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About this document  

This document explains: 

� What you need to know about Arts Council Venues Funding; 

� How we assess and decide on your application; 

� How to make your application; and  

� How we process your application. 

This document follows up on our commitment as part of our strategy, Making Great Art 

Work, to provide clear funding criteria to applicants. We hope that it will help you prepare 

and submit a strong application.  

 

The deadline for applications is  5.30pm, Thursday 7 September 2017 

Please prepare and submit your application well before the deadline. 
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Getting help with your application 

� If you have never applied for grant funding through any of the Arts Council’s previous 

grant funding programmes (Regularly Funded Organisations, Annual Funding or Annual 

Programming Grant), you should contact val.ballance@artscouncil.ie 

 

� If you have questions about using the Online Services website, visit the FAQ section on 

our website: 

www.artscouncil.ie/FAQs/online-services/ 

� If you have a technical question about using the Online Services website and your 

question is not answered in the FAQ, you can email onlineservices@artscouncil.ie 

� If you need help with your application, email val.ballance@artscouncil.ie 

� If you have a disability and you have difficulty accessing our Online Services website, 

please contact the Arts Council’s Access Officer, Adrienne Martin, by phone  

(01 6180219) or by email (adrienne.martin@artscouncil.ie) at least three weeks before 

the deadline. 
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1.  What you need to know about Arts Council Venues Funding 

The deadline for applications is  5.30pm, Thursday 7 September 2017 

Please prepare and submit your application well before the deadline. 

 

This section gives you background information about Venues Funding. It will help you decide 

whether or not your organisation might qualify for Venues Funding.  

1.1 What is the purpose of Arts Council Venues Funding? 

The purpose of Venues Funding is to support organisations with ambitious and imaginative 

proposals to: 

� Enable artists to make excellent work that is enjoyed and valued  

� Deliver excellent arts experiences to the public. 

1.2 Who is eligible for the Arts Council Venues Funding programme? 

Venues Funding supports the work of professionally managed arts organisations. This 

funding programme is open to organisations only. Organisations can make only one 

application each year for Arts Council Venues Funding. 

Applications that do not meet certain eligibility criteria will not proceed to the assessment 

phase and will be excluded. To be considered eligible for Venues Funding, your organisation 

must: 

• Apply in its own name, not in the name of an individual acting on its behalf; 

• Be a company limited by guarantee (CLG), a designated activity company (DAC), or be 

committed to becoming incorporated in this way;1 

• Have received and successfully completed a minimum of three Arts Council awards 

since January 2011;2 

• Be in a position to demonstrate appropriate governance procedures, including 

financial controls;3 

                                                      
1
If your organisation is not already formally constituted, you may apply on the understanding that 

you are willing and able to formally incorporate as a condition of funding being offered.  

2
 If your organisation has not previously received funding through Annual Funding, Annual 

Programming Grant or Regularly Funded Organisations, you will need to tell us the funding you have 

received since January 2011. 

3
 For further information, see the Arts Council’s guide to corporate governance here: 

www.artscouncil.ie/about/Corporate-governance.  
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• Be able to produce detailed financial accounts of past activity; and 

• Have the organisational capacity to engage with the Arts Council in terms of budget 

setting, meeting agreed targets, and reporting on outcomes of arts activity. 

1.3 What are the priorities of Arts Council Venues Funding? 

1. Policy 

The Arts Council has identified the following two policy priorities as part of its ten-year 

strategy, Making Great Art Work:4 

• The Artist: Artists are supported to make excellent work that is enjoyed and valued; 

• Public Engagement: More people will enjoy high-quality arts experiences 

2. Planning and decision-making 

The Arts Council has also designated three areas of planning and decision-making as 

priorities. We will take these priorities into account when assessing applications. Note: these 

considerations apply in an overall context; they may not apply specifically to each and every 

application: 

• Investment Strategy: Public monies are invested effectively to realise our priorities; 

• Spatial and Demographic Planning: Well-planned arts provision benefits people 

across Ireland; 

• Developing Capacity: The Arts Council and the arts sector have the knowledge, skills 

and inventiveness to realise this strategy. 

3. Children and Young People 

If the work of your organisation involves creating work for, or working with, children or 

young people, we will examine the extent to which proposals: 

• Are artistically ambitious and have the potential to contribute to the ongoing 

development of artistic practice and provision for children and young people in 

Ireland; 

• Demonstrate a knowledge and understanding of the targeted age group(s) and 

include strategies for developing and improving young-people’s personal engagement 

with the arts; 

                                                      
4
 The Arts Council’s ten-year strategy (2016–2025), Making Great Art Work: Leading the Development 

of the Arts in Ireland, is available to read here: www.artscouncil.ie/arts-council-strategy/ 
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• Include opportunities for children and young people to inform the planning and/or 

evaluation of the artistic programme; and/or 

• Demonstrate how the target audience will be reached, and, where possible, include 

strategies to enable children and young people from diverse social and/or cultural 

backgrounds to participate. 

1.4 How will the forthcoming review of arts centres and venues affect the 

application process?  

In accordance with the agreement between local government and the Arts Council, 

Framework for Collaboration, we have jointly begun the process of ‘reviewing the 

nationwide infrastructure of venues and arts centres from a range of perspectives’. 

Terms of reference are being drafted, and a tender will be issued for the work in 2017. It is 

expected that a report will be completed in 2018.  

Pending the outcome of the review, no significant changes to the assessment of applications 

for Venues Funding are planned in this current round. Applications will be scored as 

described. 

1.5 What levels of funding are awarded? 

Successful applications will be awarded funding according to funding bands. 

Band A Up to €99,999 each year 

Band B €100,000 – €249,999 each year 

Band C €250,000 – €499,999 each year 

Band D €500,000 or more each year 

 

If your organisation is awarded Venues funding, you will have to meet particular monitoring 

requirements around audiences, public engagement, artist and artform development, and 

operating model, according to Arts Council strategic priorities. These monitoring 

requirements will increase with the level of funding awarded. If your application is 

successful, your requirements will be included in your funding agreements. You will have to 

agree to these before you can receive funding.5 

 

                                                      
5
 For more detail on funding agreements and reporting requirements, see http://bit.ly/2sM5Aco  
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1.6  How does the Arts Council use and protect your information? 

The Arts Council will use the information you provide in your application to understand your 

organisation and the activities you are seeking funding for. The Arts Council may also use 

some of this information for other purposes – e.g. to update our database or to assist in 

building a stronger case for government funding of the arts.  

In order to be able to award any funding to your organisation, certain personal data will be 

required, such as email addresses, salary details and job titles. Any personal data you give us 

will be obtained and processed in line with the Data Protection Acts 1988 and 2003 and any 

other applicable data protection laws and regulations as may be enacted or enter into effect. 

We will use the information in this application form (including personal data) to process your 

application and for ongoing communication between us. Any personal data will be retained 

and processed by the Arts Council only for so long as it is needed for (a) assessment and 

determination of your venues funding application and, in the event of an unsuccessful 

application, any subsequent period ending with the conclusion or settlement of any appeal 

or legal challenge, and (b) for the management and performance of any funding agreement 

arising out of a successful application and any subsequent period ending with the conclusion 

or settlement of any claim or legal proceedings relating to a funding agreement. Personal 

data may be disclosed to external assessors appointed by the Arts Council to take part in the 

assessment of your funding application. The Arts Council may process personal data for the 

purposes of research or other data analysis, in which case the personal data will be 

anonymised. 

If you have any queries in relation to the processing of the personal data provided by you, 

please email dataprotection@artscouncil.ie 

1.7    Freedom of Information  

The information you provide in your funding application will be treated confidentially. 

However, the Arts Council, like most public bodies in Ireland, is subject to the Freedom of 

Information Act 2014. Therefore, any member of the public, now or in the future, is entitled 

to seek records held by the Council that are not exempt records under the provisions of the 

Act.  

� To familiarise yourself with the provisions of the Act, see www.foi.gov.ie  

� To view the Arts Council’s freedom-of-information policies, see 

www.artscouncil.ie/Contact-us/Freedom-of-information 

2.  How we assess your application 

The Arts Council receives a higher overall request for support each year than it has the 

resources to meet. This means that we have to make a judgement on the extent to which 

each application meets our overall strategic priorities subject to the budgetary context.  
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The process for assessing applications is changing. For 2018, we will base our funding 

decisions on five criteria: 

� Track record and potential for achievement in the arts; 

� Artform development; 

� Public engagement and the artist; 

� Operating model; 

� Arts Council strategic considerations. 

For clarity, we will use a system of scoring to determine how well we think your application 

has met the criteria.  

2.1 How are criteria applied? 

Assessors will consider applications against the criteria using a series of questions. These 

questions are designed to capture the range of activities that different types of applicant 

organisations will undertake. Given the varying nature of the way organisations work, not 

every question under a criterion will apply to every application.  

Each criterion will carry a single score no matter how many questions are relevant in each 

case.  

1: Track record and/or potential for achievement in the arts 

Based on your organisation type, we will evaluate your application against one or both of 

these questions: 

� To what extent has the organisation demonstrated excellent practice in an arts context 

in the past? 

� To what extent does the organisation demonstrate the capacity to deliver to a high level, 

either by virtue of its own capacity and/or that of individuals or partners associated with 

the application? 

2: Artform development 

Many actions can contribute to artform development. Of particular interest to us are: 

� Actions that support new practice by artists at all stages of their careers; 

� Actions that support emerging artists; 

� Actions that extend or enrich models of public engagement; 

� Actions in the realm of formal experiment; 

� Actions that support interdisciplinary practice; 

� Actions that develop capacity among artists and practitioners. 

 

Not every organisation that the Arts Council supports is directly involved in creating or 
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presenting art to the public. In some cases, organisations provide resources, services, 

support, guidance, advice, advocacy and training to artists.  

Under this criterion, we look at how the work of your organisation helps to develop the arts 

no matter what the main focus or purpose of your work is. 

Based on your organisation type, we will evaluate your application against one or more of 

these questions: 

� To what extent does the work of the organisation, as set out within the application, 

represent artistic excellence with regard to artform development (i.e. what is the quality 

of artistic outputs)?
6
  

� To what extent does the work of the organisation, as set out within the application, 

represent excellence in terms of providing supports to artists and/or helping them 

develop their practice, their ideas and their approach to creating art? 

� To what extent does the work of the organisation, as set out within the application, 

represent excellence in terms of supporting the provision of services, supports or 

resources that enhance the artform development of other entities (e.g. an organisation 

that provides services or supports to other organisations)? 

3: Public engagement and/or the artist 

Under this criterion, we evaluate two things: 

� The quality of engagement for the public – as audience members, readers, listeners, 

attendees or other consumers, or as participants in art activities or events; 

� The quality of outcomes of the supports offered by organisations that deal directly with 

artists. 

According to the type of your organisation, we will evaluate applications against one or 

more of the following questions: 

� To what extent does the work of the organisation, as set out within the application, 

represent excellence in terms of the types of arts experiences
7
 it provides to the public? 

� To what extent does the work of the organisation, as set out within the application, 

represent excellence in terms of providing arts experiences (through presentation, 

interaction, engagement or participation) to particular communities? 

                                                      
6 ‘Artistic outputs’ refers to work that is technically accomplished, ambitious and original; see Francois 

Matarasso’s Weighing Poetry, 2000: http://www.artscouncil.ie/uploadedFiles/MatarassoWeighingPoetry.doc  
7
 ‘Arts experiences’ is work that connects to people and their concerns, and leaves them changed in some 

lasting way; see Francois Matarasso’s Weighing Poetry, 2000: 

http://www.artscouncil.ie/uploadedFiles/MatarassoWeighingPoetry.doc   
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� To what extent does the work of the organisation, as set out within the application, 

represent excellence in terms of how it deals with and responds to the needs of the 

artists and/or communities with whom it engages?  

4: Operating model 

There are five subheadings under the operating model criterion. 

Your application will be assessed using the questions under each heading. These questions 

take account of the scale and nature of your organisation. 

Strategic planning 

� To what extent does the organisation demonstrate a clear plan and a vision for achieving 

its strategic objectives? 

Governance 

� To what extent does the organisation demonstrate best practice in terms of leadership 

at both executive and board level? 

� To what extent does the organisation demonstrate proper financial controls? 

Employment  

� To what extent does the organisation demonstrate good employment practices and fair 

pay for artists and other employees? 

Partnerships  

� To what extent does the organisation demonstrate cooperation with others or otherwise 

enhance its offering (add value) through local, national and international partnerships 

and networks? 

Resources 

� To what extent does the organisation make effective use of resources? 

� To what extent does the organisation demonstrate that it maximises public investment 

by leveraging additional income from other sources, such as sales, sponsorship or 

fundraising? 

� To what extent does the organisation demonstrate ability and flexibility in procuring and 

managing resources, whether financial resources, capital resources, such as tools and 

buildings, or in-kind resources, such as donations of computers? 

 

5: Arts Council strategic considerations 

We will score applications based on how significant we think your strategic role will be 

according to the following considerations: 
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� Artform and arts practice policy considerations – the range of work the Arts Council 

seeks to fund, and the developmental needs of the various art forms and arts practice 

areas it supports; 

� Demographic considerations – the range of publics that the Arts Council seeks to ensure 

has access to high-quality arts experiences; 

� Spatial considerations – the need to ensure access to high-quality arts experiences that 

benefit people across Ireland; 

� Arts-ecology considerations – the need to achieve an appropriate balance across the 

range of arts experiences that the Arts Council supports. 

Each of these considerations will be taken into account, but how they apply will vary 

according to: 

� Your organisation type; 

� The kind of work your organisation does;  

� The constituency your organisation serves; and  

� The artform or practice context you operate in. 

2.2 How are scores determined? 

The Arts Council is introducing a scoring system for Venues Funding applications for 2018. 

This system is intended to provide clarity to applicants in terms of how their application has 

been evaluated against the assessment criteria. The scores offer an indication as to the 

extent to which applications are deemed to have met each criterion. 

Assessors will consider applications using their professional judgement, based on the 

information provided within the application, their knowledge of the work of your 

organisation which is in the public domain, their knowledge of the wider arts landscape, and 

the competitive context in which all applications are evaluated. 

Scores will then go through a moderation process to ensure they are applied fairly and 

consistently across the range of applications received. 

Assessors may award a score to the nearest 0.5. 
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The scores to be used are as follows
8
: 

Numeric 

Score 
Word Value Explanation 

6 ‘Exceptional’ 

The application addresses all relevant aspects of the criterion 

comprehensively and in an exemplary manner. There are no 

shortcomings whatsoever. This score is reserved for the very 

best elements of applications and will be used very sparingly. 

5.5  At the top end of ‘Excellent’. 

5 ‘Excellent’ 

The application addresses all relevant aspects of the criterion 

convincingly and successfully. It provides all the information and 

evidence needed and there are no concerns or areas of 

weakness. 

4.5  At the top end of ‘Very good’. 

4 ‘Very good’ 

The application addresses the criterion very well. It gives clear 

information on the evidence needed. Any concerns or areas of 

weakness are minor. 

3.5  At the top end of ‘Good’. 

3 ‘Good’ 

The application addresses the criterion well, although some 

improvements could be made. It gives information on nearly all 

of the evidence needed, although there are some gaps. 

2.5  Between ‘Sufficient’ and ‘Good’. 

2 ‘Sufficient’ 

The application broadly addresses the criterion, but there are 

weaknesses. It gives relevant information, but there are several 

areas where detail is lacking or the information is unclear. 

1.5  At the bottom end of ‘Sufficient’. 

1 ‘Poor’ 

The application provides very little evidence or relevant 

information in the context of the criterion and is not compelling 

or persuasive in a competitive funding context. 

0 ‘Inadequate’ 
The application fails to address the criterion or cannot be judged 

due to missing or incomplete information. 

 

                                                      
8
 These explanations have been adapted from the EU’s Creative Europe Cultural Projects Assessment 

Guide. 
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How are scores weighted? 

Each score offered under each criterion will be multiplied by a weighting to get a rating. The 

ratings are determined by the relative importance that the Arts Council places on each 

criterion. The final score is expressed as a percentage. 

The following percentiles and weightings will be used: 

Track record and/or potential for achievement in the arts 30% (5.00) 

Artform development 20% (3.33) 

Public and/or artist engagement 20% (3.33) 

Operating model, partnerships and resources 15% (2.50) 

Arts Council strategic considerations 15% (2.50) 

Total 100%  

 

Example 

Criterion Score Weighting Percentage 

Track record and/or potential for achievement in 

the arts 
5.0 5.00 25.0% 

Artform development 3.5 3.33 11.7% 

Public and/or artist engagement 4.5 3.33 15.0% 

Operating model 4.0 2.50 10.0% 

Arts Council strategic considerations 4.5 2.50 11.3% 

Total      73.0% 

 

How do scores relate to funding offers? 

Scores will play a significant part in the making of funding offers, but they are not the only 

factor. Funding amounts will reflect the overall budgetary context in which the Arts Council 

is operating, in conjunction with the criteria and considerations explained in this section.  

As part of our ongoing relationship management process, scores will also be used to inform 

discussions with organisations on areas where they are doing well and where there might be 

scope for improvement. We do not disclose the identities of other applicants or share 

information with applicants about the scores achieved by other applicants. 
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3.  Making your application 

 

The deadline for applications is  5.30pm, Thursday 7 September 2017 

Please prepare and submit your application well before the deadline. 

 

There are four parts to your application for venues funding: 

� A summary of your organisation and finances, which you fill out online using our Online 

Services. 

� Your application form, which you fill out offline (on your own computer) and upload 

using our Online Services. 

� Your Financial Activity Report (FAR) form, which you fill out offline and upload using our 

Online Services.  

� Supporting material, which you gather in electronic format offline and upload using our 

Online Services. 

3.1 Getting help with your application 

� If you have never applied for grant funding through any of the Arts Council’s previous 

grant funding programmes (Regularly Funded Organisations, Annual Funding or Annual 

Programming Grant), you should contact val.ballance@artscouncil.ie before you start. 

� If you have questions about using the Online Services website, visit the FAQ section on 

our website: www.artscouncil.ie/FAQs/online-services/ 

� If you have a technical question about using the Online Services website and your 

question is not answered in the FAQ, you can email onlineservices@artscouncil.ie 

� If you have a general query about your application, you can call the Arts Council on 01 

618 0200 or email awards@artscouncil.ie 

� If you have a disability and you have difficulty accessing our Online Services website, 

please contact the Arts Council’s Access Officer, Adrienne Martin, by phone  

(01 6180219) or by email (adrienne.martin@artscouncil.ie) at least three weeks before 

the deadline. 

3.2 Register with the Arts Council’s Online Services 

All applications must be made through the Arts Council’s Online Services; applications made 

in any other way (by post, fax or email) will not be accepted. 

You must have an Online Services account to apply for venues funding. If you do not already 

have an Online Services account, sign up by filling out the registration form here: 

https://onlineservices.artscouncil.ie/register.aspx. 
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Within five working days you will get an email containing your unique ARN (artist reference 

number) and password that you use to sign in to Online Services.  

Requirements for using Online Services 

Your computer and Internet browser will need to meet the following requirements to use 

Online Services successfully: 

PC Windows 7 or higher 

with 

Internet Explorer 8.0 or higher, Firefox 27 or higher or Chrome 33 or higher 

Mac Mac OS X v10.5 Leopard or higher  

with  

Safari 3.1 or higher, Firefox 27 or higher or Chrome 32 or higher 

 

Give yourself enough time to complete the application 

Become familiar with the Online Services website well before the deadline and before you 

prepare your application.  

On the afternoon of the closing date – Thursday 7 September 2017 – it is likely that there 

will be heavy traffic on the site. You should prepare and submit your application well before 

the deadline.  

Make sure to leave yourself enough time to upload your application. Remember that upload 

times can be much longer than download times, so it may take you longer than you think to 

upload your supporting materials. 

Technical support 

If you need technical support while making an online application, contact us. 

� Email: onlineservices@artscouncil.ie 

� Phone: 01 618 0200 

Please provide a contact phone number and make sure that you are available to receive a 

return call from us.  

We deal with queries on a first-come first-served basis. We recommend you report any 

technical issues to us well in advance of the deadline. 

Please note that there is often a high volume of calls as the deadline approaches.  

Technical-support calls received after 2.30pm on the closing date may not be resolved 

before the deadline. 
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3.3 Download the application form and the Finance Activity Report (FAR) form 

1. Log in to Online Services.  

2. On your home page, click the Make an application button.  

3. On the Making an application screen, select your organisation’s primary contact for 

this application and click Next. The screen ‘1. Making an application: Choose a 

funding programme’ should appear. 

4. In section A, do two things. 

a. From the ‘Funding’ drop-down list, select your funding programme.  

b. In the ‘Your reference’ field, type a unique reference for your application. This 

will help you identify your application on your home page. 

5. In section B, click the buttons to download the guidance notes, application form and 

Financial Activity Report (FAR). 

Before you continue making your online application: 

• Fill in your application form; 

• Fill in your FAR form; and  

• Prepare and gather your supporting material on your computer. 

 

To complete your application and FAR forms, you must have the correct software. 

� Microsoft Word and Microsoft Excel or 

� OpenOffice Writer and OpenOffice Calc, which you can download from 

http://www.openoffice.org 

Remember, you fill in the application form and the FAR form on your computer and then 

upload them with your supporting material through Online Services. 
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3.4 Fill in the application form 

Include the information listed here on your application.  

Section The information you need to include 

1. Your organisation In this section, provide details of your: 

• Legal structure and board, committee or governing body;  

• Artform and constituency; and 

• Staff – artistic, non-artistic, Community Employment 

Scheme and volunteer. 

2. Your mission and 

activities 

Describe your organisation’s mission, vision and approach to 

areas of strategic interest to the Arts Council.  

3. Previous activities  When we assess your application, we will consider your 

performance from 1 January 2017–31 December 2017.  

In Table A, list your activities in 2017 under artform/practice 

headings – e.g. 

Title of Activity: Dance 

Description of Activity: Nine performances hosted from 

companies including A, B and C; a dance artist in residence 

was hosted and a production was co-produced with X etc 

Title of Activity: Music 

Description of Activity: A strategic plan was devised to 

develop audiences for a particular genre and this was 

reflected in performances by A, B and C, etc. 

Briefly describe: 

• The artists involved;  

• Any responses to the activity; and  

• Your own assessment of its success.  

If you organised a tour as part of your funded programme, 

please include this as part of your activities.  

If you need to, add extra rows to the table to include more 

activities. 
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Do not include any financial details or audience or staff 

numbers. You will put these in the Financial Activity Report 

(FAR) form. 

4. Planned activities  When we assess your application, we will take into account 

your proposed programme of activities from 1 January–31 

December 2018.  

In Table B, list your proposed activities in order of priority. 

You should start with the activities that are the most firm and 

developed. 

Briefly describe each activity. Include information such as: 

• The general type or theme of the work;  

• Where it will take place;  

• The artform or arts practice area; 

• The target-audience type;  

• The names of any confirmed collaborators; and 

• If you are planning to tour. 

If you need to, add extra rows to the table to include more 

proposed activities. 

Do not include any financial details or audience or staff 

numbers. You will put these in the Financial Activity Report 

(FAR) form. 

The names you give to your planned activities in Table B of 

the application form must correspond to those you give in 

part 2 of your Financial Activity Report (FAR) form. This helps 

us clearly understand the financial, audience, participant and 

other numbers underpinning your artistic plans. 

5. Financial information Provide detailed financial information in the Financial Activity 

Report (FAR) form and your supporting materials, not in the 

application form.  

In two circumstances, you will have to fill in section 6 of the 

application form: 

• If you are expecting a surplus or deficit, you must 

explain how you plan to deal with it; 

• If you expect to have any exceptional costs or any 

exceptional sources of funding in the twelve months 

from 1 January 2018–31 December 2018, you will 

need to detail these. 

You must also provide management accounts as part of your 

supporting material. This is covered in the section on 
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supporting materials. 

6. Declaration The chairperson and one other board member or senior 

executive must sign off on the application and declare that all 

the information supplied with it is true, complete and 

accurate. 
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3.5 Fill in your Financial Activity Report (FAR) form 

The FAR form is a spreadsheet that captures your detailed financial, audience and staff 

figures.  

There are two worksheets within the workbook. You must complete the 2017 and the 2018 

worksheets. 

If you do not complete the 2017 and the 2018 worksheets, your FAR will not be valid and we 

cannot consider your application. 

You must upload your FAR as an Excel or OpenOffice file. Do not convert it to a pdf file. 

The table below explains in detail what information you should put in your FAR.  

Part One: Core and administrative costs and staff numbers 

Section A: Core and administrative costs 

A: Annual salary: 

CEO/director/artistic 

director 

In row A, put the total salary of the lead person in your 

organisation. This is the person responsible to the board for 

the overall executive management of the organisation. 

This figure should be a total figure: take-home pay, pensions 

and taxes, including employers’ PRSI. 

B: Annual salary: executive 

producer/artistic 

director/general manager 

In row B, put the total salary of the person responsible for 

the day-to-day management in your organisation. If this 

person is not the CEO, it should be the person responsible for 

artistic direction. 

This figure should be a total figure: take-home pay, pensions 

and taxes, including employers’ PRSI. 

C: Wages and salaries: 

other core staff 

In row C, put the total salary of all managers and 

administrators whose core function is meeting the objectives 

of your organisation.  

For example, suppose you have two core staff in addition to 

your CEO and executive producer. One of these employee’s 

gross salary is €40,000 a year and the other’s gross salary is 

€25,000 a year. You should put €65,000 in row C. 

This figure should be a total figure: take-home pay, pensions 

and taxes, including employers’ PRSI. 
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D: Building costs: rent, 

mortgage and rates 

In row D, put your total building costs. If you have more than 

one building, combine the costs and put the total in row D. 

E: Utilities and 

maintenance costs 

In row E, put the total costs of utilities and maintenance. 

Utilities include electricity, water, gas, oil and solid fuel. 

Maintenance costs include repairs and cleaning. 

F: General marketing, PR 

and fundraising costs 

In row F, put the total costs of advertising, PR and other 

marketing activities and fundraising costs. 

For example, include the cost of website hosting and design, 

costs associated with hiring a venue for fundraising, and 

costs of hiring an external fundraiser. 

Do not include costs related to specific artistic activities or 

programmes. 

G: General administration 

costs 

In row G, put the total cost of items such as printing, 

photocopying, stationery and postage. 

H: Professional services In row H, put the total cost of professional services, including 

accounting, insurance, banking fees and legal fees.  

Do not include fees for artists or arts-related consultants. 

I: Value of support-in-kind In row I, put the total value in euro of support-in-kind. 

Support-in-kind is any service or resource that is available to 

your organisation that you do not pay for and which can be 

audited and included in your annual accounts.  

Examples are free consultancy from a professional, the 

donation of equipment such as computers or free 

advertising. 

J: Other costs In row J, put in the total value of any costs that are not 

included in the other categories. Do not include costs for 

your artistic programme. 
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Section B: Number of 

whole-time equivalent 

staff 

In section B, put the number of whole-time equivalent 

permanent staff. Full time is five days a week, and one day is 

.2 of a full-time equivalent. This table gives an example. 

Number 

of staff 

Number 

of days  

Number of  

whole-time 

equivalent 

staff 

2 x 5 x .2 = 2.0 

2 x 2.5 x .2 = 1.0 

1 x 3 x .2 = 0.6 

Total number of whole-time  

equivalent staff 3.6 
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Part two: Direct-activity costs Some of the columns in part two contain drop-down lists. 

We recognise that each item in the drop-down list may 

not exactly match your own definition or understanding 

of your audience or work. Please select the option that 

most closely matches your planned activity. 

Section A: Description of the 

activity 

List your planned activities in the same order that you 

present them in the application form.  

If you have an activity that is being produced or 

otherwise disseminated in more than one way, list them 

as separate activities. Make sure you count the costs and 

income one time. 

Example 1 

You are applying for funding for a concert and a DVD of 

the concert. List the live performance as one activity and 

the DVD as another activity. 

Example 2  

You are applying for funding for a book that will be 

published as a physical book and an e-book. List the 

physical book as one activity and the e-book as another 

activity. As part of the project, you will hire an editor. The 

editor’s work will apply to the physical book and the e-

book. You decide to include this cost in the costs of the 

physical book. You do not include editing in the costs of 

the e-book. 

Example 3  

You are applying for funding to produce a children’s show 

that will tour schools and regional theatres. List the 

schools as one activity and the regional theatres as 

another activity. You will have to pay a choreographer 

and technical staff. You decide to include the cost of the 

choreographer in the costs of the schools’ activity. You 

will need technical staff for the schools’ tour and the 

regional tour, so you include costs for technical staff in 

both activities. 

A: Name of the activity In column A, put the name of the activity. This can be a 

working name or a description such as ‘theatrical school 

tour’. 
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B: The primary focus of the 

activity 

In column B, from the drop-down list, select one of these 

descriptions of the focus of your activity: 

Amateur/voluntary practice supports or otherwise 

engages with the arts in an amateur or voluntary context. 

Artwork for a general audience is the creation, 

development, publication, production and/or 

presentation of art work, such as concerts, exhibitions, 

plays, publications, recitals, etc., for a general audience. 

Art work for a targeted audience is the creation, 

development, publication, production and/or 

presentation of art for particular communities of people, 

such as children and young people, older people or 

people in health settings. 

Artist-focused activity focuses on directly supporting 

artists. This activity might provide resources, information, 

training, classes, advice, mentoring, the use of facilities, 

etc. 

Arts development activity prepares art work for future 

presentation. Activities under this heading include 

dramaturgical processes, editorial processes, curatorial 

processes, development workshops and in-house 

readings. 

Arts in education creates arts experiences that enrich the 

curriculum and support the core educational mission of a 

school, whether within or outside formal school settings. 

International activity is activity that takes place 

internationally or involves international partners. 

National tour is a work that is being toured within the 

island of Ireland. 

Participatory/engagement activity involves non-

professional artists participating or being directly 

engaged or connected with the work of artists. This can 

take place through activities such as arts events, 

workshops, talks, classes or other events.  

Public-focused event is an activity that is aimed at the 

general public but which is not the presentation or 

production of an art work. This might be a post-show talk, 

public interview or other such public event. 
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C: The artform of the activity In column C, from the drop-down list, select the artform 

that most represents your work. 

D: Target group associated 

with the activity 

In column D, from the drop-down list, select the target 

group that most closely corresponds to the intended 

target for each activity. If there is more than one target 

group, select the largest target group. 

E: Is this new work? New work is defined as a new composition, book, 

collection, play, live performance, film, painting, 

sculpture or other art object.  

In column E, from the drop-down list, select Y or N. 

If you are making a new production or presentation of a 

classic work, in column E, select N. 

If you are producing activities such as workshops, 

classes or talks that do not generate or create a work of 

art, in column E, select N. 

F: Start date In column F, put the start date. If the activity is year-

round or ongoing, put 01 Jan.  

G: End date In column G, put the end date. If the activity is year-

round or ongoing, put 31 Dec. 

H: Type of artefact or arts 

activity 

An artefact is an art object such as a book, CD, DVD, 

print or other physical object.  

If your activity is the production of an artefact or an 

artefact is one of the outcomes of your activity, in 

column H, from the drop-down list, select the type of 

object. Otherwise, select the activity type which most 

closely corresponds to the activity you are undertaking. 

I: Number of events or days In column I, put the number of individual iterations, 

performances, showings, events of a work, or the 

number of days it is available for viewing. 

Examples: 

• A play runs 6 evenings a week for 3 weeks.  

This is 18 iterations. 

• A gallery is open 6 days a week for 6 weeks.  

This is 36 days. 

• A workshop runs full time for 3 weeks. This is 15 

days. 

These figures help track the amount of activity 

generated by Arts Council funding. 
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Section B: Financial information 

J: Total cost In column J, put the direct total cost of the activity. Do 

not include your core and administrative costs.  

To support this figure, you must upload a detailed 

budget as part of the supporting material for your 

application. 

K: Earned income In column K, put the total income earned by the activity. 

This might include box office, fees and sales of books, 

catalogues, recordings and other artefacts. 

L: Other grant income In column L, put the total amount of grants for this 

activity. Include grants from local authorities and other 

national and international grant giving agencies. 

M: Income from fundraising In column M, put the total income for this activity from 

sources other than sales. These sources might include 

philanthropic fundraising, a friends scheme or 

sponsorship. 

N: Income from other sources In column N, include total income from other sources.  

To support this figure, you must upload a detailed 

budget as part of the supporting material for your 

application. 

O: Balance Column O contains a formula, and this cell will be 

automatically filled. Do not edit or change column N. 

Section C: Audience numbers In section 3.5.1 of these guidelines (which is below this 

table), there is advice on how to report your audience 

numbers. 

P: Paying audience or 

participants 

In column P, put the total number of your paying 

audience or participants.  

‘Audience’ includes any member of the public who pays 

to watch, listen, read, attend or otherwise engage with 

the artistic work of your organisation.  

‘Participant’ includes any artist, practitioner or member 

of the public who pays to take part in a workshop, class 

or other participatory activity. 

If your activity is producing a publication or art object 

that you will sell, put your sales target in column P. 

Q: Non-paying audience or 

participants 

In column Q, put the total number of your non-paying 

audience. This includes everyone who attends a free 

performance, exhibition or event.  

The non-paying audience also includes audience 
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members who have been invited to attend to take part, 

attend or view the activity without paying or who have 

received complimentary tickets.  

‘Audience’ includes any member of the public who 

watches, listens, reads, attends or otherwise engages 

with the artistic work of your organisation. 

‘Participant’ includes any artist, practitioner or member 

of the public who takes part in a workshop, class or 

other participatory activity. 

R: Online and digital activity 

excluding marketing 

In column R, put total audience numbers for online 

activities such as online exhibitions or seminars. 

Section D: Number of employees 

S: Number employed: artistic In column S, put the total number of freelance, contract 

or temporary arts professionals engaged on a 

production or activity. Do not include core or 

permanent employees. 

T: Number employed: other In column T, put the total number of any freelance, 

contract or temporary staff employed in non-artistic 

roles on a production or activity. Do not include core or 

permanent employees. 

Subtotals and totals 

8: Arts Council funding 

requested 

In row eight, put the amount of Arts Council funding 

you are requesting for the year. This must match the 

amount you put into screen 2 of your online application. 

9: Surplus/deficit If you have a surplus or deficit, explain why in section 

6.1 of your application form. Include supporting 

material if you have any. 

 

3.5.1 How to report on your audience numbers 

The information in this section will help you collect accurate and consistent data about your 

audience numbers and correctly fill in Part 2, Section C of your FAR form. 

We are asking similar organisations to report on audience data in the same way. This will 

help us ensure that more people enjoy high-quality arts experiences. It will also help us 

report on the impact of our funding and make better evidence-based decisions.  

The Arts Council strongly recommends that you implement a robust method of collecting 

and reporting on audience data in 2018 if you do not currently have one. 
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The responsibility for reporting and collecting audience data is yours. It is important that: 

� You keep a record of how you have arrived at your audience figures; and  

� Before signing your application, your chair sees your figures and is confident that you are 

reporting in the most accurate way you can. 

What we mean by audience 

Audience engagement means any engagement with attendees, visitors, readers, listeners, 

viewers and learners. It excludes responses to marketing activities such as websites and 

mailing lists. 

What to include 

You should include verifiable audience numbers for each of your activities in 2017. How 

these numbers are generated will vary by artform and by activity, but include only those 

numbers which you have records for.  

Ticketed, paid events 

For any ticketed, paid events, include only those audience numbers that can be verified by 

box-office reports or other sales reports. If you do not have a box office of your own, get 

sales reports from your ticket sellers. 

Ticketed, paid events can include performances, lectures, workshops, seminars, online 

events and other events for your sector or for the public. 

On your FAR form, put these audience numbers in column P: Paying audience or 

participants. 

Activities that are free of charge – ticketed and unticketed 

Reporting on street arts and spectacle numbers: if you are reporting on free outdoor, 

street, spectacle or similar non-ticketed events, use a verifiable method for calculating and 

reporting on your audiences.  

Some examples of acceptable methods are set out in the Irish Street Arts and Spectacle 

guide http://www.isacs.ie/images/documents/ISACS-street-arts-handbook.pdf 

You should also note the kind of engagement. 

� Observational – audience members actively chose to engage with the specific activity;  

� Ambient – audience members made no specific decision to engage but were engaged as 

passers-by or by another ambient method.  

The Arts Council does not attach a value to either of these categories. These categories 

simply help us achieve accurate reporting.  

In your application form, note the kind of engagement when you describe an activity. 
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Reporting on exhibition attendance: if an exhibition is not ticketed, use a standard 

methodology to report attendance.  

Exhibition spaces use a variety of methods to record audience numbers, including clickers, 

sampling, survey activity, and automatic visitor number record systems. Include only 

audience numbers from the method that you use to record these, and keep a detailed 

record of how you calculated the number you report to the Arts Council.  

If you need guidance on how to calculate exhibition attendance, we recommend this report: 

http://artsaudiences.com/wp-content/uploads/2013/11/Here-and-Now-Sketches-of-my-

audience-2013-Public-Dissemination.pdf 

In your FAR form, put these audience numbers in column Q: Non-paying audience or 

participants.  

Artefacts 

Artefacts are books, magazines, CDs, downloadable material, prints and other art objects.  

If you have produced artefacts for sale, report the sales figures only. Include sales to third 

parties (such as bookshops and galleries) and direct sales by your organisation. 

If you have produced artefacts that are free, report the number of downloads or the number 

of artefacts your organisation distributed. Keep a record of how you calculated the figure. 

Do not report the number of artefacts you produced; report only the number that were 

distributed.  

The Arts Council will be working with relevant arts sectors to agree a convention for usage 

instead of sales. This will help account for, for example, multiple readers of a publication or 

watchers of a video. For this application, please report sales only even if you have verifiable 

usage figures.  

3.6 Prepare any supporting material required for the application 

You must upload supporting material with your application and financial report. If you do 

not upload supporting material, your application is incomplete and we will not evaluate it. 

If you have supporting material that is not in an electronic format, scan it so you can upload 

it. 

The total combined limit for all supporting material uploaded with a single application is 

40MB.  
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Mandatory supporting materials 

� Management accounts for 2017 and indicative forecast for 2018 to be provided in the 

same format; 

� Detailed budgets or other financial information relevant to your planned activities, which 

are in addition to the FAR form; 

� Evidence of financial support or sponsorship from other organisations or individuals if 

you have included it in your application;  

� Evidence of any financial or partnership agreements you have in place around touring or 

other activities involving third parties 

� Up to three recent examples of your organisation’s work. These can be examples of work 

produced for, or presented to, audiences, or work delivered in the context of offering 

supports to artists. 

o NOTE: if you provide more than three examples of your organisation’s work, we will 

only review and assess the first three examples provided. 

o In the event that you provide samples of writing, we will not consider more than ten 

pages, so be sure to only include work that you wish to be considered. If you 

provide more than ten pages, we will read and assess the first ten pages. 

o In the event that you provide audio or video material, we will not view more than 

ten minutes of this work, so be sure to only include work that you wish to be 

considered. If you provide more than ten minutes’ worth of material, we will review 

and assess the first ten minutes. 

These are the mandatory supporting materials in particular circumstances. You must 

provide them where those circumstances apply. 

� If your proposal involves working with children or young people under eighteen years of 

age, a copy of your organisation’s child-protection and welfare policy that has been 

developed with reference to Children First: National Guidance for the Protection and 

Welfare of Children (available from www.tusla.ie) along with guidance on preparing and 

reviewing your organisation’s policy, and is consistent with the Children First principles; 

� If your proposal involves working with animals, a copy of your animal welfare protection 

policies and procedures. 

We will not review or assess any supporting material that you upload that is not listed 

above.  

We will not accept any supporting material that is not uploaded as part of your online 

application, or that is submitted after the application deadline has passed. 
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Acceptable file formats 

These are the acceptable file formats for your supporting material. 

File type File extension 

text files  rtf, doc, docx, txt 

image files  jpg, gif, tiff, png 

sound files  wav, mp3, m4a 

video files  avi, mov, mp4 

spreadsheets  xls, xlsx 

Adobe Acrobat Reader 

files 

pdf 

 

How to upload weblinks 

Instead of uploading material directly, you may provide links to material hosted on YouTube 

(www.youtube.com). 

 Follow these steps to provide links to YouTube: 

1. In Microsoft Word or OpenOffice Writer, create a new document. 

2. Copy the full address (the URL that appears in the address bar of your browser) and 

paste it into your document. 

3. Test that the link works. Click it or copy it into your browser. Make sure it links to the 

correct material on YouTube. 

If you do not want the public to be able to see material you upload to YouTube for your 

application, change your privacy settings in YouTube. For instructions on how to do this, use 

the YouTube uploading instructions and troubleshooting information. 

We will accept YouTube links only. We will not view links to other websites or video-sharing 

services. This is because we cannot verify the date stamp on links other than on YouTube. 
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3.7 Review the application checklist 

Use this checklist to review your application materials. If you have all the items on the 

checklist, you are ready to upload and submit your application. 

 

 

Items that are mandatory for all applications (check all of these items) 

 We have filled in all relevant sections of the application form and have it ready to upload. 

 We have filled in all relevant sections of the financial activity report (FAR) form and have 

it ready to upload. 

 We have our summary financial information ready to enter into the forms in Online 

Services. 

 We have prepared management accounts for 2017 and 2018 and have these ready to 

upload. 

 We have prepared detailed budgets or other relevant financial information and have 

these ready to upload. 

Items that are mandatory for certain applications  

(check those that apply to your application) 

 
Our proposal involves working with children or young people under eighteen years of 

age or presenting work to this age group, and we have a copy of our child-protection and 

welfare policy ready to upload. In submitting this policy, we confirm that it has been 

developed with reference to Children First: National Guidance for the Protection and 

Welfare of Children and is consistent with the principles stated therein.  

 Our proposal involves working with animals, and we have a copy of our animal welfare 

protection policies and procedures ready to upload. 

 We have cited financial support or sponsorship from other organisations or individuals, 

and have evidence of this support ready to upload. 

Second opinion (check this item) 

 At least two people in our organisation have checked our application to make sure 

there are no errors and that nothing is missing.  

Governance (check this item) 

 The chair of our board has reviewed this application and is satisfied that its contents 

reflect the mission, vision and policies of our organisation. 
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3.8 Make your application online 

The deadline for applications is  5.30pm, Thursday 7 September 2017 

Please prepare and submit your application well before the deadline. 

 

Now that you have a completed the application form, FAR form and supporting material, you 

can finish your online application. 

1. Log in to Online Services.  

2. On your home page, select the My applications tab and select the Venues funding 

application you have already created.  

3. On screen 1, click Next. 

4. Screen 2 is named ‘2: Making an application: Request funding amount’. Enter your 

summary financial information in this screen. You should have this information in 

your FAR form.  

In section A, do the following and click Save draft. 

Field Action 

Amount requested  Put the amount of funding you are requesting for 1 

January 2018–31 December 2018. This must match the 

figure in your FAR form, part two, row 8: Arts Council 

funding requested.  

 

Total income Put your estimated total income for 1 January–31 

December 2018 excluding the amount you are 

requesting from the Arts Council. This figure must match 

the subtotal figure in your FAR form, part two, column 

N: Income from other sources. 

 

Total expenditure Put your estimated total expenditure for 1 January 

2018–31 December 2018. This figure must match the 

subtotal figure in your FAR form, column N: Income from 

other sources. This figure must match the figure in your 

FAR from, part two, row 4: Total costs. 

 

 

5. On Screen 2, section B, put your income information for 2016, 2017 and 2018, and 

click Save draft and Next. Use these figures: 

• Actual figures for 2016 from your 2016 audited accounts; 



Deadline: 5.30pm, Thursday 7 September 2017 

35 

• Expected figures for 2017 from your most recent management accounts; 

• Forecast figures for 2018 from your FAR form.  

These tables explain the income and expenditure items on Screen 2, section B. 

Income items  Description 

Income against core activities Amount of money that the organisation receives 

from its non-artistic activities, such as facility or 

equipment rental or professional fees. 

Income against 

artistic/programme activities 

Amount of money that the organisation receives 

from its artistic or programme activities, such as box-

office takings, publication sales, gallery 

sales/commissions, workshops and seminars, and 

membership fees. 

Arts Council grant  Principal funding under an Arts Council grant 

programme:  

• Amount received for the year 2016 

• Amount received for the year 2017 

• Amount requested for year 2018 

Other Arts Council funding Includes any funding that you receive under other 

awards or schemes. 

Local-authority grant Local-authority grants received in 2016 and 2017 and 

requested for 2018. 

Other public funding – 

national  

Public funding from other national bodies, such as 

Fáilte Ireland and government departments. 

Other public funding – 

international 

Public funding from international bodies, such as EU 

sources. 

Income from 

fundraising/sponsorship 

Money from fundraising, such as business 

sponsorship, philanthropic fundraising or a friends 

scheme. 

Value of support in kind Goods or services that are donated and not paid for 

Other income Any other income that does not fall into the above 

categories. 

Total income  The total amount of income including all of the items 

listed above. 

 

Expenditure items  Description 
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Direct artistic/programme-

activity costs  

Direct costs associated with producing your 

organisation’s programme, such as artists’ and 

directors’ fees, costumes, sets, information provisio, 

etc. 

Wages and salaries, core staff Staff costs associated with the ongoing, day-to-day 

running of the organisation. 

Building costs Rent and mortgage, rates, utilities and maintenance. 

General marketing, PR and 

fundraising costs 

Expenditure on publicity and promotional material, 

such as a publicity website and flyers, and 

fundraising costs not directly linked to specific 

activities. 

General administration costs Day-to-day costs, such as phone, printing and 

photocopying. 

Professional services Fees paid for services like accountancy, book-

keeping, bank charges, etc. 

Other costs Any other revenue that does not fall into these 

categories.  

Total expenditure  

 

The expenditure paid out by the organisation, 

including all of the items listed above. 
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6. Screen 3 is named ‘3. Making an application: Upload application form and supporting 

material’. 

In section A, click Choose File, select your application form file, and click Upload.  

In section B, upload your supporting materials and your FAR form. 

At any time, click Save draft to save your application. You can also log out and return 

to it later. When you are finished uploading material, click Next. 

7. Screen 4 is named ‘4. Submit application’. Review your details and, when you are 

satisfied that you have included everything, click Submit. 

You cannot amend your application after you submit it. Do not submit your application until 

you are completely satisfied. 

After you submit your application, you should receive two emails: 

• The first will be issued immediately, and it will acknowledge your application.  

• The second email may arrive a few minutes later. It will contain your application 

number, which we will use in all correspondence about your application. If you do 

not receive the email with your application number, contact 

onlineservices@artscouncil.ie. 

4.  How your application is processed 

We use the procedure shown here to consider applications, decide on them and 

communicate to applicants. This procedure helps us make sure that our system for making 

decisions is open, fair and transparent.  

1 We acknowledge your application by sending you an email. 

2 We check to make sure that your application is eligible for venues funding. 

3 Our staff, and advisers where relevant, score your application and write assessments 

based on the criteria in section 2.1 of these guidelines. 

4 We prepare staff recommendations for Council. 

5 The Council reviews and discusses the staff recommendations, and makes final 

determinations on funding amounts based on the overall arts and budgetary context. 

6 We send you a letter about our decision. If your application has been successful, we 

include information about what you should do next. 

 


