

CLP - ROLES AND RESPONSIBILITIES (use with Venn diagram)
TO DO:  Partners to do together. Mark the number in the Venn diagram where you think it belongs.  Note the distribution – is it equitably balanced or is someone overloaded?
	1. Provide (as best as they can) information on the time required for each component of the project (E.g. script writing, rehearsals, performance, briefing)

	2. Develop and monitor a timeline for the project

	3. Communicate the timeline to all those involved several weeks prior to the project starting


	4. Ensure the project is embedded into the curriculum beyond The Arts/ English and incorporates learning in other Learning areas and Capabilities

	5. Incorporate the project into the school curriculum and planning processes

	6. Plan initial artistic ideas to be explored

	7. Steer overall artistic direction of the project

	8. Obtain a Criminal Record Check for the artist

	9. Obtain a Working with Children Check for the artist

	10. Check Status of the Working with Children Check 
11. Communicate information about the project to the school community, including the school Principal, teachers and parents (via school bulletin, newsletter, intranet etc)



	12. Provide a timetable of classes to the artist/s a couple of weeks before the project commences



	13. Develop ideas for student activities based around the project and plan lessons

	14. Introduce key concepts (develop prior knowledge) to students before the project commences

15. Ensure pre and post artist visits that adequate briefing occurs to assist the ongoing planning.



	16. Source and purchase resources and materials in line with the project budget and school purchasing processes



	17. Monitor the project budget

	18. Organise a suitable space/ secure work area and book resources for activities

	19. Ensure the safety of students involved in the project activities (in line with Occupational Health and Safety)



	20. Ensure students arrive punctually to lessons

	21. Monitor student attendance and mark the role

	22. Manage classroom behaviour


	23. Ensure a qualified and registered teacher is present at all times when the artist is working with the students


	24. Guide the students’ making process in line with the overall artistic design


	25. Cater for students with special needs in planning lessons


	26. Work with students to develop the specific skills and knowledge required for the project


	27. Support teacher professional development to develop teachers’ skills and confidence in the art form and artistic processes


	28. Develop assessment tasks throughout the project that report against the Victorian Curriculum 


	29. Present at staff meetings/ curriculum committee meetings to update staff about project and project timelines


	30. Meet at regular times to debrief, plan and monitor the progress of the project
31. Ensure that the artist is paid in a timely manner


	32. Documentation of the project for the school, artist and Creative Victoria (see Documentation Specification sheet)


	33. Accommodate special events (such as school camps, sports days, artist’s other commitments) that may impact on the project timeline and planning


	34.  Promote the project by contacting the media (i.e. local newspaper)


	35.  Ensure that Creative Victoria and The Department of Education are correctly acknowledged in any publicity or final works


	36. Oversee the organisation of an event to celebrate the conclusion of the project (e.g. launch, exhibition, performance. This may include guest speakers; venue hire and publicity)


	37. Complete the acquittal report (due 60 days after the completion of the project)
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