KAF Creatives
Terms of Reference:  Adopted June 2010
1. Title

The name of the organisation shall be ‘KAF Creatives’
2. Purpose

· To provide an opportunity for artists and those with an interest in the arts to participate in Kidderminster Arts Festival (KAF) and related events in line with the aims of the festival and the group.

· To promote access to, participation in and enjoyment of Arts within Kidderminster in the context of KAF/community and wider related arts projects and events. 

· To provide an opportunity for local artists to attract funding from grant giving agencies to further agreed aims of the group and KAF with support from Wyre Forest District Council (WFDC).

· To support artists in broadening their practice, networks and opportunities to display and promote their work through KAF and wider activities with the support of WFDC. 

· To provide an independent reviewing body/focus group for KAF.

· To raise the profile of independent artists and arts organisations through joint working with KAF. 

3. Membership and Structure

Membership of the group should be open to any individual or organisation who agrees to support the purpose and aims of the group and has a genuine interest in the arts and the aims of KAF.
Smaller project groups may be established to generate and deliver projects to be showcased at KAF and related events. These groups must minute their meetings and report to the main group at agreed and appropriate intervals. They must also agree to comply with all funding monitoring and feedback requirements if funding is secured under KAF Creatives and submit financial reports as outlined below. 
4. Projects

Any project proposals which require funding and are delivered in the name of KAF Creatives must be presented at a meeting and approved by the majority of those attending.  All other members must be informed of the proposal and given a minimum of 
10 working days to comment on the project.  (This is to prevent different members applying for the same funds and causing conflicts between applications) 
5. Chairing

The group will be chaired by a nominated person; this will be reviewed on an annual basis.  Unless the group decide it is appropriate the chair may continue in the role for a maximum of three years. Members of the group may nominate a new chair, at least one meeting before the AGM where a vote may be taken to nominate them into the position. 
The chair must be agreed at each AGM, details below. 
6. Finances and Administration
The financial year shall run from April to March as with the normal tax year.  

A bank account will be maintained with a minimum of 2 signatories in the name of KAF Creatives.
Finances shall be audited and submitted for adoption at an Annual General Meeting.

All income generated for KAF Creatives shall be used solely for the promotion of it’s aims. 

Sub-groups must keep detailed accounts and receipts for any externally funded projects conducted under the name KAF Creatives, these must be submitted to KAF Creatives no later than 2 weeks before auditing. 

No funds may be transferred directly or indirectly to an individual member except;

In reimbursement of legitimate and agreed expenses incurred on behalf of KAF Creatives
As a grant made in accordance with guidelines approved and adopted by KAF Creatives and administered by a sub-group set up for the purpose. 

7. Meetings and communication
Monthly meetings to be held in an accessible and central location.  

Notice of meetings must be given at least 5 working days prior to the nominated date. 
Branding
An agreed brand relating to KAF and KAF Creatives must be used on all related projects and any projects funded in the name of the group. 

8. Annual General Meeting

An Annual General Meeting shall be held within six months of the end of the financial year.   A WFDC Arts Development Officer or similar nominated officer must be present. 
KAF must make provision to host the AGM as part of the event. 
9. Special General Meeting

The Chair or any eight members of the KAF Creatives may call a Special General Meeting.   Officers may be nominated may be effected at a Special General Meeting if a majority vote is cast by members. 
10. Dissolution

KAF Creatives may be dissolved only by a majority vote of members attending a special general meeting called for considering dissolution. 

Any unspent funding must be reported by the responsible sub-group to the appropriate funder and the Arts Development Officer at WFDC. Funded may be given to a group with similar aims if all remaining members agree and permission has been given from funders. 
11. Amendments and Review

This document may be amended at any time by a two thirds majority of the membership present at an Annual or Special General Meeting. 
Provided that 14 days notice of the proposed amendment has been given in writing to all members/partners and WFDC Arts Development Officer or nominated representative. 

Approved and adopted on ………………………………………..
Signed Acting Chair ………………………………………………..

Print name ………………………………………………………….
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