Template for writing a Letter of Agreement for Community Arts Residency*
*For the purpose of this document, ‘Residency’ refers to the case where the host organization is the applicant for a Community Arts Project grant in the Arts Engagement grant category, to work with one or more artists. 

When planning a Community Arts Residency, it is recommended that the host organization and the artist formalize the terms of the residency through a contract or Letter of Agreement, which includes a detailed Project Description that is developed as the framework for the residency.  
The attached template can be used as a guide for host groups and artists to design their own Letter of Agreement and Project Description.   A Letter of Agreement is intended to help the host organization and artist-in-residence clarify their mutual expectations for the Residency; agree on the schedule and workload; formalize the financial arrangements1; and establish an evaluation method and standards.  
The residency partners should adapt the template to suit their own needs.  The template employs language based on contracts developed by other artist-in-residence programs in Canada.  The Project Description Appendix is a recommended list of the minimum information the Project Description should include.  Both Host and Artists should ensure this description is as detailed as possible; it is the most important part of the Letter of Agreement.
1 In planning your residency budget, a minimum rate of $50/hour or $250/day is recommended for artists working in community settings and schools.

Letter of Agreement for Community Arts Residency
This Agreement is made on 




 (date)

Between (name of artist or arts organization)






(hereinafter referred to as “the Artist”)


and (name of Host organization)







 

(hereinafter referred to as “the Host”)

IT IS AGREED AS FOLLOWS:

The Residency

The Artist agrees to undertake a Community Arts Residency as described in the attached Project Description (Appendix A), and the Host agrees to engage the Artist to undertake the Residency according to the terms of this Agreement.
The Project Description may be changed by agreement in writing of both the Artist and the Host. 

The Host will provide a main contact for the Community Arts Residency (name and contact information):__________________________________________________________.
_____________________________________________________________________.

Duration

The Residency will take place within the following dates: _______________________ 

The Residency Term and financial arrangements specified here may be extended by agreement in writing, subject to agreement of terms by the Artist and the Host. 

Financial Management

The financial administration of the Community Arts Residency revenues and expenses will be the responsibility of the Host, unless otherwise agreed on by both parties.  The Artist will have full access to financial information related to the residency.
Payment

The Host agrees to pay fees to the Artist in the total amount of $____________ (plus GST if applicable).

Payment schedule: _______________________________________________
Expenses 
The Host will be responsible for expenses related to the residency, as specified in the attached project description and budget (e.g. supplies, space, promotional materials, administration, etc.).  Additional expenses can only be undertaken by mutual consent of Host and Artist.

Facilities and Insurance
The Host will provide suitable facilities for the Artist’s use during the Residency.
The Host will maintain adequate public liability insurance coverage against loss or damage to persons or property caused during the Residency (including by the Artist and any volunteers and subcontractors).

Dispute Resolution

In the case of a dispute between the Artist and the Host, the disagreement shall be referred at the request of either party to a neutral mediator, agreed to by both parties.  If efforts at dispute resolution fail, then either party has the right to serve notice that they wish to terminate the agreement and end the residency.  
IN WITNESS WHEREOF the parties hereto have duly executed this agreement on the date first written above.
[name of Artist]
Per:
Name:
Title:

[name of Host Organization]

Per:

Name:

Title:

Appendix A:  Project Description

The Project description should include at least the following:

· Host’s goals for the residency
· Artist’s goals for the residency 

· Work schedule:

· planning and preparation time
· introduction of artist(s) to host organization staff
· workshops, open studios, rehearsal time, performances, etc., if applicable
· opportunities for the Artist to interact with community members on an informal basis

· flexibility to allow for changes as the project goes on 

· meetings with supervisory group/person1
· evaluation process

· Residency budget (including Host’s in-kind contributions)
· Projected participants
· Defined responsibilities for recruiting and supporting community participants
· Evaluation method, standards of success
· Reporting protocol
1 It is recommended that the host organization identify a supervisory/support group or position with the responsibility of working with the resident artist.
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