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CHECKLIST

Use the following checklist to make sure you have submitted everything that is required. All applicants MUST provide the following materials:

· Artist Residency Request Form

· Narrative Description of Residency

· Residency Budget Worksheet

RESIDENCY NARRATIVE DESCRIPTION

Residency projects should be developed collaboratively with the artist(s), host site, and South Central PaARTners and must be signed by both the host organization and the artist(s). While project plans must be developed prior to application submission, it is understood that some “fine tuning” of the plans will occur between submission and the actual residency. The narrative must address each of the topic headings listed below. For the sake of clarity, please use the topic headings in your narrative.  Narratives must be typed and no more than three pages in length. The narrative description of the residency will be used by South Central PaARTners to determine award amounts in the event funding is not sufficient to match the Host Site’s request. (Please review the Narrative Sample for a residency)

· Introduction:  Tell us about your school/community organization: district, number of students, demographics, etc.

· Core Group Description:  Identify the number, ages, and types of students in the core group(s). Remember there are no more than three core groups and a maximum of approximately 30 students permitted per artist, per building/venue. What is the plan for selecting the core groups? The artist should meet with each core group each day of the residency.

· Other Student Groups:  Describe activities affecting the wider scope of the school. Will the artist be meeting with other classes during the residency? Will the residency include an introductory assembly or presentation for the whole school?

· Learning Objectives: List the learning objectives of the residency and how/if they tie into the PA Academic Standards. Complete the statement, “At the conclusion of the residency, students will demonstrate achievement of the following objectives:”, with a numbered list of objectives.

· Sequence of Activities:  Describe the sequence of activities for the residency. You may list a day-by-day schedule or a more general schedule describing the beginning, middle and end of residency.

· Evidence of student involvement in the creative process:  Define the creative process and show clearly how students will be involved in creative decision making.

· Interaction between Teacher(s)/Coordinator and Artist:  What activities are planned to bring the artist and teacher/staff together? Describe activities such as staff in-service workshops, including time, place, and topic.

· Facilities, Supplies and Resources:  What facilities, materials, supplies, space, etc., will be made available for the residency? Are there additional resources in your school or community you will use to enhance the residency? Include studio time and space for artist.

· Community Outreach/Parental Involvement:  Describe any activities that will reach parents and surrounding community. Possibilities include “Meet the Artist” Breakfast/Lunch at school, Parents’ Night exhibit or performance, school time exhibit or performance to which parents and community has been invited.

· Plans to extend impact of residency:  What activities are planned to assure that the processes learned in the residency will continue to be implemented and used in various forms beyond the artist’s time in the educational setting?

· Evaluation/Assessment:  What elements of the residency will you evaluate?  What evaluation tools will be used to assess the residency program? Consider using a variety of assessment tools such as pre- and post-testing, reflective journals, performance tasks, projects, etc.  Evaluation plans should be clear and concise.

Please type or print clearly.

	School/Community Site:
	

	Mailing Address:
	

	City:
	
	Zip:
	
	County:
	

	Principal/Administrator:
	

	
	Phone:
	
	Email:
	

	Site Coordinator:
	

	
	Phone:
	
	Email:
	

	Artist:
	
	Art Form:
	

	
	Phone:
	
	Email:
	

	Tentative Dates of Residency: (MM/DD/YY)
	               /                /               TO               /                /


Narrative Description of Project
Attach a narrative description of the proposed residency addressing the points outlined in the Residency Planning Guide. Narratives must be typed and no more than three pages in length.
Requirements and Agreement

To qualify for matching funds from PCA you must agree to the following requirements:

· Residencies MUST have at least one core group but no more than three core groups (maximum of 30 students per core group); core group(s) MUST meet with the artist EVERY day of the residency.

· Residency dates MUST be submitted to South Central PaARTners at least 30 days before residency work begins.

· All press materials must acknowledge the PA Council on the Arts and Millersville University: South Central PaARTners (press release guidelines will be provided).

· Residencies MUST include a planning session (planning session checklists will be provided).

· Hosts should ensure that legally responsible personnel are in the room with the artist AT ALL TIMES – Directory Artists are not to be utilized as substitute teachers.

· Host agrees to complete residency evaluation forms and submit them to South Central PaARTners.

South Central PaARTners reserves the right to revoke or reduce residency funding if requirements are not met.

Application Submitted by: (all signatures are required in blue ink)
	
	
	

	Signature of Site Coordinator
	Date
	
	Signature of Principal/Administrator
	Date

	
	
	

	Signature of Artist(s)
	Date
	
	


I.
Artist Fees*: (minimum of 10 days; see attached chart for matching rates for corresponding 

residence lengths).
	
	days in residence x $
	
	/day = 
	$
	
	(A)

	
	planning days x $
	
	/day =
	$
	
	(B)


* At least one Residency Planning Day should be included in addition to the minimum days in residence. Artist fee per day is a minimum of $175; however artist and host are free to negotiate a higher fee where appropriate.
II.
Travel Expenses**: (if applicable)
Mileage:

	
	miles x $0.50/mile x # days
	
	= 
	$
	
	(C)


(Rate is charged from mile 1 if over 50 miles one way)

Per Diem (food and lodging):

	
	days x daily expense
	
	= 
	$
	
	(D)


(Must provide receipts)
($80/day max)

** Matching funds may be requested for travel expenses. Travel expenses (mileage and per diem) are given only when the artist’s residence is 50 miles or more from the host site (one way). Per Diem is given only when the artist is staying overnight in the host site community.

	Residency Cost (A+B+C+D) =
	$
	
	(E)

	Amount Requested from PCA (see attached sheet for percentages)
	$
	
	(F)

	Host Commitment: Amount of matching funds (subtract F from E)
	$
	
	(G)

	10% admin fee (multiply line E by .1)
	$
	
	(H)

	Total Host Commitment (G + H):
	$
	
	(I)

	TOTAL (Line F+I) =
	$
	
	(J)


	Source of Matching Funds:
	



check one:          SECURED                   PENDING

III.
Material Expenses:
	Material expenses: (if necessary)
	


(Material expenses are the responsibility of the school or community site and are not eligible for PCA funding.)

	TOTAL RESIDENCY BUDGET =
	$
	



(Artist Fees and Expenses)

New policies this year (state-wide):

 An administration fee of 10% will be added to the overall cost of the residency. That fee is then retained by the partner for their service.

Travel funding will be allowed as part of an AIE Program funding only when the artist lives more than 50 miles from a residency. Travel expenses are limited to: lodging and meals, not to exceed $80 per day; and mileage at the current federal rate, or in lieu of mileage, the cost of public transportation, whichever is less. 

Residency Length and Schedule

The following explains the rates at which residencies will by funded by the PCA. The PCA encourages residency schedules that allow sufficient time for planning, evaluation and assessment design, and substantial engagement in and through the arts for students, teachers, and others as applicable.

There is a twenty-day minimum for a 1:1 PCA match for individual artists, per artist, location, and core group.

Examples of the PCA match ratios are given below. These examples are based on a $200 a day residency fee.

	Length of resideny and match ratios
	Example @ $200/day

	Length of Residency
	PCA AIR Subsidy**
	Host %
	PCA support maximum
	Host 

Support

(plus 10% admin. fee)
	Total Cost for Residency

	10-day residency
	Up to 30%
	70%
	$600
	$1,600
	$2,200

	11 to 19 days
	Up to 40%
	60%
	$1,200
	$2,100
	$3,300

	20 days or longer
	Up to 50%
	50%
	$2,000
	$2,400
	$4,400


**Please note that these are maximum subsidy amounts. Actual awards may be less, depending on the availability of funds and the quality of the application.

PCA will not fund residencies less than 10 days. Residencies 10 days or less may be done but without PCA funding.

Company Residency

There is a ten-day minimum for companies and ensembles, per location and core group. The entire company/ensemble must be present for at least one day. The plan must identify at least one artist who will be present for the entire residency period. 

