Creative people and places: a summary of monitoring requirements for the action research partnerships
Notes on completing the monitoring template: 25 March 2013 
Purpose 
Every action research partnership (or consortium) awarded funds through the Creative people and places programme will be working to a business plan signed off by the Arts Council and every partnership will provide its lead Arts Council officer with a quarterly report of its progress against that plan. As part of this process, the partnerships will be using a common monitoring form to collect information.  

These notes describe the information each partnership needs to collect. We will need basic information about all of your events (just five questions to answer) and more detailed information about a representative sample of events to be agreed with your lead officer. 

As well as enabling you and the Arts Council to check your progress against your plan, the information can be used, by you and any evaluators you commission, to inform your local Place Evaluation activity and the national Programme Evaluation activity.  

The monitoring information will be essential to our understanding of the progress you are making and of the impact of the investment in Creative people and places overall. 
Please read the whole of this document. The monitoring requirements are just one aspect of the overall evaluation of CPP. There is a reminder of the headline questions we are aiming to answer, the subsidiary questions these may give rise to and an explanation of the indicators of progress the Arts Council will be using. We then take you through the monitoring form, section by section.  
1. A reminder of the questions we are aiming to answer and the indicators of progress the Arts Council will be using

1.1
The three headline research questions    
i. Are more people from places of least engagement experiencing and inspired by the arts, as a result of CPP?

ii. To what extent has CPP’s aspiration for excellence of art and excellence of the process of engaging communities been achieved?

iii. Which approaches to engagement, inspiration and excellence have been successful? 

1.2
These headline questions will generate subsidiary questions. 

Here are some examples. You will have more
i. To what extent has the arts and cultural sector experimented with new (new to your place, or new to the arts) approaches to engaging communities? 

ii. Have new arts and cultural opportunities been created? How sustainable are the opportunities provided?  

iii. To what extent has CPP encouraged partnerships between the subsidised, amateur and commercial sectors?


iv. Year by year, how much funding has been levered into each CPP area, or additional income earned, as a result of CPP activity?

v. Has there been an increase in the number of amateur arts groups operating in CPP areas? 


vi. Has there been an increase in the number of premises with an entertainment licence in CPP areas? 

vii. Have there been any significant unexpected outcomes? 
1.3
The Arts Council has chosen three indicators of progress on which it will expect to be able to report annually, using the monitoring data collected by the action research partnerships and the work of the Programme Evaluators.

i. Changes in awareness of the arts and opportunities to engage in the arts among the public.

ii. Changes in the numbers and profile of people engaging.

iii. Changes in reported intentions to engage in the arts in the next 12 months.


In addition to these three indicators, the Arts Council will monitor change in the number of grant applications and grants received from CPP areas. It will look at applications to its own programmes and to those of other funders, such as the Paul Hamlyn Foundation, BIG and HLF. 
2
The monitoring form  

The Arts Council has designed this monitoring form to ensure that the information collected by every action research partnership is consistent and the form is available as a spreadsheet, so that the information can be more easily collated. 

Some sections of the form will only need to be completed once a year. Five questions will need to be answered for every event. In order to produce a deeper insight into what the partnership is achieving, you will be asked to agree, with your lead officer, a representative sample of events for which you will need to provide answers to all relevant questions in the form. Please see page 10 for the definition of an event and an activity. 
Each partnership will provide its lead officer with a short, quarterly, report on income, expenditure, activities, events, outputs and outcomes. These will be collated once a year to provide an annual report.  
As well as enabling the lead officers to keep track of progress, the monitoring form will be a valuable resource for the Programme Evaluation and for the Place Evaluations. The information collected over the three-year period of the programme will inform the overall picture of the outputs and outcomes of CPP.  

3
In addition to collecting monitoring information: your own Place Evaluations and case studies of approaches that worked
In addition to collecting monitoring information, each action research partnership will be contributing to our understanding of what CPP is achieving in two ways:


i. by using around 5% of your budget to undertake your own Place Evaluations. What did you do? What worked? What didn’t? You are determining the focus of your own evaluation activity, but this work will contribute to our knowledge and understanding of the programme nationally. 

ii. by identifying interesting examples of projects with audiences and participants at their core and completing a case study template, designed by the Arts Marketing Association. Case studies will be selected by the AMA for inclusion in a ‘knowledge bank’ for the benefit of the sector as a whole. 

4
Arts Council review meetings and discussions 

Your lead officer will be scheduling regular meetings with you to discuss progress. The frequency of these meetings will depend on where you are in the development and delivery stages.

These discussions will be an opportunity to:

· Discuss delivery against your agreed business plan

· Ensure conditions of funding are met (as detailed in the grant offer letter)

· Discuss and review your contribution to 

· the key research questions (1.1) both through your Place Evaluation activity and your contribution to the Programme Evaluation
· the collection of the monitoring information

· the indicators of progress (1.3. above)

· the collection of case studies (3.ii above) and any other steps you have taken to spread the learning across the wider cultural sector

5
Monitoring form

The form has four sections. 

Section 1 is about your CPP place and the action research partnership. Once completed, this will only need to be updated if there is a change during the year.  
Section 2 is about the governance and management of the partnership. The section on attendance at Board meetings will need to be completed at every meeting (and will, in any case, be recorded in your minutes). The rest will only need to be updated if there is a change during the year. 

Section 3 is about your income and expenditure. This needs to be completed on a quarterly basis, for your report to your lead officer. We anticipate that you will also be reporting monthly figures to your Board (or equivalent). 

Section 4 is information about your activities. To fulfil your reporting requirements to the Arts Council, we need you to collect basic information (the first five questions in the monitoring form) for every event. In order to understand what is happening in greater depth, we will ask you to select an appropriate, representative sample of events (based on your business plan and activity plan) for which you will answer all of relevant questions in section 4 of the form. 

	1. Your CPP place and the action research partnership

	1.1.Place 
	

	1.2. Lead organisation (named grant recipient)
	

	1.3. Lead contact name
	

	1.4. Lead contact email
	

	1.5. Lead contact landline and mobile numbers
	

	1.6. Lead contact postal address
	

	1.7. Contact email for questions about the information in this form (if not lead)
	

	1.8. Core consortium member organisations of the action research partnership
	

	1.9. Members/affiliates of the wider partnership
	

	1.10. Legal status of the action research partnership, e.g. company limited by guarantee or informal partnership 
	

	1.11. The name of the local authority district or districts covered by your CPP programme
	

	1.12. Please provide a short description of the place aims and the proposed activities (maximum 500 words). This can be extracted from your business plan. 
	


	2. Management and governance arrangements

	2.1. How many formal Board/partnership meetings do you plan to have (or are you having) each year?
	

	2.2. Please indicate, with the word ‘consortium’, in the column to the right, which of the following areas of knowledge, skill and experience are present within the action research partnership (the core consortium). Please indicate, with the word ‘external’, where you are looking beyond the core consortium for this knowledge, skill or experience.
· Arts practice
· Community engagement and / or community development
· Education

· Public health

· Working in and with diverse communities

· Marketing and public relations
· Finance 

· Legal 

· Administration / general business management
· Project management

· Human resources 
· Research and evaluation

· Fundraising 

· Please add other knowledge, skills and experience here
	

	2.3. How many full-time equivalent posts in your action research partnership are being financed by your CPP budget?
	

	2.4. How many full-time equivalent posts in your action research partnership are being financed by other sources?
	


Please record the attendance at your Board (or equivalent) meetings in the table below.  
	2.5. Board (or equivalent) meeting
	Actual number of attendees
	% of Board total membership

	Meeting 1
	
	

	Meeting 2
	
	

	Meeting 3
	
	

	Meeting 4
	
	

	Meeting 5
	
	

	Meeting 6
	
	

	Meeting 7
	
	

	Meeting 8
	
	

	Meeting 9
	
	

	Meeting 10
	
	

	Meeting 11
	
	

	Meeting 12
	
	


Income and expenditure
Your reporting of income and expenditure will need to be aligned with your individual Business Plans but we anticipate that you will be reporting monthly figures to your Board (or equivalent) and quarterly figures to your lead Arts Council Officer. It will then be a simple matter of collating your annual figures.  
	3. Source of income
	Budget £000s
	Actual £000s
	Budget in-kind £000s
	Actual in-kind £000s

	Public funds

	3.1. Arts Council Creative people and places
	
	
	
	

	3.2. Arts Council other – please specify
	
	
	
	

	3.3. Local authority grants/
contributions.
(Please list)
	
	
	
	

	3.4. Other public funds – please specify. (Add lines as necessary.)
	
	
	
	

	3.5. Sub-total public funds
	
	
	
	

	Sponsorship and donations

	3.6. Business sponsors and donors. 
(Please list)
Please also estimate the value of any in-kind support from business and provide a brief description. 
	
	
	
	

	3.7. Individual donations and volunteer time
 
	
	
	
	

	3.8. Voluntary organisations. (Please list.)

Please also estimate the value of in-kind support from voluntary organisations and provide a brief description. 
	
	
	
	

	3.9. Trusts and Foundations. (Please list)

Please also estimate the value of any in-kind support from trusts and foundations and provide a brief description. 
	
	
	
	

	3.10. Sub-total sponsorship and donations
	
	
	
	

	Earned income. 
The action research partnerships have a range of sources of earned income. Please leave in place those we have included below, ignore those that are not relevant to you and add any other sources that apply to you. 
The figures below should focus on earned income that will be set against direct costs associated with the programme of activity funded by CPP.  Where appropriate you may also wish to track and report on other income earned, where this can reasonably be attributed to CPP activity – for example, on-going ticket sales from audiences introduced to a venue or art form through CPP activity.  Use separate lines as appropriate.  

	3.11. Ticket sales
	
	
	
	

	3.12. Sale of art work   
	
	
	
	

	3.13. Merchandise
	
	
	
	

	3.14.Refreshments
	
	
	
	

	3.15. Course or workshop fees
	
	
	
	

	3.16. Hire (equipment, space etc.)
	
	
	
	

	3.17. Add a line for every additional source of income you want to report and number them all 3.17.
	
	
	
	

	3.18. Sub-total earned income
	
	
	
	

	3.19. Total income
	
	
	
	


Expenditure

	3. Type of expenditure
	Budget £000
	Actual £000

	3.20. Artistic programme and commissions (live and digital)
	
	

	3.21. Marketing
	
	

	3.22. Audience development and outreach 
	
	

	3.23. Skills development and capacity building
	
	

	 3.24. Other 
(Please list)
	
	

	3.25. Increasing access for people with disabilities
	
	

	3.26. Place Evaluation
	
	

	3.27. Monitoring
	
	

	3.28. Case studies, other documentation and sharing our learning 
	
	

	3.29. Management and administration – staff salaries and fees
	
	

	3.30. Professional development
	
	

	3.31. Management and administration – expenses, e.g. travel, room hire etc
	
	

	3.32. Overheads – insurance, utilities etc
	
	

	3.33. Capital/asset purchases (Please list)
	
	

	3.34 Dissemination of findings
	
	

	3.35. Total expenditure
	
	


4. Information about your events and activities

Section four of the form has a first part in which to record events and a second part in which to record activities. 

Recording information about your events and activities will make it simpler for you to produce regular reports for your Board (or equivalent) and quarterly reports for your lead Arts Council officer. It could also provide evidence for your Place Evaluations and suggest possible case studies. It will also be useful to the Programme Evaluation.

Our definition of an event includes an exhibition, a performance, a screening, a talk, a series of classes or workshops, a creative process and any other definable event organised as part of CPP. 

Our definition of activity describes the different types of intervention you are making to achieve the aims of the CPP programme. For example, support to start up new amateur groups, or support to open non-traditional venues, or support for local networking. 

We are asking you to collect basic information on every event and more detailed information on a representative sample of events. We are also asking you to record examples of your activities.  
The Arts Council’s minimum requirements are as follows: 

i. For every event, please answer the first five questions in the form. It would be helpful if you would start to record this information as soon as possible, so that we can accurately capture the numbers of people benefiting from the CPP programme.  

Note: an individual class or workshop or session within a series does not qualify as an event in its own right. You only need to report information on the series, not on the individual sessions. 
ii. Using your activity plan as a starting point, choose a representative sample of events (for the first year, in the first instance) and then answer every relevant question in the form. Where a question is not relevant, write ‘Not relevant’. Where a question is relevant but you do not know the answer, write ‘Not known’. 

Note: It is the responsibility of each partnership to decide what its representative sample will look like, but it would be useful for the Evaluation Group and the Peer Learning Group to share their ideas on this. What are you trying to achieve, for and with whom? Are there some events that are more likely than others to illustrate what you are trying to achieve?   

iii. Keep a record of the types of activity you are undertaking and note down examples of this activity for your quarterly reports.  
	Section 4. Part 1. 
Information about your CPP events. Please answer questions 4.1. – 4.5. for every event.

	4.1. Title of the event
	

	4.2. Date and duration of the event
	

	4.3. Location of event: address with post code
	

	4.4. Which of the following was the event for? 
A general audience (i.e. anyone) 
Children and/or young people
Families
Disabled people
Some other group
	

	4.5. How many people were involved in this event? If it was both a live and broadcast or digital event, provide figures for both the live and broadcast/digital audience. 

How many audiences/visitors were there?

How many participants were there?

Write E next to any figures that are estimates.
	

	
For your representative sample of events
 you need to answer the questions above and below. If a question is not relevant to you or to your event, write Not Relevant next to it. If a question is relevant but you do not have an answer, write No Answer. If any of your answers are estimates, please clearly mark with an E after the number.

	4.6. What was the lead organisation for this event?
	

	4.7. What were the main art form(s) involved, e.g. theatre, music, visual arts, film, combined art forms, digital etc? 
	

	4.8. What were the name(s) of the artists and/or arts organisations involved?
	

	4.9. What type of event was it, e.g. performance, exhibition, reading, educational event, or other? Use your own description if you prefer.
	

	4.10. Name any other organisations involved in the event.
	

	4.11. Was this event a new piece of work? Yes/No
	

	4.12. Was it commissioned by the action research partnership?  Yes/No
	

	4.13. If it was a commission, was the public involved in the commissioning process? Yes/No
	

	4.14. If the public was involved in the commissioning process, please explain how. 
	

	4.15. Did the work tour? Yes/No
	

	4.16. If it did tour, please provide brief details of where it went. 
	

	4.17. What was the budget for this event?
	

	4.18. Please estimate the proportion of total number of audience members/visitors and participants (see 4.5 above) in the following age brackets. 

•           Under 16 years

•           16-24 years

•           25-34 years

•           35-44 years

•           45-54 years

•           55-64 years

•           65+


	

	4.19. Please estimate the proportion of audience members/participants in each socio-economic group using the Socio-economic classification (NS-SEC)
 categories, or a breakdown of ACORN or MOSAIC categories from postcode analysis.

	

	4.20. Please estimate the proportion of audiences and participants from each gender.
	

	4.21. Please estimate the proportion of audiences and participants from the relevant ethnic groups below:

1. English / Welsh / Scottish / Northern Irish / British 

2. Irish 

3. Gypsy or Irish Traveller 

4. Any other White background (other specify)

5. White and Black Caribbean 

6. White and Black African 

7. White and Asian 

8. Any other Mixed / Multiple ethnic background (other specify)

9. Indian 

10. Pakistani 

11. Bangladeshi 

12. Chinese 

13.Any other Asian background (other specify)

14. African 

15. Caribbean 

16. Any other Black / African / Caribbean background (other specify)

17. Arab 

18. Any other ethnic group (other specify)

	4.22. Please estimate the proportion of audiences/visitors and participants who would describe themselves as disabled or as having limiting health issues? 
	

	4.23. If, for this event, you carried out a survey, asking people about their attendance:
· What proportion of participants in this event had ever attended/participated in an event of this kind before? 

· What proportion had attended/participated in this kind of event in the past 12 months? If yes, how many times?
	

	4.24. If, for this event, you carried out a survey, asking people about their attendance:
· What proportion of participants in this event had attended and/or participated in any creative, artistic, theatrical or musical, craft event/activity in the past 12 months. If yes, how many times?  
	

	4.25. If, for this event, you collected home postcodes from audiences/visitors and participants, please provide a breakdown here. For example: NE24 32%, NE43 10% etc. 
	

	4.26. How many volunteers were involved in this event?  
	

	4.27. How many volunteer hours were worked on this event? 
	

	4.28. How many National Portfolio Organisations or Major Partner Museums were involved in this event? Please name them.
	

	4.29. How many local amateur groups did you expect to get involved? 
	

	4.30. How many local amateur groups did get involved. Please name them. 
	

	4.31. How many artists were involved?  Please name them. 
	

	4.32. What was the total number of hours worked by all artists?    
	

	4.33. How many of the artists involved in this event are local? 
	

	4.34. How many hours were worked by local artists?
	

	4.35. Would you describe the venue for this event as an established arts venue, a new arts venue or not an arts venue at all? Please name and define it. 
	

	4.36. Were any artefacts or products produced as a result of this event? Please specify, e.g. poems, paintings etc.
	

	4.37. In no more than 500 words, please reflect on the achievements of this event. 
	

	4.38. Did you collect audience/participant feedback? Yes/No  
	

	4.39. If yes, what methods did you use to collect it?     
	

	4.40. Would you be willing to share this feedback with the Programme Evaluation team? Yes/No
	

	4.41. Do you have contact details of participants in this event? Yes/No
	

	4.42. Are you planning to use this event as a case study or part of a case study? Yes/No.
	 

	Section 4. Part 2. 
Types of activity undertaken by this partnership
	Description of activity

	Please keep a brief record of the types of activity you are undertaking. The headings below are examples of activity only. If these don’t cover everything you are doing, please add your own. This section of the form will help you to describe your activity to your lead Arts Council officer at your regular review meetings. It will also help you to identify and compile your case studies.   

	4.43. Supporting the start-up of amateur groups
	

	4.44. Supporting the establishment of non-traditional venues as spaces for the arts
	

	4.45. Supporting local networking
	

	4.46. Developing projects with our action research partnership members and the wider partnership. 
	

	4.47. Engaging local communities in decision-making processes
	

	4.48. Engaging volunteers in decision-making processes
	

	4.49. Our commitment to and involvement in the CPP peer support/learning network 
	

	4.50. Our commitment to and involvement in the Programme Evaluation
	

	4.51. Other – please insert additional rows if required
	


Other information we would like from you

Contact details of a selection of participants
 
Collecting data on individual attitudes to and patterns of participation in the arts will be essential to both your Place Evaluation and to the Programme Evaluation. It is often easier to get complex feedback after, rather than during, an event. It will therefore be important to be able to go back to attenders and participants to gain detailed insight such as: attendance/participation patterns in last 12 months; the value they place on the experience; likelihood of repeating the experience and so on.

Every partnership will be responsible for deciding how best to capture, from a representative sample of audience members, visitors and participants, a first name and family name, a telephone number and /or an email address and permission to contact each person for research purposes. You should have a mechanism for doing this before your first event and the information should be recorded in an Excel spreadsheet or equivalent. 

Please capture as many people’s details and for as many events as you can. The more contact details you have and for as many events as is practical, the more useful the insight will be. It will help you to shape your activity, locally and inform the Programme Evaluation. There is no guarantee that individuals will be contacted or that they will still be willing to be interviewed if they are contacted, but the details you collect will give the evaluators something to work with.   

Quality assurance and evaluation critical friends


Every action research partnership will be required to appoint an ‘evaluation critical friend’ to support you in the design and delivery of your evaluation plan. The critical friend will understand the aims of the Programme Evaluation and if necessary, will quality assure the completion of monitoring forms, help you to select a sample of events for more detailed monitoring and how to select and write up case studies. 

It is not necessary for each action research partnership to work with a different person. It may be more productive and more economic for several partnerships to use the same critical friend. 
Case studies
for Culture Hive

The Arts Marketing Association (AMA) is being funded by the Arts Council to build up a knowledge bank of material on marketing and audience development and drawing from national and international examples. CPP is just one of the programmes that will be contributing material to Culture Hive over the next few years. We would like you to be on the look out for projects, approaches, outcomes and reflections that others interested in approaches to marketing and audience development might find useful. The case study template designed by AMA is below.  

Culture Hive case study template

This template is designed to encourage practitioners to share their examples of good marketing and audience development practice with others. (Case studies require some key information in order for others to learn from the experiences described; so if your project or activity is in progress, just complete as much as is possible at this stage). As a guideline, case studies submitted for use should be approximately 700 – 900 words in length.
	Organisational name and contact details
	

	Title of project (if applicable)
	

	Background [Brief details of your organisation, objectives for the activity taking place. Context which prompted action]
	

	Objectives [bullet points are sufficient]
	

	The target audience [List the target groups you are trying to reach]
	

	Process [Briefly detail the stages for implementation of the activity]
	

	Outcome(s) [List the impact/benefits as experienced by audiences, practitioners and/or the organisation as a whole]
	

	Key points for effective practice [Identify the most important points in the case study for other practitioners – please include costs, risks and what didn’t work]
	

	Conclusions and recommendations [Briefly detail how/why the practice outlined above has been effective]
	

	Additional information [please add web links or related materials or additional content e.g. web links, photos and images]
	


Please return all forms to the AMA: pam@a-m-a.co.uk or Arts Marketing Association, 7a Clifton Court, Clifton Road, Cambridge CB1 7BN

� The value of in-kind time contributions from individuals should be estimated by multiplying the number of volunteer hours by the minimum wage (currently £6.08 an hour for over 21s; £4.98 for 18-20 year-olds and £3.68 for 16-18 year-olds in 2012/13)


� http://www.nao.org.uk/publications/Samplingguide.pdf


� http://www.ons.gov.uk/ons/guide-method/classifications/current-standard-classifications/soc2010/soc2010-volume-3-ns-sec--rebased-on-soc2010--user-manual/index.html
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