a range of services and
initiatives that enrich the Tasmanian Cultural life. We are the peak
Regional Arts and Community Cultural Development organisation in
Tasmania, with over60 years experience and a membership of 32
community based branches and 1000 members.

Be part of arts and culture in your community by
joining your local TRA branch. You can also subscribe online
for RAW; out monthly email bulletin that keeps you up to date
with news, events and opportunities.

Regional Arts Development Officers are based
in Latrobe, Launceston and Hobart. They understand the
challenges and opportunities facing regional artists and
audiences and can assist with practical advice to support the
development of your creative and cultural projects.

TRA encourages and supports visual and performing
arts touring to regional centres across Tasmania.

TRA advocates at a local, state and national level
for the rights of Tasmanians to access and participate in
guality arts experiences.

Tasmanian Regional Arts receives program funding from the Australian Government through the
Australia Council, its arts funding and advisory body and from the Tasmanian Government through
Arts Tasmania. The Regional Arts Fund is an Australian Government initiative supporting the arts in
regional and remote Australia and delivered in Tasmania in partnership with Tasmanian Regional
Arts.

Tasmanian Regional Arts also receives project funding from a range of sponsors and philanthropic
sources,

Tasmanian Regional Arts is a tax deductible charitable gifts organisation and welcomes donations for
program activities and project outcomes.

Cnr George & James St, PO Box 172 Latrobe 7307
T: 03 6426 2344 F: 03 6426 2889
E: info@tasregionalarts.org.au

www.tasregionalarts.org.au
[

N7

% Australian Government Tasmania
o Explove the possivilities
Regional Arts Fund

Aul!valla‘ 'Coum:ll
for the Arts

Australian Government

Become a member of
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Tasmanian Regional Arts Today!

TRA is a dynamic network organisation that assists artists and
inspires communities through arts engagement and cultural
experience.

Benefits of Membership

You become part of an extensive arts network across Tasmania and Australia

The opportunity to be inspired and contribute to the arts at a local and regional level
Discounted members tickets for TRA performing arts tours

Subsidised arts training and networking opportunities

Access to attend State and National Regional Arts Conferences

Regional Arts Wrap - Monthly e-bulletin outlining funding opportunities

Arts volunteer insurance (Individual and Family members)

Access to resource material and professional advice from staff

Web site presence (Branches and Organisational members)

The opportunity to contribute to regional arts policy in Australia

Join your local Tasmanian Regional Arts Branch
if there is no TRA branch in your area contact TRA to find out if you are eligible to
join TRA direct.

Individual/Family Membership Fees - $10/$20.

Corporate and organisational membership is also available. Contact us for details.
Payment can be made by Cash: Credit Card or cheque

(Cheques made payable to: Tasmanian Regional Arts)

s sz 7 7 7z £ 7z 7 7z z

ContactName:é é 6 é ¢ éééééééééeéeéceeeceecece.
Address:é é é é ééééééééééééééeééeéeceecececeé
éééééééeéeééeeéceeé

Town/City:

PostalAddress: 6 ¢ 6 é 6 éééééééeéeéeeceececece

Town/City: é € é é é

-
-
-
-
-
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-
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-
-

Contact Ph: ééééeééeéeéeeeceé. Mo..b.i..l..e........ )

Email:

Yes | want a hard copy as email is unaccessible

Please send this back to: Tasmanian Regional Arts:
PO Box 172, Latrobe, TAS 7307

T: 03 6426 2344, F: 03 6426 2889

E: info@tasregionalarts.org.au
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TASMANIAN REGIONAL ARTS Tasmanian Regional

Cnr George & James St,
PO Box 172 Latrobe 7307
T:03 6426 2344 F:03 6426 2889

E:info@tasregionalarts.org.au
W.tasregionalarts.org.au

Application for TRA Affiliate Organisation Status ¢ 2009

Name of Affiliate Organisation

Address

Postal Address (if different)

Phone Mobile email

Website: ABN: Registered for GST? Y/N

Financial and Legal Status of Your Organisation (Tick the relevant boxes below)

Incorporated Association C IA Number:

Private business C

Sole trader C

Not Incorporated and C

not for profit organisation

Other (Specify) C

Contact Contact
Person 1 Person 2
Name Name
Role/Title Role/Title
Mobile: Mobile:
Email Email

5284 &2dzNJ 2NBIyAal GA2y KIFI @S | YAaarzy 2N Qhrsare
O2YLI GAGES o6¢w! Qi Ywwivadaseegionalartsio@lam)t 6t S FNBY

Describe your organisations and its role in the regional arts community? What do you do?
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List and describe all projects that you are seeking insurance support for in 2009.

projects?

List the community/ies involved in your project and describe how the community/ies will benefit from your

Do these project/s require funding? If so, have you applied for and sourced required funds?

If you are unincorporated, do you intend to become incorporated in 2009? YesC No C
Could these activities continue without TRA insurance? YesC No C
Is your organisation member based? If so, how many members do you have?

Do you charge membership fees? YesC No C
Have you completed a risk assessment of your projects? Yes(} No C
(If yes please attach)

Does your organisation prepare annual financial reports and prepare meeting YesC No C
minutes (if so, please attach latest copies)

TRA places certain requirements on its affiliate organisations. Is your organisation

prepared to meet the following requirements if affiliation to TRA is offered?

Declaration:

organisation to negotiate with TRA.

Provide TRA with committee meeting reports for the 2009 calendar year? YesC No C
Provide TRA with annual reports (including financial reports) for any supported YesC No C
activities in 2009?

Co-brand TRA support as sponsorship in all marketing and promotional materials as YesC No C
provided in the TRA style guide?

Provide risk assessment and management plans relevant to the type of activity (TRA YesC No C
has templates available) prior to the event taking place?

Agree to notify TRA if your organisation decides to undertake any activi,ty thatvmiay YesC No C
conflictwith¢ w! Qa YAdaAz2y 2N ¥l ff 2dzidaARS 2

Agree to pay the relevant affiliation and supplemental coverage fees and encourage YesC No C
your members to take up individual TRA membership?

| agree that his information is a true statement and that | have the authority to act on behalf of the affiliate

Signed

Date

/ /2009
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TRA Style Guide for Branch Newsletters
(Based on TRA Staff Style Guide)

Text Formatting

It is important that all documents developed for TRA transmit a professional message. This relates
not only to the content of the document but also how the document is formatted. Where possible
TRA asks that you please follow the following formatting guide in preparing any formal TRA
materials. TRA acknowledges that local branches and affiliates may use other formats in local
newsletters and promotional materials for specific projects or where the branch has its own logo.

MAIN TITLE- TREBUCHET MSRED / BOLD 16PT UPPERASE

SECTION HEADINGS i ARIAL 11 PTi RED BOLD UPPERCASE

Sub headings Arial 11 pt bold sentence case - black / / /
Body Text Ariel 11pt

Paragraph i justified

Bullets i black or red square, black dot, orange triangle

Margins Left 2.5, right 2

Footer - 8pt, black top border, sort title, page of pages

Red -r 255

Paragraphs should if possible not break over pages; sentences should never break over pages
Someone else should always proof read your work

Use images as much as possible, please pdf or reduce image size before emailing

Attribute image C project, artist, photographer, 8pt text in frame below image, no borders
Generally speaking, the overuse of WORD ART and CLIP ART is discouraged

TRA Logo & Acknowledgement

Tasmanian Regional
Please use Black and White or Red or Black & Red versions only. Copies of

the logo are also available from the TRA website.

The TRA logo is to be used by all TRA branches and affiliate organisations
when promoting activities that are staged by the TRA branch or any affiliate organisation which is
conducting an activity that is supported through TRA. The Logo should be used in:

All TRA branch newsletters and correspondence
Any event where TRA is providing insurance cover
Any event that TRA is funding or supporting through provision of staff time

The use of an acknowledgement should also contain text related to the support provided by TRA.
Example: & ® ® ¢ ¢ ation\ld&Knovledes the financial support of Tasmanian Regional Arts as
the peak body for community arts and cultural development in Tasmania for the provision of
AyadzNI yOS O2@SNJ F2NJ GKA&A OlA@GAGED q

Please contact TRA if you have any questions about the use of the TRA Logo and any
acknowledgement.
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Glossary of Terms

Acronym What it means

Arts Tas Arts Tasmania (State arts funding body)
ABAF Australian Business and Arts Foundation
ASA Artsupport Australia
CAST Contemporary Arts Services Tasmania
DEWHA Department of Environment Water Heritage and the Arts
Federal arts funding body
MEAA Media Entertainment and Arts Alliance (Union)
0zco Australia Council (for the arts) Federal arts funding body
RAA Regional Arts Australia (national regional arts body)
RADO Regional Arts Development Officer
RAF Regional Arts Fund (TRA Managed Grants Program)
RAW Regional Arts Wrap (TRA E-Newsletter)
RQR Regional Quick Response Grants (RAF Grant Category)
SEC State Executive Committee (TRA Board)
TDOTI Ten Days on the Island (Arts Festival)
TRA Tasmanian Regional Arts
VACD Visual Arts Crafts and Design

Contact Details for TRA State Executive Committee (SEC)
Details of the SEC as of February 2009 and current until the 2009 AGM.

Name Role on SEC City Primary E-mail address
phone
Steve Allen = Treasurer ULVERSTONE 0408 358 211 | allen.sj@bigpond.com
Margaret Secretary & Member North
Barlow Rep PROSPECT 6343 2278 margaretbarlow@hotmail.com
Bev Member North West Rep &
Cannell WC Secretary ROSEBERY 6473 1796 roseberync.pres@internode.on.net
TRA President & Leven RA
Lee Cole President ULVERSTONE 6425 4284 Icole2 @vtown.com.au
Chris
Cowles Member South Rep DUNALLEY 6253 5250 cowles@tassie.net.au
Paul
Jenkins Executive Director LATROBE 6426 2344 paul@tasregionalarts.org.au
Lynne Price = Vice President BURNIE 6433 3887 klprice@bigpond.com
Joanne ELIZABETH
Wild Member North Rep TOWN 08-81212826 wildj@activ8.net.au
Donnalee = Member South Rep & Public
Young Officer SWANSEA 6257 9056 donnalee.young@dhhs.tas.gov.au
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