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Mission 

To assist ACT region writers to achieve their full potential by providing targeted services and opportunities and strengthening the Centre’s position as the peak literature organisation in the ACT.
Executive Summary

The staff and Board are excited about the opportunities that 2008-10 brings. The risk analysis plan has been updated and there are no huge threats. After 12 years of operation, the ACT Writers Centre is in a strong position to capitalise on its reputation for excellent programs, its existing staff skills, its expanded offices and its new networked computers and colour printer. We will explore: Market Penetration (further expansion of current membership sector by supplying current and relevant services); Market Development (development of new membership sector with existing services); Product Development (development of new services for current members); Diversification (development of new services for new members).
Over the next three years we will:
1. attract new youth and regional members and offer relevant workshops;
2. increase the number of members who subscribe to the PDF colour versions of the newsletter (reducing printing and postage costs)

3. restructure the staffing, increase the hours of our part-time member and streamline the office processes; 
4. change our opening hours to Tuesday-Saturday to provide support for current members and attract new members

5. improve the functionality and income-producing capabilities of the website; 
6. link the membership database and workshop booking systems; 
7. create a new web-based employment brokering service (Invite-A-Writer) for established writers; 
8. regularly distribute newly designed membership forms and posters to increase awareness of our Centre; 
9. increase the number of and strengthen our business partnerships to increase awareness and sustainability of the Centre.
Context 

History

The ACT Writers Centre is a non-profit incorporated association established by a steering committee in 1994. It offered a workshop program to its 100 members and operated from a small room at the Griffith library in 1995 and employed its first part-time staff member in 1996. Since then, it has increased in membership by about 100 per year, gained another 1.5 staff members, and increased its services and as well as moved to more central premises alongside other arts organisations. With around 940 local and regional members, the Centre has supported writers and promoted writing for almost 13 years. It has provided employment for around 60 local and interstate writers each year as well as run programs of assistance for beginners, adults, youth, regional, Indigenous, NESB, persons at risk, incarcerated persons and the aged. The ACT Writers Centre has the highest membership rate per population of any other writers centre in Australia and prides itself on being responsive to changing technology and demands. We have administered mentorships, trialled online writing workshops and forums, collaborated with a printer for Print-on-demand publishing, produced screen-books, organised pitching sessions with literary agents and publishers as well as hosted a poetry Festival and six literary festivals. We have received three lots of triennial funding from both federal and state funding bodies.
At a glance, the ACT Writers Centre:
· services around 940 members from the ACT and region writing community;

· hosts approximately 40 workshops and 20 literary events per year for members and the broader public;

· provides employment for up to 60 established writers each year;

· has over 1000 newsletter subscribers, in both electronic and hard copy;

· administers a range of literary prizes; and

· manages an annual budget of about $250,000 while maintaining sufficient reserves to deal with changing circumstances
· provides free newsletters to local and regional high schools and colleges, libraries and bookshops, and literary organisations.

Membership base

As at June 2007, the Centre had 940 members. Details of the membership are provided at Appendix 1. 
We define our membership in the following categories: 
1. emerging writers are unpublished or have some work published in journals; 
2. developing writers have at least one book published by a national publisher; 
3. established writers are making a living from their writing or have more than three books published by a national publisher. 

The majority of our members are emerging writers; there are more female members than men; we have a predominance of members aged 40-70; with 780 living locally and 140 living in the region.
Our members represent a ‘pure demographic’ (i.e they state that they predominantly listen to ABC radio and watch ABC TV). The majority of our members also state that they read more than 30 books per year, regularly attend libraries, the cinema and visit bookshops. Approximately 830 of our 940 members are connected to the internet and receive our weekly broadcast email. Another 1000 non-members and expired members also receive and appreciate our weekly broadcast email. While we receive no payment from them, this enables us to direct market our workshops to our target audience at no cost to us. Around 155 of our members now opt to receive their newsletter electronically, thereby saving the Centre money ($2 per member per month for print and postage = $22/yr x the no. of members) and they receive their colour PDF newsletter a week before the black and white printed version is posted.
We would like to target young people who are interested in writing and increase our numbers of 15-25 year old members. These are people who are making their own decisions about careers and hobbies. If they can be enticed to join at our youth or tertiary discounted rate, they will eventually become full paying members. They will also participate in workshops for emerging writers. These youth members are technologically savvy yet are generally low income earners. We aim to continue to get funding from the Gorman House Arts Skills Program for disadvantaged youth, to enable us to again offer a number of discounted workshops and free memberships. Once people have had a year of the newsletter and support, it is hoped that they will rejoin. We aim to offer workshops that are relevant to young people’s interests and delivered in the way that they like to receive information. Our Youth Projects Officer created a My Space presence for our youth program in April 07 and this generated 170 ‘friends’ within four weeks. We are able to direct mail these people about our events. Other enticements we are offering include sponsoring a local successful monthly Poetry Slam (which attracts around 70 young writers aged 18-30) and an annual writer’s Encouragement Award for the professional writing students studying Writing For Children, at the University of Canberra.
Internal Situation

Over the last 12 years the Centre has established policies and processes to ensure its longevity. Our strengths include: the likelihood that there will only ever be one federally funded Writers Centre in this state; a track record of triennial funding from both funding bodies; a database of 940 current and 1800 expired members; low rent in a central position in an arts precinct; low staff turnover due to improved staff conditions; three new networked computers and printer installed in 2007; a new library/work space opened in 2006; a Risk Management Plan in place; a Marketing Plan in place; a Procedures Manual for staff; an Induction Plan for new staff and new Board members in place. The Centre achieves tangible results for its members, with writers being published as a result of gaining entry into the Longlines program (our partnership with Varuna), obtaining literary agents (after our Getting Published event), obtaining publishers (after manuscript assessments), winning awards (through our promotion of competitions) and being employed (by us and as a result of us promoting and recommending them to others).

The Centre has built up reserves in a high interest earning account and in 2007 made a profit of $10,000 and was able to replace ageing technology. The Centre has adequate funds to meet all staff entitlements and liabilities. As at the end of 2006 we had $69,000 total assets and $40,000 liabilities with $28,500 net assets. One weakness is that much of the detailed knowledge about writers in the region is undocumented and dependent on the Director’s expertise. Should this person leave the Centre it would be more difficult to arrange manuscripts and mentorships. The recent employment of long-time writer Hal Judge, and the proposed Invite-A-Writer project, which lists the skills and bio of our established writers on a central website for other Centre staff and potential employers to browse, should go some way to alleviating this.
SWAT Analysis
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	· There will only ever be one writers Centre in the state

· Triennial funding from both funding bodies

· Database of 940 current and 1400 expired members

· Low rent 

· City position at Gorman House

· Low staff turnover due to improved staff conditions

· Three new networked computers and printer installed

· Risk Management Plan in place

· Marketing Plan in place

· Procedures Manual for staff in place

· Induction Plan for new staff and new Board members in place

· Policies in place for selection of workshops tutors, manuscript assessors, judges and other writing employees
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	· Risk of loss of computer data due to technical fault or theft
· Risk of loss of staff with corporate history

·  Workshops for more than 15 people have to be held in other venues and hire fees paid

· Risk of staff skills not keeping up with changes in technology
· Risk of fraud by staff 
· Risk of poor team communication between staff
· Risk of OH&S issues
· Risk of inadequate Board structure and skills or lack of induction policies for board
· Risk of poor communication between board and staff
· Risk of low professional standards of presenters at events
· Risk of poor ad hoc advice provided to members and the public (by email and phone)
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	· No other ACT state literary festival

· Proximity to federal politicians

· Proximity to embassies

· Cheap airfares between our capital cities and between Canberra and NZ for tutor and literary festival guest travel

· 85% of our members are connected to the internet

· Emergence of technology to host online courses, blogs, publishing and forums as well as to send e-news and media releases
· The size of the city allows networking

· Well educated population interested in books, ideas, libraries, film and writing

· Opportunities for business partnerships with bookshops, universities, wineries, media and printers

· Larger premises available within Gorman House for large workshops and events
· Gorman House markets each Saturday delivers an audience interested in arts practice – if we open Tuesday-Saturday.
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	· Institutions with large budgets (e.g National Library and National Museum) bringing in overseas and interstate writers for activities

· Unsympathetic writers being on either or both the artsACT Peer Assessment panel (during a triennial funding negotiation year) and the Festivals ACT assessment panel.

· Publishers touring well-known authors nationally throughout the year and thereby decreasing interest in our annual Festival

· Increase in online writing courses offered directly by interstate writers or organisations
· Lack of interest in our events
· Change of priorities and static level of funding by arts funding bodies
· Change of government priorities after 2007 election                                                             
· Landlord becoming financially unstable or not maintained
· Increase in accountability measures resulting in extra staff time 
· Withdrawal of sponsorship
· Loss of in-kind support and collaboration
· Increases in printing costs

· Changes to free advertising/editorial policies in local papers/radio

· People opting to use leisure time differently


External Situation

The Centre enjoys harmonious relationships with interstate Writers Centres and the Directors meets every year or two to discuss best practice and swap ideas. We email each other about shared problems and opportunities and are currently exploring the possibility of a shared national newsletter.
We prefer to partner, rather than compete, with local organisations that overlap with us (those that teach writing or host visiting authors). There are both threats and opportunities with the advent of new technology, such as online writing courses. The Centre will decide how much new technology it invests in and then maintains, and which existing or yet-to-be-introduced new activities it simply refers its members to without having to spend money on.
We enjoy strong relationships with a number of business partners who benefit both our Centre and our members, such as Pirion Printing (discounted printing for the Centre and our 1000 members, provision of blank paper and letterhead, business cards, membership cards and membership forms for our office as well as cash and in-kind sponsorship of our annual Publishing Awards), Paperchain Bookstore (festival bookseller and supporter of local authors needing book launch space) and the nearby Olims Hotel (discounted accommodation for our workshop tutors, festival guests and our 1000 members). We aim to foster similar partnerships with businesses  by inviting relevant targeted businesses to meet with us, see what we do and what we can do for each other. 
	Stakeholder
	What they seek from the Centre

	Canberra community
	· public events

· safe activities for young people

	Members 
	· professional operation

· responsiveness to new technology & trends

· support and advice, promotion, employment, referral

	ACT Government 
(from Action Statement for the Arts 2006-08)
	· Excellence is encouraged (foster artists’ professional and creative development; support excellence, innovation and challenge in artistic practice)
· Engagement and participation is maximised (assist diverse, high quality artistic activity to achieve a high visibility. Improve direct access for all people, including young people, to a diversity of arts activities as audience members and active participants) 
· Sustainability is strengthened (foster the development of existing strengths in the arts. Develop capacity and resilience in individuals, organisations and structures. Support the development of new ideas, practices, outcomes and initiatives. 

	Federal Government

(from Grant Seekers Guide 2007)
	· a high quality of proposed activities for a three year period 

· effective management of resources, with an achievable three year plan that includes strategies for building resources and diversifying income

· evidence of a high level of achievement and leadership in the development of programs to support and promote writers and Australian literature.

	Education sector
	· provision of advice and speakers or tutors for schools

· collaboration to cross-promote literary events at universities; access to our library of journals by tertiary students

	Sponsors and potential sponsors
	· specific benefits (e.g. awareness, promotion, access to members and key literary and political figures) through association with the Centre

· access to writers for events at their own venues or workshops for their staff
· reports of media coverage and awareness after sponsorship of particular event

	Media
	· newsworthy and human interest stories and timeliness of information submitted

	Other cultural bodies
	· referral of writers to appear at their venue; cross-promotion of relevant events
· referral of writers to Ginninderra Press

	Other literary groups
	· referral of writers to local literary agent; referral of writers to local small presses; referral of writers to Society of Editors and Australian Society of Authors etc

	Landlord
	· financial sustainability

· provision of a public program and collaboration with other tenants to increase the desirability of Gorman House as a place for visitors


The Board has recently produced a Risk Management Plan with the help of a consultant. We have identified that we have one extreme risk, one high risk and ten moderate risk situations.  We believe that we have sufficient controls in place for the low risks and accept the consequences. We currently have 15 low risk situations and have procedures in place to re-evaluate these risks annually. The extreme risk situation is loss of grant funding.  We aim to liaise with grant bodies to ascertain what they require from the Writers Centre, and comply with requirements. The one high risk situation is: a change of priorities by arts funding bodies. The board and staff seek and listen to advice from both the community and funding bodies and address changing requirements as necessary. 
See Appendix 2.
A new trend is the uptake of technology by writers for the combined uses of: publishing their work (print on demand, e-books, self-publishing); promoting themselves (updating their own website, writing blogs, having a MySpace presence); communication (blogs, discussions groups, group emails, forums) and employment (online courses offered direct from the author’s webpage). 
The Centre has responded to these opportunities by publishing work in the e-zine (Word Candy, 1999), offering online courses to the regions (2003), forming a partnership with Pirion to offer print on demand (2003), offering a Create Your Own Website weekend workshop (2005) and upgrading our own technology in order to offer increased services from 2007. We will spend money to upgrade our website to be more user-friendly for the Communications Officer to upload information. We will offer a young writers’ discussion/forum area (on our Youth Page) and the publication of member writing groups’ work as well as the work of our award winners. We will introduce the Invite-A-Writer webpages which will create employment for established writers and income for the Centre. 

The Centre feels that we do not currently have the staff resources to take on and maintain more complicated technology than is currently being offered. We will point our members in the direction of existing services such as the Qld Writers Centre’s Australian Writers Marketplace and its forums and other online writing courses offered by other state Writers Centres. If project funding becomes available we would consider offering online courses or some other service.
Markets 

Our market is interested in books and writing. They are of all ages and are generally well educated and interested in expanding their minds and expanding their skills. 
Primary audience: novelists, poets, non-fiction writers, playwrights, illustrators, editors, publishers, journalists, English teachers, readers, browsers in bookshops and libraries, other literary groups and their newsletters, people who do not practise writing but like to meet authors and attend literary festivals, researchers, aged 8-90 and from a range of cultural backgrounds.
Our secondary audience is those people who are in contact with our potential members, and these are: literary editors; English teachers; Presidents of literary organisations; academics at universities which teach English and creative writing courses; other creative writing teachers; bookshop workers; publishers; editors; librarians.

New members join us through one of the following methods: internet, in person, over the phone, by mail. They are welcomed by, and their payment is processed by, our office manager.  We are unique from our competitors by virtue of the fact that we offer such a range of services for writers. Others only offer 1-2 services and no ongoing support. 
While we do have a high proportion of emerging female writers from the ACT, interested in fiction, non-fiction and children’s writing, we aim to cover all interest areas and offer programs for all ages. Over the next 3 years we aim to increase the number of members aged 15-25 (currently 117). To achieve this, we will: 
· give ‘welcome packs’ to all enrolled ACT undergraduate writing students each February (a canvas bag printed with our logo and containing a newsletter, membership form, Ginninderra Press submission guidelines and free book, Blast magazine submission guidelines, a notebook, pen and bookmark from the University Co-Op Bookshop and any other relevant information) as well as give a 10 minute talk about the Centre at a main lecture.

· continue our youth workshops in ACT libraries for writers aged 8-14; arrange school and college visits/talks as requested; collaborate with Canberra Youth Theatre to offer writing and performance workshops relevant to young adults.
· offer subsidies for young people to attend certain workshops and to join for free, if we are successful in obtaining further grants from Gorman House’s Youth Skills Fund or other grants.

Over the next 3 years we also aim to increase the number of regional members (currently 140). To achieve this, we will: 

· Continue to cement our existing relationships with the regional arts officers (Goulburn, Queanbeyan and Eden areas) to co-host regional workshops.
Over the next three years we aim to maintain the number of ACT writers aged 40-60 amongst our membership. We will do this by continuing to offer our three levels of workshops and our informative newsletter.
Competitors

A very unexpected competitor in 2006 was our own venue sponsor for our annual Canberra Readers and Writers Festival for the previous three years (the National Library’s Public Programs section), who hosted a two day ‘conference’ which was in fact a literary festival. When Canberra’s population proved too small to spread audiences over two 2-day events, only four weeks apart, and with the prospect of the Library hosting another one and determining the dates when we could and could not offer our own, the Centre decided to partner with the organisers of the Lifeline Spring Bookfair (which attracts 10,000 booklovers over three days) and moved our 2007 Festival to their Exhibition Park venue. This new partnerships brings with it discounted venue hire, all the existing TV, radio and print sponsorship that Lifeline has spent years attracting, as well as increased opportunities for signage facing into Canberra’s busiest highway.   
The Centre’s workshop program is not in direct competition with the universities who run two year post grad and three year undergraduate writing courses - as most of our niche courses are of one day or 6 week’s duration. 
Goals and KPI’s (Key Performance Indicators)

1. Increase skills for emerging writers

2. Increase publishing opportunities for developing writers

3. increase employment and promotion opportunities for established writers

4. Increase sustainability of the ACT Writers Centre
(Colour code= Developing, emerging, established) 

	Goal
	Key Performance Indicator
	Annual
	Targets

	
	
	Current Situation 
	2008
	2009
	2010

	Increase skills for emerging writers
	Maintain number of adult  & youth tier 1 workshops

Increase number of tier 2 workshops
	10, 10

15
	10, 10

15
	10,10

15
	10,10

15

	
	Increase on-site regional workshops and investigate online workshops
	4
	5
	6
	6

	
	Increase membership (particularly of 15-25yr old and regional writers) 
	930
	1000
	1050
	1100

	
	Increase talks/seminars
	6
	10
	10
	10

	
	Maintain newsletters and YWSG
	11, 1
	11, 1
	11, 1
	11, 1

	
	Increase income from Ms Assessments
	$800
	$900
	$1000
	$1000

	
	Increase number of grant-funded and self-funded mentorships
	1
	3
	3
	3

	
	Provision of information about Centre to all emerging writers and people who are in contact with emerging writers
	1 info pack & m’ship form
	3 distributions/yr
	3
	3

	Increase publishing opportunities for developing writers


	Maintain visits by Australia Council, Varuna, literary agents and publishers to the ACT
	1/yr from each
	1/yr each
	1/yr each
	1/yr each

	
	Seek funding for youth competition & book review award; increase entries into all 5 competitions and seek publication for finalists in a publication with wide readership

Investigate publishing opportunities for emerging and developing writers
Investigate new technology publishing options
Maintain support services for our members
	100 youth, 50 poetry, 50 story,

30 publishing
1 per year

5000+ /yr 


	120 youth, 55 poetry, 55 story,

35 publishing
1 per year

5000+ /yr 


	130 youth, 60 poetry, 60 story,

40 publishing
1 per year

5000+ /yr 


	140 youth, 65 poetry, 65 story,

45 publishing
1 per year

5000+ /yr 



	Increase employment & promotion opportunities for established writers
	Create Invite-A-Writer employment publication and update each year

Increase number of listings per year

Employ established writers as panellists and chairpersons during annual Writers Festival


	0

20
	1 update

10 listings

25
	1 update

15 listings

30 
	1 update

20 listings

35

	Increase sustainability of the Centre
	Increase no. partnerships/sponsorships of benefit to members and the Centre

Seek triennial funding from state and federal funding bodies (and stay in touch with funding guidelines)
Seek festival and project funding

Increase self-generated income from increased membership, increased advertising, full workshops, use of assessments, Invite-A-Writer & other services

Maintain relationships with key stakeholders such as radio and print media
Maintain IT hardware and software
Document corporate knowledge of Centre staff to alleviate loss of information through natural attrition

Update Procedures manual

Ensure all merchandise and sponsored events display the Centre’s logo

Secure a regular spot on local and/or community radio to inform all of the ACT and region (writers and non-writers) about our existence and services

Participate in governmental opportunities in policy and planning for the arts
	8

$130,000

$30,000

$80,000
Annual
annual

annual

annual

annual


	9

$140,000

$30,000

$85,000
Annual

annual

annual

annual

annual


	10

$140,000

$30,000

$90,000
Annual

annual

annual

annual

annual


	11

$140,000

$30,000

$95,000
Annual

annual

annual

annual

annual



	
	
	
	
	
	


Strategies 

	STRATEGIES
	Increase skills for 

emerging writers
	GOALS

Increase publishing opportunities for developing writers
	Increase employment and promotion opportunities for established writers
	Increase sustainability 
of the Centre

	Offer Tier 1 and Tier 2 workshops* 
	          YES
	YES
	YES
	YES

	Offer seminars
	YES
	YES
	YES
	

	Produce informative publications
	YES
	YES
	YES
	YES

	Offer manuscript assessments


	YES
	YES
	YES
	

	Offer mentorships
	YES
	YES
	YES
	

	Membership drive to reach beginner writers
	YES
	
	
	YES

	Offer short story, poetry, review and publishing awards


	YES
	YES
	YES
	

	Form partnerships of benefit to 

our members and the Centre
	YES
	YES
	YES
	YES

	Create and promote Invite-a-writer
	
	
	YES
	YES

	Host an annual Festival
	
	YES
	YES
	

	Provide support services to our members
	YES
	YES
	YES
	

	Effectively manage the Centre
	
	
	
	YES


*Tier 1 workshops are those where we commission the local or interstate tutor and pay a set fee of around $100/hr plus airfares and expenses. Tier 2 workshops are those where local writers approach us and the Board accepts or rejects the proposal and shares the income and risk with the tutor 70/30 (our 30% to cover room hire, time spent taking bookings and promotion).
	Strategy
	Key Activities
	Priority
	Measures & Milestones (2008)
	Responsibility

	Offer Tier 1 workshops
	Offer beginner workshops for youth and adult writers (local, regional, aged, NESB and Indigenous)

Offer emerging workshops for youth and adult writers (local, regional, aged, NESB and Indigenous)

Offer workshops on contracts, copyright, tax and professional development for established writers.
	1
	4 adult beginner workshops per year; 4 regional workshops per year

10 youth beginner and emerging workshops per year

4 professional development workshops per year
	Director

Communications Officer (promotion)

	Offer Tier 2 workshops
	Offer beginner workshops for youth and adult writers (local, aged, NESB and Indigenous)

Offer emerging workshops for youth and adult writers (local, regional, aged, NESB and Indigenous)

Offer professional development for established writers.
	1
	6 adult beginner workshops per year

6 youth workshops per year

2 professional development workshops per year
	Director

Communications Officer (promotion)

	Offer seminars


	Monthly evening talks or literary lunches on relevant topics
	                 2
	10 talks each year
	Board and staff

	Produce informative publications


	Commission content for newsletter

Produce, print and distribute monthly newsletter in hard and electronic form

Upload past articles to the members’ lounge on our website

Collate weekly  e-news

Update Young Writers’ Survival Guide (e-book)
Brand all publications and print material with Centre logo
	1
	11 issues

11 issues

15 updates

48 issues per year

1 per year
ongoing
	Director

Communications Officer

Communications Officer

Communications Officer

Communications Officer
Communications Officer

	Offer manuscript assessments (for developing and emerging writers)
	Promote service and match writers with assessors
	3
	Increase from 8-12 in 2008
	

	Offer mentorships (for developing and emerging writers)
	Apply for available funds and administer

Match established writers from Invite-A-Writer with emerging writers for self funded mentorships
	3
	1-2 per year

4 per year
	Director

Director

	Offer publishing awards (for developing and emerging writers)
	Promote and judge a youth and adult short story award (with publication)

Find a sponsor and administer the poetry award (with publication)

Renew Pirion sponsorship and administer the ACT Publishing Awards 

Introduce a Review writing competition
	2
	1 per year (opens June, closing Sept, announced Dec)

1 per year (opens June, closing Sept, announced Dec)

1 per year (opens June, closing Sept, announced Dec)

1 per year (opens June, closing Sept, announced Dec)
	Director & Communications Officer

	Investigate publishing opportunities for emerging and developing members
	Apply for funding or partner with printer or publisher to produce anthology or enable publication in media
	2
	1 if funding available
	Director

	Provide support services for our members
	Answer queries by phone, mail, email and in person

Provide a borrowing library for members

Increase resource books in library

Increase member’s books in library

Sell members’ books for sale

Provide free meeting space for writing groups

Provision of computer, fax, internet access and photocopier for use
Provide space on our website for member writing groups to upload their work 

Auspice members’ grants as approved by Board


	3
	5000 queries per year

1 library space ($100/yr)

Purchase $700 worth of books/yr

Purchase $700 worth of books/yr

Increase from 200 titles to 220

Increase from 9 groups/m to 10

1 of each machine available/yr

1 website hosting per year ($600)

As requested
	All staff

Board and staff

Director

All staff

Office Manager and members

Office Manager

Office Manager

Office Manager

Communications Officer

Director



	Create and promote Invite-a-writer
	Design forms for entry into the Invite-A-Writer employment register (hard copy and online) 

Upload & distribute forms for entry into the Invite-A-Writer employment register  

Process entries; design website & publication

Promote publication to potential employers (schools, corporate, government)

Liaise with employers of writers about needs

Invoice employers

Profile established writers in our monthly newsletter
	2
	1 issue per year (call for entries Nov 07; design Jan 08) 

Take entries and update annually

Record employment achieved on website

Increase income from $400-$1000/yr

11 per year
	Director & webs consultant

Communications Officer

Communications Officer

Communications Officer

Director

Office manager

Communications Officer

	Host an annual Festival
	Apply for sources of funding & sponsorship

Curate program

Host festival
	2
	3 applications per year

2 Festival Committee mtgs per year

1 festival per year
	Director

Director and Festival sub-committee

Staff, Board and volunteers


	Form partnerships of benefit to 

our members and the Centre

(Contracts to be formalised with partners including, but not limited to):


	Lifeline and Exhibition Park (festival partner and festival venue partner) and Conflux (speculative fiction conference held the week before our Festival)

Pirion (sponsorship of Centre’s stationery and newsletter, and of the ACT Publishing Awards and Print on Demand) and Racheal Bruhn Design
ACT Library Service (venue sponsorship of youth program)

The Canberra Times (media sponsorship for year round advertising and printing and dist of festival program)

University of Canberra (newsletter sponsorship)

Don McInnis (short story award patron)

Mount Majura winery (provision of cost price and free wine for Centre events, future sponsorship of Poetry Award)

Dendy (discounts for members) and Hopscotch Films (free movies offers for members)
	1
	2 per year, valued at $2000
2 per year, valued at $5000; 1 per year valued at $500
4 per year, valued at $800

1 per year, valued at $5000

1 per year, value $1000

1 per year, valued at $600

2 per year, valued at $2000

1 per year, 1 per year

	Director

Director

Director

Communications Officer
Director

Director

Director

Director



	Form partnerships of benefit to 

our members and the Centre (continued)

	Olims or Rydges Hotel (discounted member and festival guest accomm)

Local bookshops (such as Paperchain and the new Borders store for Writers Festival booksales & other events)

Varuna (Longlines consultations and fellowships for writers centre members)

BooksAlive and publishers touring authors 

Regional Arts Officers (Southern Tablelands, South East Arts Region) and Cultural Development Officer (Queanbeyan)

ACT Arts Officers (promotion to Multicultural & Indigenous writers and writers with a disability) 


	1
	1 per year, valued at $1000

1-3 per year (valued at $500)
1 per year

1-3 per year

3 per year

3 per year


	Director

Director

Director

Director
Director

Communications Officer
Director

Director

	Effectively manage the Centre
	Seek triennial funding

Seek project funding

Liaison with staff 

Liaison with Board members

Maintain sound financial reporting and auditing systems

Provide development and training for staff, volunteers, Board


	1
	1 triennial app/3 years; 1 revised program and budget/year

5-8 applications per year

26 staff meetings per year

10 monthly reports and one annual audit

1 audit ($2200), 4 bookkeeper visits for BAS ($1000).

Staff attendance at 1 short course per year
	Director & Board
Director and Communications Officer

Director

Director

Director & Office Manager

Director
Director, Communications Officer & Office Manager




Artistic Program 

Each year the ACT Writers Centre will offer professional development opportunities for writers (local and regional workshops, youth and adult workshops, getting published workshops with a literary agent and publisher, seminars and talks, literary lunches, manuscript assessments, occasional mentorships); as well as information services (the monthly newsletter read by over 1100 readers, advice from staff, Young Writers’ Survival Guide); administer a number of prizes (short story, poetry, youth, ACT Book Publishing Awards in 4 sections: children’s, poetry, fiction and non-fiction); will provide employment and promotion services for established members (initiating the Invite-A-Writer project, hosting literary lunches and readings, publishing writer profiles, selling member’s books).
Artistic Rationale:
Writing and reading can be solitary activities. The Writers Centre is a communications hub connecting people and their passions as well as employers and writers. The Writers Centre is integral in promoting and supporting Canberra region writers. It is the place where synergies meet, creativity flourishes and information flows in from one source, and out again to many people.
Overview of program

See Appendix 3: Draft Events 2008 (including types of workshops and themes for newsletters) 

The workshop program will cater for as many interests as possible, covering fiction, non-fiction, poetry and children’s writing as well as a number of other sub-genres (e.g speculative fiction) and specialist areas (e.g how to market yourself as a writer). We will also take advantage of a number of visiting interstate tutors as opportunities arise.
Measure Success:

Success will be measured by the number of people enrolled, course evaluation forms after workshops, anecdotal evidence after literary events, feedback submitted by email. Verbal and emailed feedback is collected throughout the year and placed in a feedback chart ready for acquittal the following year. We provide feedback forms at the annual Festival.
Marketing Plan

The Centre’s Marketing Plan was updated in June 2007.
We aim to be the peak literature organisation in the ACT, and therefore:

1. we aim to be the first point of contact for writers new to the artform (students studying English at school and uni, people just beginning to write, etc)

2. we aim to be easily recognised by our logo
3. we aim to be easily found by potential members (street address and mail and internet address, signage at location, number in phone book etc)

4. we aim to increase membership to the highest level possible

5. we aim to inform all of the ACT and region about our existence and services (e.g through posters and memberships forms in libraries and bookshops)
6. we aim to have full attendance at our workshops
7. we aim to increase attendance at our literary festival and other events
8. we aim to increase media coverage to the highest possible level (given our budget and staff hours and possible sponsorship)

9. we aim to inform all persons who come into contact with our potential members, about our services so that they may refer people to us

10. we aim to be informed and/or consulted on issues relating to literature and affecting writers in the ACT and region

See Appendix 4: ACT Writers Centre Marketing Plan 2008-10
Financial Plan

The Centre is in a strong position financially and administratively, to tackle the next triennium. We have reserves of $28,000, increased office space, new equipment, two energetic new staff members as well as a Director and Board with corporate history. At the end of the triennium we wish to have increased our sponsorships, donations and partnerships  and increased our ability to generate income though our programs (self-generated income currently forms 30% of our total income) and to have slightly increased our ratio of reserves (currently 8%).
Please see Appendix 5: Budget for 2008-10
Management 

Organisational Structure

Both the Communications Officer and Office Manager report directly to the Director. The Director answers to the Executive of the Board. The Board and Director are jointly responsible for recruiting and performance reviews. 
Role of the Board and Governance

	Name of Committee Member (list all members)
	Special Responsibilities, Qualifications and Experience
	Years on Board
	Terms Ends

(can re-stand)

	Trevor Stafford, Chairperson
	Special responsibilities: Programming, Festival, marketing committee, business planning
	2.5
	2008

	Craig Cormick, Deputy Chair
	Special responsibilities: Business planning and staffing, Festival
	5.5
	2008

	Noelene Nelson, Treasurer
	Special responsibilities: budgets, audit
	1.5
	2008

	Monica Carroll
	Special responsibilities: Business planning and 
	1.5
	2008

	Sylvia Alston
	Special responsibilities: awards administration, marketing
	1.5
	2008

	Micheal D’Aprix
	Special responsibilities: strategic planning, business, IT and web
	.2
	2008

	Pat Stone
	Special responsibilities: Fellowship of Australian Writers (FAW) liaison
	1.5
	2008

	Jennifer Woodhouse (lawyer)
	Special responsibilities: legal
	
	


We currently have a highly experienced and effective Board of 7 members, along with three subcommittees (Business Planning, Marketing & the Canberra Writers Festival). We will seek to expand this with additional Board members, particularly from the youth membership and business background. We have access to a recruitment expert within our membership to assist us with any staffing issues.
Chair – Trevor Stafford
[image: image2.png]


Trevor Stafford is an enthusiastic promoter of ACT-based writers. He was the Membership Secretary and Publicity Officer for Conflux in 2004, the Publicity Manager for Conflux 2 in 2005, and the Chair of Conflux 3, the largest speculative fiction convention held in Australia except for the World Science Fiction Convention. Trevor was also the founding President of Conflux Incorporated. He is a member of the Canberra Speculative Fiction Guild (CSFG), an organisation dedicated to the promotion of ACT based speculative fiction writers and artists. Trevor has been an organiser and promoter of CSFG critiquing circles, meetings and special events such as public talks and readings. He has managed the promotion of CSFG events such as book launches, including the launch of Elsewhere which won the Australian Speculative fiction (Ditmar) Award (2003). He is also a graduate of the six-week Clarion South writers’ workshop. Trevor has forged strong connections with both the Australian and international publishing communities and actively attends creative industries events. Trevor was part of the Australian Customs Service project management team that won the 2003 Prime Minister’s Award for Excellence in Public Sector Management.

Deputy Chair – Craig Cormick

Craig Cormick is an award-winning Canberra author and journalist. He works as the manager of a government communications unit, providing information programs on biotechnology, and is a regular speaker at national and international conferences and in the media on public attitudes towards biotechnology. He has previously worked as a science journalist and managed major government PR campaigns. He also teaches creative writing at the University of Canberra and is currently completing a PhD in Creative Writing at Deakin University. He has published seven books, edited four collections of short stories and has been co-editor of Canberra’s radical arts magazine, Blast, for several years. He has served on the ACT Literature advisory board. He has been a member of several other arts boards (PEN, Word Festival) including the Festival of Contemporary Arts in 2000-2001. He has served on the Board since 2001 as either Chair or Deputy.

Treasurer - Noelene Nelson

Noelene Nelson has worked with private enterprise as well as government departments for many years, focussing mainly on managing finance and budgets.  She has a flair for management and financial management in particular and has attended numerous government financial management courses and worked at the Executive Level 1 for many years as well as working in government financial management (which includes budgets). 

Secretary – Pat Stone
Pat is an established professional writer and editor who edits both on-line and on hard copy for professional and creative writers. She graduated from The University of New England in 1991 with a Double Major in English Literature and gained her Grad. Dip. in Professional Communication (Writing) from the University of Canberra in 2000. Before becoming an editor, professional writer, manuscript assessor, researcher, tutor and creative writer she worked in the Public Service for the Department of Veterans Affairs in Legislation & Review. Before that she was Secretary to an Assistant Registrar of Sydney University. She started her working life as a Legal Secretary and worked in Sydney, London and Canberra. She is now semi retired. She taught creative writing for Dr Nancy Lane’s organization Invite a Writer. She has a high rate of success in tutoring English Lit. and History to students in  Years 11,12 and the first three years at university. She has published a humorous social history, essays, poems and articles.  She is at present working for journalist Frank Cassidy on a history book for Communities@Work, Tuggeranong, as a researcher. She is the Coordinator of The Fellowship of Australian Writers ACT and region and a member of the Canberra Society of Editors.

 

General Committee members
- Jane Woodhouse: Jane Woodhouse is a lawyer with Sneddon, Hall and Gallop, a firm who have kindly supplied us with a lawyer for our Board for the last 5 years.

- Micheal D’Aprix: Michael brings with him the experience of a 30 year business career that spans 3 continents, Shopfloors and Boardrooms in organisations large and small. Born 1951 in London as an “expat” US citizen Michael was educated in the UK with tertiary studies in law and the arts in London and Paris. Michael's manufacturing career began with highly specialised fire protection systems in the UK and expanded to continental Europe and the USA.  Michael has founded and built his own manufacturing and consultancy companies, worked for and with a number of multinationals including Fujitsu, IBM and Coca Cola Amatil, served as CEO ANZA and VP Asia Pacific for US based technology companies and served on the boards of a number of small enterprises. His speciality is pragmatic strategic planning and effective implementation. His current focus is on building the public sector business for his management methodology and tool PICteam™. Michael has been a popular speaker and workshop leader at numerous industry conferences and corporate seminars. See www.daprix.com.au and www.picteam.com.au for more information.
– Sylvia Alston: Sylvia Alston is a former Public Servant who resigned after 16 years to pursue other, hopefully more interesting career opportunities.  During her time in the Public Service, Sylvia worked in several departments in the area of communications and policy advice. An avid reader, her love of literature has given her an insight into what people like to read.  Sylvia has recently discovered an aptitude for writing and is exploring the use of mainstream fiction to raise awareness of serious issues.  She is drawn to the everyday dramas that affect ordinary people and their ability to cope with difficult, often traumatic, situations. She holds a BA and an MA in Communication (by research) and is currently undertaking a creative PhD at the University of Canberra looking at laughter as a means of coping with pain and stress.
-Monica Carroll: Monica Carroll has lived in Canberra for most of her life. It is, she thinks, a special city with much to offer for the creatively inclined. Both Monica’s poetry and short fiction have received a variety of national awards. Her professional background encompasses a range of administrative fields including planning, policy and financial management. She has extensive experience in contributing to community organisations having served on a variety of specialist committees.    
Festival Advisory Board
The Canberra Readers and Writers Festival has its own Advisory Board consisting of: Professor Belle Alderman, OAM (expert in children’s literature from the University of Canberra), Dr John Byron (Executive Director, The Australian Academy of the Humanities) based at the Australian National University, Gia Metherell (Literary Editor of The Canberra Times), Sally Milner (ex-publisher, owner of Pialligo Estate Vineyard), Craig Cormick and Trevor Stafford (current Writers Centre Board members).
Staff

Director – Anne-Maree Britton (38 hrs wk)
Anne-Maree has a Communications degree majoring in video and scriptwriting and has completed numerous training courses in software programs, arts marketing, partnerships, sponsorship, recruitment, GST implementation and event management. She has worked in tourism, educational video production and broadcast, as well as in arts administration. In her 12 years as Director of the ACT Writers Centre she has overseen its growth to almost 1000 members, acquitted over $900,000 in local and federal grants, edited more than 120 newsletters, implemented innovative projects and directed five literary festivals. In her spare time she has: been Secretary of ArtsVoice lobby group, been Treasurer of Gorman House Inc 2002-2004 and again in 2007, been the convenor of the Canberra Critics Circle Award for Literature, been a member of the Women and Reading Committee, been Treasurer of the ACT Film & TV Council for 2005-07, been a member of the Marketing Board of Lifeline ACT (who run the highly successful Spring Book Fair) for 2006-07, organised many poetry and spoken word events, and published a collection of short stories called Wicked Women.
Office Manager – Martine Heales (38 hrs wk)
Martine has been at the Centre for nine months and brings with her experience from positions as varied as Mental Health Worker to Media Planner.  She is very customer service focused and has managed a variety of positions in varied industries.  Martine has studied Communications at the University of Canberra and holds a Diploma of Audio Engineering.  Having worked extensively within the music industry, Martine co-founded Prowler, a local music magazine for inner city Sydney in the early nineties.  She was the Assistant to the Public Relations Manager at ARIA in the mid nineties and worked in conjunction with Australian bands and ARIA to lobby against Parallel Importation. Martine comes to Canberra via Port Douglas where she helped to set up a Cafe/Deli with friends. 
Communications  Manager – Hal Judge (21 hrs wk)
Hal Judge has been an active member of the ACT Writers Centre for a decade.  He took up the position of part-time Youth Projects Manager in February 2007.  Hal is halfway through a Graduate Diploma in Creative Writing at the University of Canberra. He is an award-winning poet and also writes plays, screenplays and short stories. Two of his films are in post-production. He has taught successful on-line and regional writers workshops on behalf of the ACT Writers Centre from 2005 to 2007. He has strong program management, business planning, risk management, marketing and project development skills as a Director of several major Federal employment programs with budgets of up to $112 million (including NEIS and Job Search Training) from 1995 to 2005.  He also has a background in youth programs as a project officer in the national Office of Youth Affairs from 1986 to 1988.  He spent three months in Bali in 2005 as the Communications Officer for the Ubud Writers Festival and as a result was invited to a literary festival in Jakarta in 2006 and was also recently awarded an arts management grant from Asialink to assist the locals to establish a writers centre for Indonesian writers based in Yogyakarta in late 2007.
Casual staffmember as needed – Rachel Longhurst

Rachel is the editor of Lip magazine, a publication to empower young women aged 13-25. Rachel has experience with grant applications and acquittal, project management, design and layout of newsletters and websites, liaison with sponsors. She will fill in for our current Youth Officer while he is in Indonesia from July-Oct 2007.
Volunteers
The Centre utilises occasional volunteers for assistance with administration and special events. We currently have a 7 hr/wk volunteer helping with membership processing, so as to allow our office manager time to update the Festival website. We ask for volunteers to assist with a range of catering, information distribution and author-minding tasks at our annual literary festival. Volunteers generally answer to the Office Manager.
Position Descriptions

It has become obvious recently that while we have many great programs, we do not currently have the staff resources or budget to promote them all to achieve full enrolments and audiences.  The Centre would like to restructure in the next triennium from a Director, Office Manager and Youth Projects Officer, to a Director, Office Manager and Communications Officer. The Office Manager would deal with incoming information while the Communications Officer would deal with outgoing. The Director would resume responsibility for youth programming and no longer have to commission the content for the newsletter nor do the MYOB entries.
Full-time Director: Implement board decisions; develop innovative programs for ACT and region emerging, developing, established writers of all ages; ensure production and distribution of regular newsletters and regular maintenance of the website; oversee all financial matters; liaise with landlord and stakeholders; expand membership; supervise staff and liaise with workshop tutors; draft applications for funding, sponsorship, business partnerships, special projects, marketing plans, performance agreements, annual reports. Host an annual writers festival as funding permits.
Full-time Office Manager: Respond to enquiries by telephone, fax, letter or email; process membership applications and maintain membership records; co-ordinate and manage bookings for our events; handle cash, accounts payable and banking utilising MYOB; maintain library, office and kitchen supplies; supervise volunteers and act in Director’s absence.

Part-time (21hrs) Communications Officer: In consultation with the Director, commission content for monthly newsletter, layout newsletter and liaise with printer; promote the Centre’s workshop and events program; promote the Invite-A-Writer service to members, design and promote the publication/website to employers; update the website each month; research and compile annual editions of the Young Writers’ Survival Guide.
Casual admin assistant as required: The Centre has trained a number of people to perform basic telephone answering and receipting of memberships and workshop payments, in the event that the Office Manager is absent for any reason. We can call on a number of people at short notice.
Induction

The Centre has:

· a comprehensive 80-page Procedures Manual outlining every aspect of running the Writers Centre. This is updated annually.

· a Staff Induction Plan outlining expectations of staff as well as templates for duty statements, performance reviews, advertising of positions, grids for comparative rankings.
· a Board Induction Plan and policies in place (e.g. ensuring that there are no conflicts of interest in our awards administration and that no Board members are employed for financial gain throughout their serving term).

Succession Plan

The ACT Writers Centre is a flexible employer open to fresh personnel, new skills and variable working arrangements.  We encourage a sensible balance between work and other life and family priorities.  Succession is an issue which the Centre is addressing by providing flexible working conditions and skills development.  For example:

· basic training for all staff to be able to temporarily do each other’s jobs as well as process memberships;
· on-the-job training in administrative procedures for new staff;
· training of volunteers (e.g. the Centre is currently training a volunteer for 7 hrs per week and it is hoped this person will be able to cover for either of the administrative staff if they need to take leave)

· the training of any suitable existing staff to be able to take over the Director’s role in the event of long service leave or resignation

· the 2008 restructure will require the current youth officer to learn how to produce the newsletter and look after the website (and become the Communications Officer) while the office Manager will learn how to use MYOB, freeing up the Director to concentrate on the Festival mid-year. These skills are being learned in late 2007 and will make all three staff skilled in other staff members’ areas.
· extended leave for one current staff member to undertake professional development in Arts Management in Indonesia from July-Oct;

· we also offer the ability to do part-time work to enable staff to study creative writing part-time;

· training in short courses as needed (e.g office Manager attended DreamWeaver course in ‘07 while Youth Officer attended InDesign);
· financial incentive for resigning staff to return, or postpone leaving, in order to provide a handover period of at least two days for the incoming staff member

We have identified further skills which would strengthen our capacity for succession should key staff leave.  In the next 18 months we will fund staff to attend relevant introductory courses such as MYOB Accounting, Adobe PageMaker, Dreamweaver and Arts Marketing. 
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Appendix 1: Membership Profile
As at April 2007, the Centre had 930 members, in the following categories:

	Emerging
	Developing
	Established
	Unknown

	576
	194
	50
	106


Our individual members are:

	Male
	Female
	Transgender

	291
	620
	1 


Our members come from the following areas:

	ACT
	NSW (postcodes 2039-2594)
	Other states

	780
	140
	10


Those members that have indicated their year of birth are in the following age groups: 

	Born 1917-1927
	1928-1937
	1938-1947
	1948-1957
	1958-1967
	1968-1977
	1978-1987
	1988-1997
	organisations
	age not stated

	80-90 yrs old
	70-80 yrs
	60-70
	50-60
	40-50
	30-40
	20-30
	10-20
	n/a
	/

	22
	25
	117
	143
	135
	110
	52
	65
	9
	245


Some of our members have specified their area of interest (many of these have more than one interest):

	Children's/ young adult
	Speculative fiction
	Short stories
	Romance
	Non-fiction
	Fiction
	Biography or autobiog
	Travel 
	Technical

	99
	23
	37
	3
	121
	291
	32
	6
	7


Appendix 2: Risk Analysis Plan
	Identified Risk
	Existing Control Measures
	Likelihood of risk occurring 

(Almost certain, Likely, Possible, Unlikely, Rare)
	Consequences

(Catastrophic, Major, Moderate, Minor, Insignificant)
	Level of risk

(Extreme, High, 

Moderate, Low)

	THREATS

	Loss of confidence of members
	· Regular communication with members through newsletter and email.

· Staff respond promptly to complaints

· Survey members to see what they want from the Writers Centre
	Unlikely
	Moderate
	Moderate

	Lack of interest in our events
	· Survey members to see what they want from the Writers Centre

· Courses that are underbooked are cancelled 

· Feedback forms provided to workshop participants
	Unlikely
	Minor
	Low

	Change of priorities by arts funding bodies
	· The board and staff listen to advice from the funding bodies and address changing requirements as necessary
	Likely
	Moderate
	High

	Change of priorities by Governments
	· The board and staff are actively looking for other funding to maintain our finances
· Both funding bodies are committed to the sustainability of Key Arts organisations and the Literature Board treats each state writers centre equally and we do not expect any less funding than in previous years.
	Possible
	Minor
	Moderate

	Sale or insolvency of Gorman House Arts Centre
	· The cultural facilities report guaranteed no sale of Gorman House in the immediate future and GH has plenty in reserves. (The Director has been on the Board of GH for 4 years)
	Unlikely
	Minor
	Low

	Increase in accountability measures resulting in extra costs
	· Liaise with each funding body to provide us with support

· Utilise services of bookkeeper quarterly
	Likely
	Insignificant
	Moderate

	Withdrawal of sponsorship
	· Maintain open lines of communication with sponsor.

· Ensure sponsor is receiving a benefit from their sponsorship of the Writers Centre.
	Unlikely
	Insignificant
	Low

	Loss of grant funding
	· Liaise with grant bodies to ascertain what they require from the Writers Centre, and comply with requirements.

· The Writers Centre has a commitment to maintain its relevance to members and funding bodies.
	Possible
	Catastrophic
	Extreme

	Loss of in-kind support and collaboration
	· Maintain strong communication lines between ACTWC and external organisations

· A nominal fee for venue hire can be absorbed into costs if necessary.

· Fees to events can be raised if necessary


	Unlikely
	Minor
	Low

	Competition with big budget organisations offering literary events that compete with our own author visits and festival
	· ACTWC liaises and collaborates with these organisations (e. ANU, NLA, NMA) to co-promote events

· Our former office manager works at NLA and keeps us informed of their plans
	Likely
	Insignificant
	Moderate

	Physical safety of staff and members at Gorman House at night
	· The café is now open Tues-Sat nights; increased no. of visitors to GH at night.

· Security lights have been added to GH; toilets are now locked at night.

· Security alarms are now installed on all buildings.
	Unlikely
	Minor
	Low

	Large increases in printing costs for newsletter and stationery
	· Maintain liaison with printing sponsor and encourage them to absorb costs for newsletter (stationery is currently free)
	Likely
	Minor
	Moderate

	Changes to free advertising/editorial policies in local papers/radio
	· Designated communications officer on staff  to maintain good relations with the editors of the arts sections of the print media and announcers on radio 
	Unlikely
	Minor
	Low


	WEAKNESSES

	Loss of staff with corporate history
	· Knowledge is shared with other staff and staff fill in for each other when absent; staff to give as much notice as possible and be encouraged financially to provide a handover period
· A procedures manual has been produced detailing how the ACTWC is run
· Invite-A-Writer project, which lists the skills and biography of our established writers on a central website for other Centre staff and potential employers to browse
	Possible
	Moderate
	Moderate

	Staff skills not keeping up with changes in technology
	· A training budget is in place and available to staff for identified training needs
	Unlikely
	Minor
	Low

	Fraud by staff
	· 2 signatories are required on any cheque

· Staff can only co-sign cheques for under $150 and a list of these is presented at the monthly board meeting, along with the monthly bank statement

· The bank is to query with a board member signatory, any cheque of over $5000.
	Rare
	Moderate
	Moderate

	Poor team communication between staff
	· The Board would act to address team skills should this become a problem
	Unlikely
	Minor
	Low

	Occupational Health and Safety
	· An OH&S audit has been done of the Writers Centre, and will be repeated whenever significant changes occur to the workplace

· OH&S issues are addressed in the procedures manual, which is given to all new staff

· The ACTWC is insured with public liability and workers compensation for any accidents
	Possible
	Minor
	Moderate

	Risk of financial mismanagement
	· The board must approve all budgets, and sign cheques over $150.

· The board monitors variances in budgets each month
	Rare
	Moderate
	Moderate

	Inadequate Board structure and skills
	· This risk has been lessened by new requirements from the Australia Council.

· The board is voted in by members of the Centre

· The board takes a role in filling vacancies based on the skills required

· The Centre has a constitution that the board must abide by.

· Prior to the AGM, an advertisement is placed in our newsletter, advising of the types of skills required for new board members
	Unlikely
	Minor
	Low

	Lack of induction policies for Board
	· All new board members are provided an induction pack which includes a brochure from the Australia Council detailing board responsibilities

· At the first meeting after the AGM, all board members are given copies of the constitution and the previous month’s minutes
	Possible
	Minor
	Moderate

	Poor communication between board and staff
	· The director provides monthly written reports to the board, plus email communication between meetings as required

· The chair or treasurer is in contact with staff to sign cheques every 7-10 days.
	Unlikely
	Minor
	Low

	Low professional standards of presenters at events
	· The ACTWC only uses professional presenters for our workshops/events

· The board must approve tier 2 workshops, and the tutor must provide a resume and a workshop outline.
	Unlikely
	Minor
	Low

	Inefficient organisation and promotion of events
	· A promotional check list exists to be used for all events and a Communications Officer now in place
· A workshop checklist is used to ensure all set up details are followed

· Staff have had training in event management and relevant support books are available

· Staff report to board on all events, and outcomes are analysed
	Unlikely
	Minor
	Low

	Poor communication with members (newsletter, email, website)
	· The monthly newsletter is proofed by staff

· Each month the board reports to members in a column in the newsletter

· Feedback from members and the public is noted and acted upon
	Unlikely
	Minor
	Low

	Poor ad hoc advice provided to members and the public (by email and phone)
	· Staff induction includes training on how to reply to queries

· Staff will consult with fellow staff members if unsure of the answer to a query.

· Staff attempt to reply to all queries within 24 hours
	Possible
	Insignificant
	Low

	Irrelevance of professional development programs for writers
	· The survey of members identifies the needs of writers

· Ad hoc feedback from members is noted and used for future planning

· Relevance of programming is addressed in the Centre’s business plan.
	Unlikely
	Minor
	Low

	Expectations growing faster than staff resources allow
	· The Centre has restructured to make best use of staff skills as well as employing the casual person an extra day per week
· The Centre will not undertake activities that do not cover their own costs.

· The Centre will pull back to core activities if funding reduced
· Additional partnerships/ collaborations will explored 
	Likely
	Insignificant
	Moderate

	Loss of computer data due to technical fault or theft
	· New computers installed early 07 and less likely to corrupt files

· Database and newsletter backed up weekly on CD

· Selected data from all 3 computers backed up monthly & stored off-site
	Low
	Minor
	Moderate


Appendix 3: Draft Events 2008
See separate document
Appendix 4: Marketing Plan
See separate Document
Appendix 5: budget

See separate Document
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